21

[bookmark: _Toc480360598]Insolvency Creditors’ Portal

The creditor’s portal provides a website for creditors to manage their claims and receive notifications from external administrators in relation to insolvent entities and debtors.

For an insolvency practitioner, the creditor’s portal is a place to communicate with creditors.
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[bookmark: _Toc491930698]The Creditors’ Portal:

· Allows practice users to upload creditor communications, debtor information, documents, meeting information and receive claims from creditors.

· Allows creditors to register, login, see debtor information, view their claim information and access documents and communications to creditors

· Allows creditors to complete their proof of debt and attach files in support of their claims

· Information submitted by creditors is automatically updated in the practice database

· Information on creditor read history is automatically updated in the practice database so practices may ascertain which creditors have seen or read circulars 

· Allows creditors to securely verify their payment details

· Creditors can vote on Proposals without Meetings electronically 
https://exalt.zendesk.com/hc/en-us/articles/360001472536-Creditors-Portal-Voting-facility


Future version release

· Practice users may action payment authorisation via a mobile device, while out of the office without requiring a connection back to the practice network database 

· Creditor auto-generated alerts





[bookmark: _Toc480360600][bookmark: _Toc491930699]Creditors’ Portal Address

The creditors’ portal is located at:

https://creditors.accountants

A pre-deployment test site is set up at:

[bookmark: _Toc480360601]https://	creditors.azurewebsites.net				

[bookmark: _Toc491930700]On-boarding a Practice

Communications between the insolvency database and the Creditors’ Portal is handled by a Windows service. The service watches for updates that practices users send and then publishes data to the portal.

[bookmark: _Toc451852737][bookmark: _Toc480360602][bookmark: _Toc491930701]Configuring the Secure Web Service

A secure background service is responsible for automatically uploading data to the website.  Once the web service is configured, any job may be enabled to post documents and creditor claims online.

An installer and separate instructions are available for implementing the creditors’ portal InsolData service.

[bookmark: _Toc491930702]Web Service Installer

Instructions for configuring your practice to integrate with the portal are found here:

https://exalt.zendesk.com/hc/en-us/articles/115000905894-Instructions-to-setup-the-Creditors-Portal

[bookmark: _Toc491930703]Sub-domaining (Additional Costs quoted)

Sub-domains allow practices to put their own on the data accessed by creditors.

An example of a sub-domain is:

https://insolco.creditors.accountants

Sub-domaining will provide the following additional features:

· Implement your own practice’s unique creditor portal address
· Personalised business logos and branding
· Customise email footers for creditor communications per location
· Filtering data on the creditors’ portal so creditors are presented with practice information




[bookmark: _Toc480360603][bookmark: _Toc491930704]Posting a Job on the Web Portal

Once your database is configured for portal publishing, you can start to publish jobs to the web.

Making a job live

To publish a job to the creditors’ portal:

1. Click on the Portal tab 

The portal tab appears on the job’s main tab control.

[image: ]

2. Complete the portal details

Specify the job’s display name, the access control method, and the contact email details.

Access Control: Set the access control method to “Public Access” or “Require Login”. 

If the access level is set to “Public Access” anyone can view the job details, but will not be able to see any documents or claims that are assigned to the individual creditors. This may be advantageous to allow unlisted creditors to contact the practice contact for the job.

If the access level is set to “Require Login” only creditors and document recipients will be able to access the job once they’re log on.

3. Upload the Job to the portal

Post the job by changing the portal status by clicking the Make Live button. The website status will be updated to pending upload while the job is posted to the portal.

The job is now live on the portal. Depending upon the access control settings the job information is now displayed on the portal.

4. Check the Job is published

Once the job has been successfully uploaded to the portal, the job will display as Published Live. You may click on the Published Live hyperlink to display the job on the portal.
[bookmark: _Toc491930705]
Viewing the job portal page

To view the portal page, click the “Published live” hyperlink on the main “Portal” tab. 

[image: ]
[bookmark: _Toc491930706]Synchronisation Options

The creditor synchronisation method may be set to manual or automatic.

[image: ]

[bookmark: _Toc491930707]Taking down a job from the portal

To take down a job, click “Take Down” on the main “Portal” tab. 

[image: ]

Confirm the action, by clicking “OK”.

[image: ]

The job has now been taken down from the portal. If you make the site live again, all existing claims and documents will become accessible once more.



[bookmark: _Toc491930708]Manual Synchronisation

If you do not select manual synchronisation, as you make changes to the job or creditors, the updated changes will be reflected on the portal. You will see messages displayed as the software uploads updates. This is the default operation.

The manual synchronisation settings do not affect the following actions:

· You will always need to perform the initial upload of the job manually
· You will always need to perform the initial upload of the creditors manually
· You will always need to upload documents and messages to the portal manually, documents do not update automatically.

Steps for publishing creditors and documents are described in detail below.

[bookmark: _Toc491930709]Bank Account Details

You have the option of displaying bank details for unsecured creditors. If you have entered the bank details, creditors may confirm the details are correct if you set this option.

[bookmark: _Toc491930710]Configuring the portal to post creditor bank details

On the main “Portal” tab, select the portal option to include/exclude the bank details for creditors.
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[bookmark: _Toc491930711]Entering Counterparty bank details

The bank details for counterparties have been expanded in Version 5.  Creditor’s Counterparty’s Bank Details can be set in the Counterparty record under the Banking & Advanced tab, as displayed:
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The bank details appear to the creditor when submitting their proof of debt.


[bookmark: _Toc480360604][bookmark: _Toc491930712]On-boarding / Uploading Portal Creditors

Once a job is live on the portal, the portal status of each creditor is displayed in the creditors’ register. When you import or enter a creditor, the portal status will be set to “not uploaded”.

Check the creditor status in the “Portal” tab on the creditor register. You will see different options on this tab if the job is registered on the portal.
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[bookmark: _Toc491930713]Filtering the creditor register by portal status

By clicking on the creditor portal status radio button, you may filter the creditor register by the selected Status.
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Note: The Portal status button is shaded after the filter is applied. 

The list of creditors will change with the filter applied for the selected portal status. Unclick the portal status button to un-apply the filter.

Note: This filter selection will remain applied.  Sometimes when you return to the creditor register the portal status filter will be applied as previously selected. If you navigate to another job the filter will be reset.

[bookmark: _Toc491930714]Selecting the portal creditors for upload

To select the creditors for uploading click “Select” next to the portal status. 
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The creditors are now selected for uploading. A tick will appear in the right-hand column for each selected creditor.

[image: ]
The action button will change to “Upload Selected”.

[bookmark: _Toc491930715]Uploading creditors

When you select creditors for a portal status, the button will match the feature for the selected group of creditors.

To upload the creditors click “Upload Selected”.
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The selected creditors will be set to upload pending. Once the creditors are uploaded, the portal status will be changed to uploaded.

A green status radio button appears against each uploaded creditor in the register.
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[bookmark: _Toc491930716]Select only one group of portal status 

To perform an action, such as uploading creditors, make sure you have only selected creditors belonging to the same portal status:
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Otherwise actions will not be available.

[image: ]

If you have problems uploading creditors, see Trouble Shooting – Exalt (zendesk.com)




[bookmark: _Toc491930717]Which creditors are uploaded?

All selected creditors are uploaded to the creditors’ portal. Generally, you would select all creditors for uploading to the portal, so, when they choose to register they will have immediate access to their claims and documents.

Note: Even though the claims have been uploaded to the portal, if the creditor is not registered then the creditor will not be aware the claim is available unless you communicate with the creditor. 

[bookmark: _Toc491930718]Alerts to creditors

Alerts are yet to be configured, but, when they are configured the creditor will receive automatic updates of any changes to their claims via an auto-generated email. Recipients that have email addresses, but, have not registered will also receive auto-generated emails to encourage them to log in and view their details online.

[bookmark: _Toc491930719]Updating Creditor Claims
[bookmark: _Toc480360606]
Depending upon the synchronisation settings, you may need to upload any updates you make to creditor claims.

[bookmark: _Toc491930720]Determining a creditor’s registration status on the creditor register

You can determine the registration status of a creditor, i.e. whether a creditor has logged on to the portal, from the creditor register by navigating to the filter views available on the Circulars & Mailing tab. 

[image: ]

Creditors have the following statuses:

“Portal recipients” are creditors that have registered on the portal.

“Agreed to email” are creditors that have agreed to receive email notifications but have yet to be registered with the portal.
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“Have emails” are creditors that have an email address entered, but you don’t have any specific guidance on whether the creditor has accepted email communications. This is the default option for setting up a creditor.

“Hard copy recipients” are creditors that have specifically asked for hard copy notifications.

If you open an unsecured creditor you can mark the creditor as
[image: ]

[bookmark: _Toc491930721][bookmark: _Hlk97800904]Counterparty Registration

When a creditor registers, the counterparty in the practice database is marked as a registered “web counterparty”. 

This logo moniker appears for registered counterparties.
[image: ]

[bookmark: _Toc491930722]Counterparty consolidation

When using the counterparty lookup for entering transactions or entering creditors, the registered portal counterparties show at the top of the list for selection. These enhancements result in a more consolidated approach to counterparty management.  Previously, users were not presented with an easy way to determine which counterparty record was the single source of truth. Now, web registered counterparties appear at the top of all lists for selection.

Additionally, the process for consolidating counterparties has been improved within the software functionality. 

ABN Lookup

An “ABN Lookup” feature has also been added in the software when adding counterparties. The look up facility provides the ABN number and the correct business name.  Rather than using free txt to enter a counterparty’s name, now, the organisation you’re dealing with has been correctly identified against the ABN register. 

You may also use the drill down features on the ABN Lookup to determine whether each organisation is tax registered.

There is now validation on the counterparty ABN. If another counterpart exists with the same ABN then a validation warning appears. This further helps reduce the duplication of counterparty records. 

The creditor will confirm their own ABN and entity name

You may still add a counterparty that may not have an ABN entered or doesn’t use the name sourced from the ABN register.  

When a creditor registers on the web, however, the creditor user is required to identify their correct ABN and name (unless the creditor is an employee). When the counterparty data is updated to the practice database the name and ABN is updated correctly.

All counterparty changes are detailed in the Version 5 software release notes.

[bookmark: _Toc491930723]Creditor Registration 

The process for registering as a creditor is described below.

[bookmark: _Toc491930724]Configuring User Access

User access is ultimately determined by the creditor. The creditor will create their user profile on the creditors’ portal, verify their email address and then enter their creditor portal code. This creates a link between a registered user account and a creditor claim.

Despite this process, by selecting a counterparty or contact, the practice user determines which email address is used to communicate with the creditor until the creditor registers. 

The email address for communicating with portal recipients is the same method used for communicating with email recipients. The screenshot below shows the counterparty numbers:
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[bookmark: _Toc491930725]Specifying a different User to administer a specific claim

There may be cases where a creditor may have a different user to administer one claim as compared to other claims. In this case you can specify a different user (email address) by setting a contact person for correspondence a specific claim. 
 
[image: ]

In this case, the creditor record uses the contact email address, rather than the default counterparty address. 

[bookmark: _Toc491930726]Portal code

Users registered on the portal create a link to their claims by using a unique creditor portal code. The portal code is displayed on the creditor claim “Portal” tab. 

A merge field allows you to send letters or emails via “Circulars and Mailing” to communicate the portal code to creditors. The portal merge field code is «PortalCode».

The portal code is located on the “Portal” tab of the creditor details page, however, users will not necessarily need to know the code, only how to send correspondence to creditors.
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[bookmark: _Toc491930727]Creditor Event log

The creditor event logs tracks portal events to give you a history of interactions with a portal creditor.



[bookmark: _Toc491930728]Uploading Portal Documents

There are several ways to upload documents to the portal:

· Outputting a merge document or letter pack creates a portal message
· Upload a single document

[bookmark: _Toc491930729]Creating a portal message using a mail merge

When producing a merge document or letter pack on a portal registered job, the software will:

· Create a message to be sent as an email to portal registered users and agreed email recipients, and 
· Prepare the documents for publishing on the portal
· Prepare a hard copy

When running document production (“Circulars & Mailing”), the document options are displayed below:
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When a document is created for a portal registered job and the job has portal or email recipients, the software creates a message. The message can be uploaded to the portal and an email message may be sent to the recipients.

[bookmark: _Toc491930730]Use of letter packs

By using letter packs you can specify a header document, which contains the contents of an email that will be sent to creditors:

The letter pack below shows the “Initial information to Creditors”.
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[bookmark: _Toc491930731]Contents of the email

When using letter packs for portal communications, the main document provides the content of the email sent to creditors. The main document is denoted with a tick next to the document template in the letter pack.

[bookmark: _Toc491930732]Additional documents of the letter pack

The other documents in the letter pack are additional documents that are sent to the creditor as attachments to a message. 

Editing the documents following document production

Once you complete the data production wizard, you may access the output documents and edit these documents prior to uploading the documents to the portal or sending.

The documents can be either single “pro-forma” documents or personalised merge documents.

[bookmark: _Toc491930733]Send files as hyperlinks / Send files as attachments

When creating messages to recipients, the user can determine whether “additional documents” are sent as attachments to the email or hyperlinks to a portal location. The additional documents are posted on the portal regardless, so creditors can logon to the portal to retrieve the documents.

The text of the email content needs to be reviewed to reflect the practice policy to suit the publishing workflow. 

There is new document template content available in the application for communications to creditors.

The screen shot shows the document production wizard for portal and email messages. A letter pack example is shown where the header document text appears as the text of the email message and the additional documents appear as attachments.

[image: ]

By selecting the default option “Send files as hyperlinks” the software will post attached documents to the creditor portal when uploading the message.

When selecting the option “Send files as attachments” documents will be converted to PDF documents and sent as attachments to email messages. The documents will also be posted on the creditors’ portal.



[bookmark: _Toc491930734]Message Output

Once the document production wizard is complete, the screen shot shows the portal message output.

[image: ]

The output shows:

1. A hard copy MS Word version of the message (This may be sent to hard copy recipients)
2. A record of the recipients in a PDF document
3. The portal message or email
a. The header message containing the email text 
b. The document attachments

A portal message or email will only be created if there are portal or email nominated recipients. 

The hard copy 

This document may be mailed to each hard copy recipients. The hard copy recipients are recipients that haven’t registered on the portal or haven’t nominated to receive communications via an email address.

A data source of a hard copy mail merge can contain all creditors, provided you select the option for creating a hard copy for all recipients. See the tick box “create hard copy for all recipients” below:

[image: ]

The message

The message is a container for communications to creditors either via email or on the portal. The message provides a way to consolidate communications to creditors.



[bookmark: _Toc491930735]Review and editing output documents

Once you have created the document outputs you are free to edit the pre-merged documents by double opening and editing the documents.

Open the documents using the user interface by double clicking on the document outputs.

[bookmark: _Toc491930736]Setting User Access to Portal Documents

Before documents can be published you need to set user access. When you create a document from a mail merge the recipients of the mail merge are automatically configured with permission to access the documents on the creditors’ portal. When posting individual stand-alone documents to the portal you will need to configure user access (discussed separately).

The steps for setting access are provided in the examples illustrated.

[bookmark: _Toc491930737]Requesting Authorisation

All documents posted to the portal need to be authorised. A “Review” stage has been added to document production that will allow you to create the document outputs and view and edit the outputs before sending the documents for authorisation.

You can right-hand click on the document from Messages and Publishing tab and select “Request Authorisation”.
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The authorisation recipient selection form appears.
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Select the appropriate person with document authorisation permissions and click “Next”.



[bookmark: _Toc491930738]Document Despatch (Approval, Signatures, PDF, Sending and Publishing)

Document authorisation has been enhanced. A new form has been developed that allows authorised users to approve or despatch documents. 

[image: ]

Document approval may be initiated through the document approval tasks, directly from an email or from the document. 

If you access document approval directly from task notifications you receive via email, the approval process runs from a separate application rather than opening the insolvency software.

Authorisation 

Each document with in a message may be authorised separately or click on the “All documents” authorisation line to authorise all documents.

Alternatively, if you have permission to authorise a document, you may select the “Authorised” button and click “OK”.

[image: ]

Inserting signatures

The method for inserting signatures has been separated from the document production process into the authorisation stage.  You may access inserting signatures from the document despatch and authorisation form. If a document has not had a signature inserted a warning will appear before a document is uploaded (sent) or despatched. 

PDF Conversion

You may convert documents into PDFs to ensure they are not edited after they have been signed off. The MS Word version of the documents are stored so you can always access the original editable source documents for any reason. 

When letter pack documents are sent, the attached documents are automatically converted to PDF, so you don’t need to do this process before sending portal messages. 

Publishing

When a document has been authorised you may publish the document.

Once authorised, the document portal status should now display as “Unpublished”. The document is now ready to publish.



[bookmark: _Toc491930739]Sending messages to Portal Creditors

[bookmark: _Toc491930740]Pre-requisites

To send email messages to creditors, you must have the SMTP server settings configured in the software’s Application Settings.

[bookmark: _Toc491930741]Publishing Messages on the Portal

When a message has been created, the document publishing is available on the “Messages and Publishing” tab. When a document is output that contains email recipients or portal recipients.
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You may filter the portal messages list to include any unsent messages.

Sending messages

To send a message:

1. Select the message

Tick the message you want to send.
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2. Click Send Message

[image: ]

Validation warnings may appear to assist users. For example, a warning will appear if you have already sent the message or if one of the attachment documents contains a signature that has not been populated.

Once the validation messages have been dealt with, the Send message dialogue appears:
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3. Click Send

The messages are now being sent. 

System Tray alerts

System tray alerts will keep you updated on the progress of sending messages and identify any wrong email addresses or issues with documents not posted or not sent.
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View message properties (message log)

Any issues with sending messages can be viewed in the message log. To view the Message Log, right-click on the message and select “Message Properties”.
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Click the “Message Log” button to view the message log details.



The following screen shots show documents published to the creditors’ portal. 
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Shown above is:

· A single merge document that was created as a portal message. 
· A letter pack containing a message header and subsidiary document attachments

The screen shot over the page shows the detail of the letter pack and access to the attached documents.
[image: ]

The letter pack and the attached documents.
[bookmark: _Toc491930742]Preparing a single document for publishing

To prepare a document for publishing on the portal:

1. Add a document 

Select the “Publish Portal Document” on the main “Messages and Publishing” tab. 
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2. Locate the document

[image: ]

Click “Open” and you will be prompted to add the document to document management.

Note: You may also drag-and-drop documents onto the “Messages and Publishing” tab.

3. Add to document management

If the document is already in document management then the record will not be added twice. Otherwise follow the steps to add to document management.

[image: ]

Confirm the “Add this file to document management”.
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The document is now added, but, you will need to set the creditor access permissions to be able to publish the document.

4. Setting User Access

Before documents can be published you need to set user access. 
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Click on the “Access” column next to the document to set access. The portal document access options appear.
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Choose the options and click ‘OK’.

5. Document Authorisation 

Once you the document is authorised, it is available for publishing. 
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[bookmark: _Toc491930743]Publishing a single document on the portal

To publish a single document on the portal:

1. Select items for publishing

Filter the “Messages and Publishing” tab to view any unpublished documents. Place a tick in the column to select the document.
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2. Click Publish documents

3. Click OK to confirm
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The document has now been submitted to the portal.
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Previewing the document

To see how documents are viewed on the portal, you can temporarily post a public document and open the job’s portal page.

To view the portal page, click the “Published live” hyper link on the main “Portal” tab. 
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The screenshot shows how documents will appear for creditors on the portal.
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Note: If specific access is configured to a document, only those specific recipients will be able to view the documents. 

If you want to change user access to a document, you first need to “take down” the document from the portal.




[bookmark: _Toc491930744]Taking down a document from the portal

To take down a document or a message:

1. Navigate to the “Messages and Publishing” tab.

2. Filter the Messages and Publishing list by Messages - Sent
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3. Click Take Down
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Click “OK” to confirm

4. The document is now removed from the portal 

[image: ]

The document is now taken down from the portal




[bookmark: _Toc491930745]Web Users and Counterparty access by an alternative user

In normal circumstances the Counterparty Email will determine the admin user for the creditors’ portal.

If you want to add a different user to access the counterparty record then you can set the Contact Person for Correspondence. The contacts email will be set to the admin user.

[bookmark: _Toc491930746]Adding a different admin user for a creditor claim (not using the counterparty email)

To add an addition recipient for the creditor:

1. Open the creditor record
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2. Click Additional Recipients

3. Select a contact

4. Enter the user details for a contact

Make sure ‘Send notices via email’ is ticked 
[image: ]

The creditor should require uploading to the web.

5. Upload the creditor

[bookmark: _Toc480360607]

[bookmark: _Toc491930747]How do creditors register for the portal?

The workflow for registration is as follows:

Send Notification

See the example provided to send an email notification or hard copy document to creditors.

The notification will provide a website address and registration code to the creditor.

[bookmark: _Toc491930748]Creditor Registration Process

The creditor registration process is as follows:

1. The creditor is directed to the creditors’ portal site

The creditor will receive either email or hard copy communications directing them to the creditors’ portal.  There is a specific URL provided that will take directly to a job’s home page.

The creditor navigates to or clicks on a provided link to the creditors’ portal website. 

Note: If using sub-domaining the portal may be styled to suit each practice. 

2. The creditor registers as a user

3. The user verifies their email address

4. The user logs on

5. The user creates a link to a unique creditor portal code

6. The user confirms their ABN as part of the registration 

(Employees do not need to provide their ABN).

7. The user makes a declaration on behalf of the creditor to receive delivery of documents electronically

The creditor is now associated with the portal and can view their jobs and any associated documents relevant to them. 

The creditor may have a claim uploaded to the website by an insolvency practitioner, and the creditor may submit their proof of debt and view any associated documents published to the portal.



[bookmark: _Toc480360608]


[bookmark: _Toc491930749]Declarations to receive electronic communications

As part of the web registration process, creditors must make a general declaration to receive correspondence from insolvency debtors electronically.
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[bookmark: _Toc491930750]Additional claims for a creditor that has already registered on the portal

The creditor (“web counterparty”) only needs to register once. If another claim is added in the software and the registered web counterparty is selected as the counterparty on another claim, the “web counterparty” will be automatically associated with the claim. 

Forgetting Passwords

If a creditor is already registered then use the “forgotten password” feature to access the account.

If the counterparty is not linked to any jobs then:
1. Make sure the counterparty has a creditor claim
2. Provide the creditor code so the creditor may link to the claim



A logged in creditor

Once a creditor has logged in they will see the following view:
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[bookmark: _Toc491930751]The portal job information

Each job has its own home page.
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[bookmark: _Toc491930752]Portal Creditor claims

Creditors are presented with their claim information and may complete a proof of debt form.

[image: ]


Validation warnings will ensure creditors complete the correct information.


[bookmark: _Toc491930753]Uploading files in Support of their claims

Creditors may upload documents to support their claims.



[bookmark: _Toc491930754]Bank Details

By selecting the portal option “Upload bank details”
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The bank details will display on the creditors proof of debt. 


[bookmark: _Toc491930755]Knowledgebase articles for Creditors

A help website is available for creditors at:

https://creditors.zendesk.com

[bookmark: _Toc480360616][bookmark: _Toc491930756]Submitted Proofs of Debt – How do they appear in the software?

Online submission by a Creditor of a Proof of Debt (POD) will send the POD form and any attached documents (as URLs) to the Practice, and the Job will be updated. No notification to the Practice User is sent, at this time, and the Job (if open during the arrival of new PODs) will have to be refreshed.
[bookmark: _Toc480360617]
[bookmark: _Toc491930757]Creditor Declaration

At the completion of the Proof of Debt form the Creditor must declare that have the authority to submit a claim.

[image: ]

Note that the Corporations Act 2001 states that same rules for corporate jobs are to prevail and be observed with regard to debts provable as are in force for the time being under the Bankruptcy Act 1966
http://www.austlii.edu.au/au/legis/cth/consol_act/ca2001172/s553e.html

[bookmark: _Toc480360618]

[bookmark: _Toc491930758]Uploaded Proofs of Debt Documents – How do they appear in the software

Any documents that are generated or attached to the Proof of Debt are saved online and when the POD is submitted they are sent to the Practice as URLs. The Practice User can access the documents by clicking the URLs, note: that registration and logon must be completed to access the document(s).

[bookmark: _Toc480360619][bookmark: _Toc491930759]Viewing a creditors documents (proof of debt and supporting information)

An uploaded document may be viewed by the Insolvency Practitioner to assist with processing the claim by:

1. Opening the Job’s Creditor and viewing the attachments by hovering over the paperclip icon.
2. Opening the Job’s Creditor and Opening the Document List.

[bookmark: _Toc480360620][bookmark: _Toc491930760]Opening Portal Documents

To open an online Portal document, click on the Hyperlink in the software and logon to the Web Portal. To view a creditor document a practice user needs to register with the creditor portal.
 
[bookmark: _Toc480360621][bookmark: _Toc491930761]Registering Practice Users on the Web Portal

A practice user needs to register with the creditors’ portal.

https://creditors.accountants/Account/Register/practice 

When a user registers with the same domain as the practice (and can confirm by receiving a verification email) the practice user will have access to your practices creditor documents.

Note: the link to the creditors’ documents may only be accessed through the software and the document link provided to the practice user is only accessible through a session that is available for a short-period of time.

 

[bookmark: _Toc491930762]Creditor User Maintenance

A user can maintain their own user information and link to additional creditor claims.

User Details

When a user registers for the first time they will be asked to enter their First Name and Last Name.  

If a creditor uses a different email address to register than the practice has recorded the practice user would have to update the counterparty’s email address for future communications to be directed to a different email.

When alerts are activated then newly registered email will be alerted of any updates to documents and claims.

Change Password

The user can change their password.

Linking creditors

The user can link to other creditor claims by entering the creditor codes.

[bookmark: _Toc480360609][bookmark: _Toc491930763]Supplying ABN details

For companies, the registration process validates the name of the creditor with ASICs business register and prompts the creditor to confirm a unique ABN number.

The creditor must use their supplied creditor code to access any creditor information and submit claims.

[bookmark: _Toc480360610][bookmark: _Toc491930764]Notifications

Notifications show for creditors when they receive messages or have a claim updated for one of their debtors (jobs).
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[bookmark: _Toc491930765]Adding a Creditor End-to-End

The process is summarised as follows:

1. Practice User Uploads a Claim
2. Creditor Registers and views documents and submits claims
3. Practice User views the submitted claim and supporting evidence

[bookmark: _Toc491930766]Practice User Uploads a Claim

1. Ensure the job is portal enabled job

2. Add a creditor

a. With an email address

If you add an email address to the creditor register, the creditor can receive notifications and alerts vial email even if creditor is yet to register on the portal.

b. Without an email 

Even if you don’t add an email address to the counterparty, the creditor will be posted to the web, regardless.

[image: ]

The counterparty receives a hard copy of the registration details and creates a user profile. The creditor may still create a link to their creditor claim on the web using their code as described below.

3. Select the added creditors for uploading

When you add a creditor the status is set to not uploaded.

[image: ]

Select the creditors by clicking “Select”

4. Upload

Click upload selected.

[image: ]

5. Portal upload progress

As the data is uploaded to the portal the progress bar appears.

[image: ]

The data is now uploaded to the portal.

[bookmark: _Toc491930767]Creditor viewing their claims on the portal

Creditors will need to follow these steps:

1. Register as a portal user
2. Verify their email address
3. Logon on
4. View their claims
5. Submit claim
6. Add Supporting documentation

Register as a portal user

See the creditors’ portal for instructions on user registration.

Completing the verification

See the creditors’ portal for instructions on completing an email verification.

Login in

See the creditors’ portal for instructions on logging in.

Viewing claims

Once logged in, a creditor can view their linked claims from their home page.  This is the view a creditor sees when logged on:

[image: ] 

Drill down on the external administration to view your claims

[image: ]

Click on Submit to view the proof of debt details

Complete each section of the proof of debt
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Complete all the sections of the proof of debt by entering the relevant information:

[image: ]
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Upload files in support of your claim

[image: ]


Click Next.

[image: ]

Submit
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[bookmark: _Toc491930768]Practice Users viewing the submitted claims and supporting documents

When the creditor submits a proof of debt the claim information is saved back to the database.

[image: ]

You can see above the creditor proof of debt automatically entered into a creditor’s claim. The URL link to the proof of debt document along with any supporting documents such as invoices are stored against the creditor’s claim in the practice database.

The PDF version of the proof of debt and any information uploaded is saved to a centralised document store. To access these documents:

1. Log on to the creditor portal
2. Double-click on the document links

[bookmark: _Toc491930769]Open the document links

You may access the document links directly from the creditor register using the paperclip icon appearing next to the creditor, or

[image: ]

Access the document list from the creditor details form.

[image: ]
The document list is shown below:
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[bookmark: _Toc491930770]Adding an Employee End-to-End

The process is summarised as follows:

1. Practice User Uploads a Claim
2. Creditor Registers and views documents and submits claims
3. Practice User views claims and supporting evidence

[bookmark: _Toc491930771]Practice User Uploads a Claim

1. Working on a portal enabled job

2. Add an employee

[image: ]

If you add an email address then the employee will receive notifications vial email.

3. You don’t need to add an employee email address

Even if you don’t add an email, the employee will be posted to the web, regardless.
[image: ]

The employee would receive a hard copy of the registration details and create a user profile. The employee may still create a link to their creditor code as described below.

4. Select the creditors for uploading

[image: ]

5. Upload

[image: ]
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[bookmark: _Toc491930772]The employee may view their details on the portal

View your employee details on the Portal

[image: ]

7. Register as a portal user

8. Confirm email address

9. View claims

10. View documents and messages

11. Submit a claim

12. Practice User reviews the employee’s claim

[bookmark: _Toc491930773]Dealing with concurrency Issues

Concurrency describes an update of data that occurs simultaneously, this may very rarely occur (if ever) where a practice user changes data at practically the same as a creditor. 

If this does occur then the creditor’s update may be added to the portal messages.

[image: ]

The portal message contains all the information submitted by the creditor to ensure the creditors update can be processed.

The practice user will need to action any critical warning messages to ensure any concurrency issues are resolved and all the claim information is received from the creditors.
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MR Stewart McLeod
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Dear MR McLeod,

Paolas CVL

(In Liquidation)

A.CN. 12345679 (“the Company”)

INITIAL INFORMATION FOR CREDITORS
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consideration stated and that the debt, to the best of my knowledge and belief, remains unpaid and unsatisfied.

1am the creditor's agent authorised in writing to make this statement in writing. | know that the debt was incurred for the consideration stated and
that the debr, to the best of my knowledge and belief, remains unpaid and unsatisfied.

1 am the creditor and | make this claim personally.

Attach Files in Support of your Claim (1) v

Drop files here

(Z Evidence in support of my claim

Cancel Ne:
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Declaration

Please confirm you

to perform a restricted function.
You are about to submit your proof of debt against the debtor.
You hereby undertake the details you provide are correct and you have authority to submit claims on behalf of the

creditor.
Lodging 2 false Proof of Debt is an offence, whi
paragraph 263(1)(d) of the Bankruptcy Act 1966

prisonment for three years, pursuant to

punishable by
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Hi stewartmcleod

Receive notifications, submit claims and manage your details.

Recent interactions:
Name.

Insolvency Limited
Paolas CVL

My VL2

Practice

9

Start Date
25/08/17
03/08/17

02/08/17

Type
Creditors Voluntary Liquidation
Creditors Voluntary Liquidation

Creditors Voluntary Liquidation
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Insolvency Limited

(In Liquidation)

Job Type Creditors Voluntary Liquidation

Start Date 25/08/2017

Job Status Active

Appointees Stewart McLeod - appointed 25-08-2017

Claims ~ Documents  Resources

Creditor Owing Claim  Debt.
Counterparty ~ Type Attachments  ($) Status ©) Date
The Trustee for  Unsecured {4 5,000.00 Unsubmitted 25/08/17
Exalt Unit Trust 02:39

Home | List
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us: Unsubmitted

Proof of Debt Th Tusen o ol ot it
325 Churchill Avenue

Insolvency Limited Subfaco, WA, 6008

(In Liquidation)

I confirm the creditor doesn't have a claim [

Claim >
Particulars of Debt @ >
Holding Security @ >
Previous Satisfaction / Factoring Change this option if you have received previous payments >
Statement Creditor's Agent >
My Bank Details @ >
Attach Files in Support of your Claim (0) v

Drop files here
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Particulars of Debt @

Using the @ below, add detail lines For the Particulars of Debt

‘You must either attach files in support of your |
[IMy claims are outlined in my attached documents View below to attach files ¥.
and/or provide detals of supporting information:

Incurred Date & Particulars/Consideration Claim Amount @
°
° 5000
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Holding Security @
Holding Security details must be entered

You must either confirm Security isn't held

[1To my knowledge the creditor, nor any person by the creditor's order, does not hold any security against
property held by the debtor
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Holding Security Security Not Held

You must either confirm Security isn't held

EATo my knowldg the crecitor,nor any prson by the creditor’ order, does not hold any security against
property held by the debtor
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Attach Files in Support of your Claim (0) @ v

Please upload your File(s).
+ Add i

Drop files here

Upload queue

Queue length: 1
Name. Size Progress Status Actions

Invoice 234.pdF 0.08 1B





image72.png
Save and Exit

Cancel
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Declaration

Please confirm you wish to perform a restricted function.
You are about to submit your proof of debt against the debtor.

You hereby undertake the details you povide are corect and you have authority to submit caims on behel of
e creditor.

Lodging a false Proof of Debt is an offence, which is punishable by imprisonment for three years, pursuant to

paragraph 263(1)(d) of the Bankruptcy Act 1966
e | ok
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Documents  Resources

Creditor Owing Claim
Counterparty Type Attachments  (5) Status  (§)  DebtDate
The Trustee for Unsecured ¥4 5,000.00 Submitted ¥0.00 25/08/17 Edit

Exalt Unit Trust 03:00

@ ProofOfDebt_503_20170825T030026
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Claim

Claims Claim Total (§) Claim Type
$500.00 Wages
5 Guidance

$600.00 Superannuation
‘The RATA amount has been advised

$700.00 Injury Compensation by the director or extracted from the
Company's books and records.

$1,700.00 Leave of Absence

$2,100.00 Retrenchment

$1,200.00 Unsecured Creditors

For the purpose of voting on resolutions, please advise the value of your claims.

s[7200.00
You will be required to
) Submit  claim to FEG

For those employees with outstanding wages, annual leave, notice and redundancy entitlements which are not otherwise covered by
2 separate fund you may register For FEG online services at https;//extranet.employment.gov.au/feg/.

b) complete a formal proof of debt against the admi

“This will be used to pay any outstanding claims you have relating to unpaid superannuation and redundancy not covered by FEG. You
be requested to submit a formal proof of debt in due course.

tration.
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