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Foreword 
This guidance provide s an overview of the IPS Cloud Pre -migration Report output, and the 
necessary steps required to update/correct erroneous or missing data in accordance with the 
instructions below. The report only returns data and can be run (and re -run) as many times as 
required.  

Note:  That additional steps are required for time users which can be disregarded if you do not 
use IPSSQL for time recording.  

We advise that it is considered best practice to take a backup before proceeding to amend 
any data.  

 

Running the IPS Cloud Pre -Migration Report 
If the version of IPSSQL you are currently using is up to date you will already have access to 
the Onboarding Folder ( Practice > Reports > Onboarding  IPS Cloud). I this is not the case you 
will have to:  

 

1. Copy the onboarding report files into your IPS installation folder: <Practice 
Menu><23~Reports><Global>  
 
Note:  The folder (Onboarding IPS Cloud) will likely contain an older version of the 
report file, please replace with the latest version (202 40313) supplied by your 
onboarding project lead.  
 

2. Restart IPSSQL  
 

3. In SQL Navigate to Practice > Reports > Global or Practice > Reports > Onboarding  IPS 
Cloud depending on the installation location  
 

4. Select  
 
Note:  A window will appear when the report runs.  
 

5. In the Default Floating Charge Creditor Account enter Account Code from Chart of 
Accounts  
 

6. In the Default unsecured Creditor Account enter Account Code from Chart of 
Accounts  
 

7. Use the  icon to save the Report as a PDF  
 
Note:  You must supply Turnkey with a copy of the report.  
 
Note:  The first page of the report returns the SQL Server & IPS build Info, Case 
Analysis and Volume Analysis data, this is for information only and will be reviewed be 
you development team.  
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Note:  Case Analysis and a Volume Analysis is again for information only , however, i f 
your data contains a large number of ‘Old Closed Cases >= 7 years’ it is recommended 
that a review of these cases is completed and, where possible, the cases are deleted 
prior to migration.  
 

 
 
Note:  The ‘Bulk Case Delete’ function, that is available via Practice Menu > Reports > 
Admin & Data Updates, can be used to review and delete the cases. Your IPS Cloud 
onboarding lead at Turnkey can provide additional guidance if required.  
 

 
  
Note:  Licenses and Portal IDs are mainly for information only but will require some 
data cleansing in situations where there are more than one of each. Your onboarding 
manager will notify you of any necessary steps.  
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Note:  The following processes will be considerably easier with multiple displays, it is 
advised to keep the PDF version of the report open on one screen while using SQL on 
the other. 
 
Note: The report can be reproduced as you work through the steps required to 
cleanse your data. You may wish to reproduce the reports as you complete each 
section, or during breaks in the process.  
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Users with no Email Ad dress on Case Staff  

 
All users migrated to IPS Cloud must have a valid and unique email address , this does not 
need to be an active or valid email but must conform to email standards eg. 
anything@something.com. Do not delete users which are listed on Case Staff this can result in 
data loss, such as time entries relating to that user.  
 

1. Open the Pre -Merge report using a pdf reader  
 

2. Navigate to User with no Email Address  on Case Staff , you can search using Ctrl+F to 
find this quickly  
 

3. On SQL Navigate to Administration > Security > Security Manager > Users  
 

4. Select the user  
 

   
 

5. Select Edit User  
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6. Enter the Email Address   
 
Note:  The emails must all be unique so you may want to add a sequential number to 
them if you are using dummy emails.  
 

7. Select Ok  
 

8. Continue working through the list in the report until all the emails are completed.  
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Duplicate Emails  
 

1. Open the Pre -Merge report using a pdf reader  
 

2. Navigate to Duplicate Emails , you can search using Ctrl+F to find this quickly  
 

  
 

3. On SQL Navigate to Administration > Security > Security Manager > Users  
 

4. Select the user  
 

   
 
 

5. Select Edit User  
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6. Amend the Email Address  to make it unique  
 

 
 

7. Select Ok  
 

8. Continue working through the list in the report until all the duplicate emails are unique.  
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Case Staff with no User Record  
 

Recreating the User 

 
Case staff with no User Record will typically be deleted user which are still recorded on case 
records, these users should have been marked as inactive, however this can be resolved by 
recreating the user.  
 

1. Open the Pre -Merge report using a pdf reader  
 

2. Navigate to Case Staff with no User Record , you can search using Ctrl+F to find this 
quickly  
 

 
 
Note:  Users are listed by Role, it is not necessary to add duplicates more than once.  
 

3. On SQL Navigate to Administration > Security > Security Manager > Users  
 

4. Select Add User  
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5. Enter the Username  exactly as it appears in the Login Column of the report  
 

  
 
Note:  in the case of Third Party IP’s it is necessary to complete steps 6 -7 otherwise 
advance to step 8 . 

 

6. Enter the Full Name  
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Note:  This must match the User Name.  
 

7. Ensure Enabled  is not checked  Ensure Enabled  is not checked  
 

 
 

8. Enter the Initials  
 

  
 

9. Enter a unique Email Address   
 

v 
 

10. Select Ok  
 

11. Continue working through the list in the report until all the User Records are 
completed.  
 
Note: If the staff listed are not genuine current or past users, see the guidance below.  
 

Updating non-genuine Case Staff  

 

1. Search for the Case Code  
 

 
 

2. Navigate to Case > Setup > Staff  
 

 
 

3. Select the User  
 

4. Double -click the User  
 



 

 Turnkey Computer Technology Ltd        | COMMERCIAL IN CONFIDENCE  
12 

 
 

5. Check the Inactive box  
 

6. Select Save and Close  
 

7. Repeat as required  
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Missing Bond Providers  
1. Open the Pre -Merge report using a pdf reader  

 
2. Navigate to Case Staff with no User Record , you can search using Ctrl+F to find this 

quickly  
 

 
 

3. On SQL Navigate to Administration > Maintenance > Lookup List  
 

4. Select the Filter Icon within Lookup Type  
 

 
 

5. Select  LQCASENOMINEE  
 

 
 

6. Identify the bonding column and enter the relevant bond provider in the blank fields of 
Link 7  
 

 
 
Note:  This is not usually possible for 3 rd party appointees in which case ignore.  
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Meetings with no Meeting Type 
On migration to IPS Meetings with no Meeting Type selected will default to Physical Meetings. 
There is no need to amend these if that is not a problem for your firm.  
 

1. Open the Pre -Merge report using a pdf reader  
 

2. Navigate to Meetings with no Meeting Type , you can search using Ctrl+F to find this 
quickly  
 

 
 

3. On SQL use Look for Case to search for the Case Code  
 

 
 

4. Navigate to Case > Decision Procedures > Meetings > Meetings  
 

5. Double -Click the Meeting Type  Field  
 

 
 

6. Select the Meeting type  
 

 
 

7. Select Save and Close  
 

8. Complete the remaining Meetings with no Meeting Types   
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Case Staff with no Nominee Type  
Resolve Using Script 

1. Open the Pre -Merge report using a pdf reader  
 

2. Navigate to Case Staff with No Nominee Type , you can search using Ctrl+F to find this 
quickly  
 

 
 
Note:  The cases identified will be detailed in the report, these are cases where the 
Lead, Second IP, Case Manager etc. have not been specified. This can be resolved 
manually or by running a script which will allocate the Nominee Type based on the 
order in whic h staff were added to the case. Only run the script, if you agree with the 
logic descried above otherwise advance to Resolve Manually . 
 

3. On SQL navigate to Practice > Reports > Global / Practice > Reports > Onboarding  IPS 
Cloud depending on the installation location  
 

4. Select IPS Cloud Pre -Migration Update Nominee Type  
 

 
 

5. Select Yes  
 

 
  

6. Select Ok  
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Resolve Manually  
1. Open the Pre -Merge report using a pdf reader  

 
2. Navigate to Case Staff with No Nominee Type , you can search using Ctrl+F to find this 

quickly  
 

 
 

3. On SQL use Look for Case to search for the Case Code  
 

 
 

4. Navigate to Case > Setup > Staff  
 

 
 

5. Double -click the blank Nominee Type  
 

6. Select the Type  
 

 
 

7. Select Save and Close  
 

8. Continue assigning Nominee Types until the list has been completed  
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Missing LQCASESIG N 
1. Open the Pre -Merge report using a pdf reader  

 
2. Navigate to Missing LQCASESIGN , you can search using Ctrl+F to find this quickly  

 

  
 
Note:  The Code must be set as the IP’s name as it appears in Edit User screen, 
Administration > Security > Security Managr > User > (selected user).  
 

 
 
Note:  If this is not addressed the data in the Description field will be use  to populate 
the Code field.  
 

 
 

3. On SQL Navigate to Administration > Maintenance > Lookup List  
 

4. Select the Filter Icon within Lookup Type  
 

 
 

7. Select  LQCASESIGN  
 

8. Select the Code Field  
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9. Enter the Full Name exactly as it appears in the Edit User screen.  
 

10. Continue working through the list until all Codes are completed . 
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Inactive Case Staff On Open Cases  
1. Open the Pre -Merge report using a pdf reader  

 
2. Navigate to Inactive Case Staff On Open Cases , you can search using Ctrl+F to find 

this quickly  
 

 
 
Note:  These are Users that are marked as active on  open case s, but are not enabled  
within the Security Manager.  
 

3. Ensure that these staff  members  are genuinely inactive (e .g ., have left the  practice) in 
which case no further action is required  
 
Note:  If any staff member in the list has been  replaced using the IPS utility (a staff 
name changes for instance) then these will need to be corrected  manually.  

 
Enabling an Inactive User 

1. If the staff member is incorrectly marked as Inactive navigate to Administration > 
Security > Security Manager > Inactive Users  
 

 
 

2. Select the User  
 

3. Select Edit User  
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4. Check the enabled box   
 

5. Select Ok  
 

6. Repeat these steps as required  
 

Marking Inactive at the Case level 
You may wish to mark users as inactive at the case level in situations where they have been 
moved to work from a particular case. To do so follow the instructions below.  

 

1. Search for the Case Code  
 

 
 

2. Navigate to Case > Setup > Staff  
 

 
 

8. Double -click the user  
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9. Check the Inactive box  
 

10. Select Save and Close  
 

11. Repeat these steps as required  
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Case with Incomplete Meetings  
Incomplete meetings will need to be reconstructed in IPS Cloud post migration. The only 
incomplete meetings should be those where the meeting or decision date is in the future. All 
Meetings/Decisions where the date is in the past should be appropriately co mpleted prior to 
migration.  

This can be done manually or by, using the available script which will Complete historical 
meetings, using the meeting date as the completion date. Only run this script if you consider 
the logic described is appropriate for your cases.  
 

1. Open the Pre -Merge report using a pdf reader  
 

2. Navigate to Cases with Incomplete Meetings , you can search using Ctrl+F to find this 
quickly  
 

 
 
 

Manually Completing Meetings 
1. Search for the Case Code  

 

 
 

2. Navigate to Case > Decision Procedures > Meetings > Meetings  
 

3. Select the Meeting  
 

4. Select Complete Meeting  
 

 
 

5. Select Yes  
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6. Repeat as required until all the records in the list have been addressed  
 

 

Completing Meetings using the Script 
1. Navigate to Practice > Reports > Global Practice > Reports > Onboarding  IPS Cloud 

depending on the installation location  
 

2. Select IPS Cloud Pre -Migration Complete Historical Meetings  
 

 
 

3. Select Yes  
 

 
 

4. Select Ok  
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Case with Incomplete Decisions  
There is a script available that when run will update all Incomplete Decisions on Closed 
Cases. This is recommended as it will reduce the number of outstanding items in this section.  
After running the script you should run a fresh copy of the Pre -Migration report so that you will 
be presented with any remaining items that may need attention. Only incomplete decisions 
where the decision date is on the future should be migrated to IPS Cloud.  

 

1. Open the Pre -Merge report using a pdf reader  
 

2. Navigate to Cases with Incomplete Decicions , you can search using Ctrl+F to find this 
quickly  
 

 
 

 

 

 

 

Completing Decisions using the Script 
1. Navigate to Practice > Reports > Global Practice > Reports > Onboarding  IPS Cloud 

depending on the installation location  
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2. Select IPS Cloud Pre -Migration Complete Decisions on Closed Cases  
 

 
 

3. Select Yes  
 

 
 

4. Select Ok  
 

 
 
 

Manually Completing Decisions 
1. Search for the Case Code  

 

 
 

2. Navigate to Case > Decision Procedures > By Decision Process > Decisions  
 

3. Select the Decision  
 

4. Select Complete Decision  
 

 
 

5. Select Yes  
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6. Repeat as required until all the records in the list have been addressed  
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Closed Cases with Open Diary Lines  
We recommend you use the ‘Close Case’ option in the ‘Case Diary’ screen to delete  
unwanted entries and update required entries appropriately. However, closed cases may 
have open diary lines for good reason and so this message is advisory only. The implication is 
that your IPS Cloud dashboard will be populated with notifications that do not necessarily 
require action.  

 

1. Open the Pre -Merge report using a pdf reader  
 

2. Navigate to Closed Cases with Open Diary Lines (Detail) , you can search using Ctrl+F 
to find this quickly  
 

 
 

3. Search for the Case Code  
 

 
 
Note: You may wish to confirm that the Closed on date was completed in Case Setup 
as this process will delete all Diary Lines after this date.  
 

4. Navigate to Case > Setup > View Setup Detail  
 

5. Select Appointments  
 

6. Confirm the Closed on Date  
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7. Navigate to Case > Setup > Diary  
 

8. Select Close Case  
 

 
 

9. Select Yes  
 

 
 

10. Repeat as required to clear the list  
 



 

 Turnkey Computer Technology Ltd        | COMMERCIAL IN CONFIDENCE  
29  

Distinct Missing Bank Account Names Used 
in Transactions (Open not blocked Cases)  
The Bank Account Name is a mandatory field in IPS Cloud, so any accounts which do not 
contain a name need to be corrected. If this section returns a very large volume of data, your 
onboarding lead can provide  a script that can be run to identify the cases . 
 
No further action is required if you are happy for bank accounts without names to be 
populated with the case name, this can be corrected at the point of migration. Please advise 
your onboarding  lead of your requirements.   
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Time Entry Specific Test  
Time Entry with missing Users 
This section of the report will highlight users which have likely been deleted even though they 
had time entries. It will be necessary to create a new user and assign the missing staff code.  
 

1. Open the Pre -Merge report using a pdf reader  
 

2. Navigate to Distinct Missing Bank Account Names Used in Transactions (Open not 
blocked Case s), you can search using Ctrl+F to find this quickly  
 

 
 

3. On SQL Navigate to Administration > Security > Security Manager > Users  
 

4. Select Add User  
 

 
 

5. Enter a Username  this can be the same as the Staff Code  
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6. Enter the initials  
 

7. Enter a unique email address  
 
Note: The user must remain enabled to configure the Time Setup  
 

8. Select Ok  
 

9. Select the user  
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10. Select Time Setup  
 

 
 

11. Select Unlock Staf Code  
 
Note: You should now be able to edit the fields.  
 

12. Enter the Staff Code  exactly as it appeared on the report  
 

 
 

13. Select Insert  
 

 
 

14. Select a Staff Grade  
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15. Enter the effective Date  
 
Note: Ensure this covers the period the time entry could have created.  
 

  
  

16. Select Save and Close  
 

 
 

17. Select Save and Close  
 

 
 

18. Repeat as required until all of the Missing Users have been addressed  
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Missing Staff Grades 
Missing Grades  occur when a grade which has been used on a time entry has been deleted. It 
will be necessary to recreate the Grade and the Grade Rate.  

1. Open the Pre -Merge report using a pdf reader  
 

2. Navigate to Missing Staff Grades , you can search using Ctrl+F to find this quickly  
 
 

 
 

3. On SQL Navigate to Time Recording > Setup > Grades  
 

 
 

4. Select Add  
 

5. Enter the Grade Code exactly as it appears in the report  
 

 
 

6. Enter the Description  
 
 

7. Select the SIP Column  
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8. Select Save and Close  
 
Note: These Grades will also be missing a Charge Out Rate, however the next section 
of the report will highlight what these rates should be in order to correct any time 
entries.  
 

9. Repeat these steps as required until all the Staff Grades have been recreated  
 
 

Missing Charge Out Rates 
Any missing Staff Grades will also need to have the  appropraite Charge Out Rates added, 
there may be multiplechargeout rates associated with  each Grade.  

1. Any missing Staff Grades will also need to have the  appropraite Charge Out Rates 
added, there may be multiplechargeout rates associated with  each Grade.  

2.  
 

3. Navigate to Missing  Charge Out Rates , you can search using Ctrl+F to find this quickly  
 

 
 

4. Navigate to Time Recording > Setup > Grade Rates  
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5. Select Add  
 

 
 

6. Select the Grade Code without a Charge Out Rate  
 

7. Enter the Effective Date  
 
Note : This should be on or before the date listed in the report in order to cover the 
historic use period of the rate.  
 

8. Enter the Charge Out Rate (Per Hour of Time) this must match the value in the report  
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9. Select Save and Close  
 

10. Repeat these steps as required until all the Charge Out Rates have been recreated  
 

Time with no Units 
These are  time entries which did not have a value set in units or hours, the minimum value a 
time entry can be set at is 0.1 unit.  
 

1. Open the Pre -Merge report using a pdf reader  
 

2. Navigate to Time with no Units , you can search using Ctrl+F to find this quickly  
 

 
 

3. On SQL Navigate to Time Recording > Processing > Time Entry  
 

4. Select Show All  
 

 
 

5. Select the filter icon on Time Units  
 

 
 

6. Select  0  
 



 

 Turnkey Computer Technology Ltd        | COMMERCIAL IN CONFIDENCE  
38  

 
 

7. Double -click the time entry  
 

 
 

8. Change the units to a value equal to or greater than  0.1 
 

 
 

9. Select Save and Close  
 

10. Repeat as necessary for the remaining time records without a unit value  
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Final Actions  
You have now cleansed your data in preparation for migrating to IPS Cloud, now rerun the 
report and confirm that the sections covered in the report all read ‘Ok –  No Action Required’  
 

1. In SQL Navigate to Practice > Reports > Global or Practice > Reports > Onboarding  IPS 
Cloud depending on the installation location  
 

2. Select  
 

3. In the Default Floating Charge Creditor Account enter Account Code from Chart of 
Accounts  
 

4. In the Default unsecured Creditor Account enter Account Code from Chart of 
Accounts  
 

5. Confirm the following  areas are completed:  
 
Users with no Email Address on Case Staff   

Duplicate Emails   

Case Staff with no User Record   

Missing Bond Providers   

Meetings with no Meeting Type   

Case Staff with no Nominee Type   

Missing LQCASESIGN   

Inactive Case Staff On Open Cases   

Case with Incomplete Meetings   

Cases with Incomplete Decisions   

Closed Cases with Open Diary Lines   

Distinct Missing Bank Account Names Used in Transactions (Open not 

blocked Cases)  

 

Time Entry Specific Test:  

Time Entry with missing Users   

Missing Staff Grades   

Missing Charge Out Rates   

Time with no Units   

 

 


