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Introduction to Vendor Payment Batch Wizard

The Vendor Payment Batch Wizard allows you to process credit card and ACH payments and ACH
returns with your vendor or bank. You process payments and ACH returns separately. The basic steps for
using the Vendor Payment Batch Wizard are:

e Select the transaction type (ACH debit, credit card, or paper draft).

e Apply custom filtering.

e Send transactions to the payment vendor by the Payment Vendor Gateway.
e Create payment batches that are processed in the Debtor Payments window.
e Export a report to verify transaction / accounting information.

When you process transactions using the Vendor Payment Batch Wizard, the system creates a batch for
those transactions. You process the batch in Latitude to post the transactions to the affected accounts.
For information about processing a batch to post transactions to accounts, see Process a Batch in the
Latitude documentation.

Log On to the Vendor Payment Batch Wizard
Use the Latitude Login page to log on to the Vendor Payment Batch Wizard.
To log on to the Vendor Payment Batch Wizard

1. Do one of the following:

2. Onyour desktop, click the Vendor Payment Wizard shortcut.

3. Click Start > All Programs > Latitude Software > Vendor Payment Wizard. The Latitude Login
page appears.

Latitude Login | &
g

User Name: |

Password: |

Database: |Defau|t Instance

[ Login using Windows authentication

Cancel

4. Inthe User Name box, type your Latitude user name.

5. Inthe Password box, type your Latitude password. As you type your password, periods display
instead of the typed characters.

6. Click Okay. The Welcome window appears.
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Welcome to the Latitude Vendor Payment Batch Wizard

This wizard helps you select batches of post dated Credit Card, ACH or Paper Draft transactions to process with
your vendor or bank. You can also utilize this wizard to process ACH and Paper Draft return files from your vendor
or bank.

To continue, click Next.

Nead > ] | Cancel

“

Vendor Payment Batch Wizard Help Overview

Vendor Payment Batch Wizard help provides you with information for using the Vendor Payment Batch
Wizard. You can locate and view any topic using the table of contents, index, and search features within

the help system.
To open Vendor Payment Batch Wizard help

In the "\Latitude Software\Documents" folder, double-click Vendor_Payment_Batch_Wizard.chm. The
Vendor Payment Batch Wizard Help window appears.
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Logon

Book 1 Introduction 5
Book 2

Book 3 This graphic represents the help system layout
for Latitude by Genesys products.

Lorem ipsum dolor sit amet, vix id quot
aperiam sententiae, no mea definiebas
referrentur voluptatibus. Soluta meliore eu
miei, pro alienum legendos definitionem in,
sumo essent legendos ea vix. At vim veritus
senserit adversarium, has in dignissim
conceptam, ei sit veritus accumsan. Te odio
urbanitas pri, tamguam honestatis vel ex, at
quo enim virtute.

Mei impetus saperet ea, no saperet
disputationi his. Nam diam quas appellantur
tu. Duo nonumy vituperata in, Nec ex saperet
civibus denigue, quo dolorem consetetur eu.

Tip: To adjust the width and height of the window or its panes, click the edge of the window or pane
and drag it up or down, left or right.

1. Toolbar: Allows you to hide or show the tabs and Navigation pane, move forward and backward
through topics, and print the currently displayed topic.

2. Tabs: Displays the following:

Contents: Displays the table of contents. To display a topic in the Content pane, expand a book
and then click the link.

Index: Displays the index. To display a topic in the Content pane, type a keyword or phrase in the
box (or scroll through the list) and then click the link in the list.

Search: Displays the search feature. To display a topic in the Content pane, type a keyword or
phrase in the box and then press Enter. In the search results, click the link.

Glossary: Displays a list of terms and their definitions. To display a definition, click the term.

3. Breadcrumbs: Displays your current location within the help system. When you click a
breadcrumb, the related topic displays.

4. Content toolbar: Displays an option to send feedback through an email message to Latitude by
Genesys Documentation.

5. Content pane: Displays the contents of a topic. To view the Content pane menu, right-click in
the Content pane.
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Search feature

You can use the search feature to search for topics that contain words or phrases that you specify. You
formulate a search query following a specific set of rules. You can include wildcard expressions, Boolean
operators, and nested expressions in your search query. A list of topics that match your search criteria
appear in the search results. When you click a topic title in the search results, the content of that topic
appears in the Content pane.

Search syntax
The basic rules for formulating search queries are:
e Searches are not case-sensitive, meaning you can type uppercase or lowercase characters.

e You cannot search for a single character or the following reserved words: an, and, as, at, be, but,
by, do, for, from, have, he, in, it, not, of, on, or, she, that, the, there, they, this, to, we, which,
with, you.

e The search engine ignores punctuation marks and special characters such as @#5$%"&()=+[]\.

e Enclose phrases and terms that include a period (such as a file name with an extension) in
double quotation marks.

Wildcard expressions

Wildcard expressions allow you to search for one or more characters using a question mark or asterisk.
A question mark represents a single character, while an asterisk represents one or more characters.

Search for... Example [Result

Topics with text that starts with one or
more specified characters and ends in [og or log*
any character or number of characters

Returns all topics with text that starts with the
specified characters (for example, log, logon, logging.)

Topics with text that starts with the
specified characters, has a single
character that can be anything, and
ends in the specified characters

Returns all topics with text that has any character
32757 where you placed a question (for example, 32?57
returns 32257, 32457, and 32857.)

Returns all topics with both account and status, but
account |not necessarily as a phrase or in the order specified.
status For example, the search returns topics with "the
account status..." or "the status of the account..."

Topics that contain all the words
specified, in any order or placement
within the topic

Returns all topics with account status as a phrase. For
example, the search returns topics with "the account
status..." but not "the status of the account..."

Topics that contain the specified "account
phrase status"

Boolean operators

Boolean operators (AND, OR, NOT, NEAR) allow you to create a relationship between terms. If you don't
specify an operator, the system uses AND by default.
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Search
Example Result
for...
Returns all topics with both account and status, but not necessarily as a phrase or
account AND| oo ; T
AND ctatus in the order specified. For example, the search returns topics with "the account
status..." or "the status of the account..."
account OR . . .
OR ctatus Returns all topics with either account or status, or both.
account NOT . .
NOT Returns all topics with account but not status.
status
account . S
NEAR Returns all topics where account is within eight words of status.
NEAR status

Nested expressions

Nested expressions allow you to perform complex searches. For example, queue AND ((collector OR
clerical) not supervisor) finds topics containing queue and collector but not supervisor, or containing
qgueue and clerical but not supervisor. As with mathematical expressions, the system evaluates
expressions in parentheses first. If there is no parenthesis, the system evaluates the expression from left
to right. For example, queue NOT (clerical OR supervisor) finds topics containing queue but not clerical
or supervisor. Queue NOT clerical OR supervisor finds topics containing queue but not clerical, or topics
containing supervisor.

Transaction Processing

You process transactions with your payment vendor or bank according to the type of transaction (ACH,
credit card, paper draft, ACH return). You can only process one type of transaction at a time. Once the
Vendor Payment Batch Wizard processes the transactions, the wizard assigns the transactions to a
batch. Process the batch in Latitude to post the transactions to the affected accounts. For information,
see the Latitude documentation.

Process ACH and Credit Card Transactions

Use the Vendor Batch Setup Page to select the ACH and credit card accounts to process. A payment
batch can only include one transaction type. To process different transaction types, create a separate
payment batch for each transaction type.

To process ACH and credit card transactions

1. On the Welcome page of the Vendor Payment Batch Wizard, click Next. The Operating Mode
page appears.
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Operating Mode
The Operating Mode iz selected by the type af transaction toowark, with,

— Select Operating Mode

Tranzaction Type:
ACH and Credit Cards ¥ |

¢ Back I M et > I Cancel

2. Inthe Transaction Type list box, click ACH and Credit Cards and then click Next. The Vendor
Batch Setup Page appears.

# Latitude ¥endor Payment Batch Wizard =]

Yendor Batch Setup Page
Pleaze zelect the setlement accountsz bo operate on.

— Select One or More Accountz

Settlement Account -
O trust account 1 [ACH)

O trust account 2 [ACH)

[ test [Credit Card) —
O test 2 [Credit Card)

1 tust account 1 [Credit Card) LI

[T Select Al Accounts

¢ Back I [ et I Cancel
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3. Select the check box for each account to process and then click Next. A confirmation dialog box
appears.

I Tip: To select all accounts, select the Select All Accounts check box. I

4. Click Yes. The wizard processes the transactions. If the wizard encounters exceptions, the
Payment Batch Wizard: Batch Exception window appears.

% Payment Batch Wizard: Batch EXCEPTION

Ore or more batches have Exception(z] which require uzer intervention befare they can be completed

[
Settlement Account | Batchi | Status |
B Cletest 2 Batch Latitude-2 11./07,/2013 Batch Origination has encountered an exception which must be rezolved b
B+ CC-trust account 1 Batch Latitude-3 11.207/2013 Batch Onigination has encountered an exception which must be resalved b..
CC-trust account 2 Batch Latitude-4 11072013 still processing ...

Proceed |

5. Click Proceed. The wizard attempts to correct the exceptions and continues processing. When
processing is complete, the Payment Batch Wizard: Batch Summary window appears. If the
wizard couldn't correct an exception, the wizard flags the account.

% Payment Batch Wizard: Batch Summary [ _ (3] x|

All batch operations failed!

S_ettlement Account | Batchit | Status |
&3 ACH-ust sccount 1 néa Errar creating batch: Mo transactions were found o create batch based on ...

Drane |

6. Click Done. The Process Report Page appears.

10
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Proceszs Report Page
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Successhul [5] I Success w/o Batch [0] |

Drag a column header here bo group by that column,

Batch X Surcharge Batch ¥ UID X

Token ¥ PaymentState X

Amount ¥ Surcharge X

Total X I

Batch Latitude-4 | Batch Latitude-4 110672 | 155 LatF|OugPcsIZ4E] | comp 120721 39.22 134643 1
Batch Latitude-4 | Batch Latitude-4 110672 | 156 Latd | OugPciManl | comp 152 85 477 163,62 1
Eatch Latitude-4 | Babch Latibude-4 11/0672 | 160 LatF|OugPcsQimka | comp £23.37 15.70 £39.07 1
Batch Latitude-4 | Batch Latitude-4 110652 | 149 Latd|OugPcSEOOLT | Comp 751.92 2256 FR4.43 U
Batch Latitude-4 | Babch Latitude-4 1170652 | 154 Latd|OugPcsaHmlE | comp 63174 18,95 BE0LEY u
arand Surnmaries
Sum = 3373, |Sum = 101.20 Sum = 347

[«] >

E=port Results bo Excel

< Back I Memt » I Cancel

7. Toview the results of processing the vendor batch, click each tab.

Successful: The vendor or bank processed the transactions on this tab successfully and the wizard
created a payment batch in Latitude.

Success w/o Batch: The vendor or bank processed the transactions on this tab but the wizard
didn't create a payment batch in Latitude.

8. To export the results to Microsoft Excel, do the following:

a. Click Export Results to Excel. A dialog box appears.

b. Choose the location to save the file and then, in the File name box, type a name for the file.

c. Click Save.

9. Click Next. The final page of the wizard appears.

10. Do one of the following:

e To close the wizard, click Finish.

e To process more transactions, click Start Over. The Welcome window appears.

Process Paper Draft Transactions

Use the Vendor Batch Review Page to select the type of transactions to include in the payment batch
for processing. A payment batch can only include one transaction type. To process different transaction

types, create a separate payment batch for each transaction type.

To process paper draft transactions

1. On the Welcome page of the Vendor Payment Batch Wizard, click Next. The Operating Mode

page appears.

11
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Operating Mode
The Operating Mode iz selected by the type of transaction toowork, with,

— Select Operating Mode

Tranzaction Type:
Paper-Draft j

< Back I MHext = I Cancel

2. Inthe Transaction Type list box, click Paper-Draft and then click Next. The Vendor Batch
Review Page appears.

% Latitude ¥Yendor Payment Batch Wizard M=l =

Yendor Batch Review Page
Flease review the Summary and Details tabs for your batch.,

Summary | Details'

Tranzaction Types Fast-Date Future Payments
" ACH Dehit ™ Process Future Papments
) Credit Card up until [inchuding];

" Paper Draft I'I'Ia" 7203 vl
Set Custom Filtenng | Lpply |

Tranzaction Type
Transaction Count
Future Count
Untranz Count
Tramzachion Armount

Surcharge Armaint Wiew Details

Total Amaunt Push Mest to Process this Batch:

< Back Mest > Cancel

12
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Transaction Types: Type of transaction to process.

Process Future Payments: If selected, the wizard includes post-dated future payments in the
payment batch for processing in Latitude. The wizard doesn't process these payments
automatically with the vendor when the future date occurs. To process the payments with the
vendor, run the wizard on each of the future dates in the date range you specified.

For example, on March 1, 2013, you include future payments through March 3, 2013
and run the wizard. The wizard processes payments with a post-date of March 1 with
the vendor. The wizard flags payments with a post-date of March 2 and March 3 as
pending in Latitude. On March 2, you run the wizard. The wizard processes payments
with a post-date of March 2 with the vendor. Payments for March 3 are still pending.
On March 3, you don't run the wizard. The wizard doesn't process payments for
March 3 with the vendor.

Up until (including): End date for including post-dated future payments. The date range is from
the current date and up to and including the specified date.

Transaction Type: Type of transaction to process.
Transaction Count: Number of transactions in the batch.
Future Count: Number of future payment transactions in the batch.

Untrans Count: Number of payments batched in some way other than this wizard but haven't yet
processed.

Transaction Amount: Payment amounts in the batch, excluding surcharges.
Surcharge Amount: Surcharge amounts in the batch.
Total Amount: Sum of the transaction and surcharge amounts.

In the Transaction Types box, click the type of transaction to process. The wizard updates
information in the lower section of the tab to reflect the transaction type selected.

To include post-dated future payments in the payment batch for processing, do the following:
a. Inthe Post-Date Future Payments box, select Process Future Payments.

b. Inthe date box, type or select the maximum payment date for records to include in the
batch. The wizard includes all records with a payment date that falls between (and
including) the current date and this date in the payment batch.

Note: If you don't have permissions to process post-dated payments, the Post-Date Future
Payments section does not appear.

To limit the transactions to include in the batch, do the steps to Create a Filter or Open an
Existing Filter.

To view the records included in the batch, do the steps to View Transaction Details.

To process the batch, do the steps to Process a Transaction Batch.

13
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Process ACH Returns

Use the Vendor Batch Setup Page to select the ACH and credit card accounts to process. A payment
batch can only include one transaction type. To process different transaction types, create a separate
payment batch for each transaction type.

To process ACH returns

1. On the Welcome page of the Vendor Payment Batch Wizard, click Next. The Operating Mode
page appears.

- =10] x|

Operating Mode
The Operating Mode iz selected by the type of transaction to waork, with.

— Select Operating Mode

Tranzaction Type:
ACH Retumnz j

¢ Back I Mext > I Cancel

2. Inthe Transaction Type list box, click ACH Returns and then click Next. The ACH Returns Setup
Page appears.

14
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% Latitude ¥Yendor Payment Batch Wizard =]

ACH Returns Setup Page
ACH Returns

Al ACH Returns for vendor will be scanned.

< Back I MHext = I Cancel

3. Click Next. A confirmation dialog box appears.

4. Click Yes. The wizard retrieves and processes the returns. When processing is complete, the
Process Reports Page appears.
% Latitude ¥endor Payment Batch Wizard _|Of =

Proceszs Report Page

Successhul [5] | Success w/o Batch [0] |

Drag a column header here bo group by that column,

Batch X Surcharge Batch ¥ UID % Token % PaymentState ¥ Amount X Surcharge X Total X [
Batch Latitude-4 | Batch Latitude-4 110672 | 155 Lat$|OugPcsIS46] | comp 120721 39.22 134643 1
Batch Latitude-4 | Batch Latitude-4 110672 | 156 LatF|OugPcsanl | comp 152 85 477 163,62 1
EBiabch Latitude-4 | Babch Latitude-4 11,0602 | 160 Lat¥|OugPcsdimka | comp 52337 15,70 539,07 1
Batch Latitude-4 | Batch Latitude-4 110672 | 149 Latd|OugPcSEOOLT | Comp 75192 22.56 77448 1
Batch Latitude-4 | Batch Latitude-4 110652 | 154 LatF|OugPcsaHmE | comp 63174 18,95 650,69 U

Grand Summaries

Surn = 3373, |Sum = 101.20 Surn = 3474,

[ y

E=port Results to Excel

< Back I RIS I Cancel

5. To view the results of processing the vendor batch, click each tab.

Successful: The vendor or bank processed the transactions on this tab successfully and the wizard
created a payment batch in Latitude.

Success w/o Batch: The vendor or bank processed the transactions on this tab but the wizard
didn't create a payment batch in Latitude.

15
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6. To export the results to Microsoft Excel, do the following:
a. Click Export Results to Excel. A dialog box appears.
b. Choose the location to save the file and then, in the File name box, type a name for the file.
c. Click Save.

7. Click Next. The final page of the wizard appears.

8. Do one of the following:

9. To close the wizard, click Finish.

10. To process more transactions, click Start Over. The Welcome window appears.

View Transaction Details

Use the Details tab on the Vendor Batch Review Page to view detail information for the transactions in
the payment batch.

To view transaction details
1. On the Vendor Batch Review Page, do one of the following:
2. Click the Details tab.
3. Inthe lower corner of the window, click View Details.

The Details tab appears.

16
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ol ™
itude Vendor i 1za
Latitude Vendor Payment Batch Wi [E=EENS

Vendor Batch Review Page
Please review the Summary and Details tabs for your batch.

Summary  Details |

Drag a column header hereto group by that column.

UID ¥ Deposit Date ¥ Amount ¥ Surcharge £ Total X Customer X Desk ¥ Account ID ¥ Customer
g 0729/2011 100,00 500 105.00 0000001 C1 1253 BE2314012454

& 07fz3/2011 100,00 5.00 105.00 0000001 Ci 1204 451789421215

< m b

<Back | MNed> | [ Cancel

4. To change the data grid view, see Details Data Grid.

Process a Transaction Batch

After you specify the transactions to include in the batch, you are ready to process the batch of
transactions.

To process a transaction batch

1. Onthe Summary tab on the Vendor Batch Review Page, click Next. A confirmation dialog box
appears.

2. Click Yes. The Vendor Batch Processing Page appears and shows the processing status.

17



Vendor Payment Batch Wizard Printable Help

al ™
e =
Vendor Batch Processing Page
Transactions will now be processed

Pending Processed

Cancel

When processing completes, a notification dialog box appears.

3. Click OK. The Process Report Page appears.

18
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fal ™
e N S

Process Report Page
This should be a piece of descriptive text about this page.

Successful | Failed | Success but Failed to enter a Batch | Failed Validation

Drag a column header here to group by that column.

Batch ¥ Surcharge Batch ¥ UID ¥ Deposit Date > Amount X Surcharge » Total ¥ Customer X
358 100,00 E.00 105.00

355 100.00 5.00 105.00

Grand Summaries

Sum = 200,00 |Sum = 10,00 Sum = 210,00

ol

Export Results to Excel

4. To view the results of processing the vendor batch, click each tab.

Successful: The vendor or bank processed the transactions on this tab successfully and the wizard
created a payment batch in Latitude.

Failed: The vendor or bank declined the transactions on this tab.

Success but Failed to Enter Batch: The vendor or bank processed the transactions on this tab but
the wizard didn't create a payment batch in Latitude.

Failed Validation: The vendor or bank didn't process the transactions on this tab because of an
error (for example, a negative payment amount or an unapproved payment.)

5. To export the results to Microsoft Excel, do the following:
a. Click Export Results to Excel. A dialog box appears.
b. Choose the location to save the file and then, in the File name box, type a name for the file.

c. Click Save.

19
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6. Click Next. The final page of the wizard appears.
7. Do one of the following:
9. To close the wizard, click Finish.

10. To process more transactions, click Start Over. The Welcome window appears.

Vendor Payment Batch Wizard Automation

You can use the command line to automate running the Vendor Payment Batch Wizard. You can also
save the commands to a file and use Windows Task Scheduler to schedule the wizard to run at a specific
time. Ensure that you log on to the Vendor Payment Batch Wizard with a user account that has
payments to process.

Command line arguments

Argument Comment

-dbserver <server> Name of the SQL Server.

If you are using SQL Server with Windows Integrated Security, omit

-dbuser <sqlusername> .
this argument

If you are using SQL Server with Windows Integrated Security, omit

- < >
dbpass <password this argument

-database <dbname> Name of the SQL Server database.

Numeric ID of the Latitude user who saved the query, as specified in

the Users table. You can use the following query to get the ID:
-latuserid <lat_userid_integer>

Select ID, LoginName from users where LoginName = 'loginname'

Name of the Excel file to create. The default is

-exportfile <target_file_name> TRANTYPE. yyyyMMdd._HHmmss.xls.

Folder to place the Excel file. Folder names cannot contain spaces. To
-exportfolder <target_full_path> [use a folder with spaces in the name, reference the short version
folder name.

-trantype Transaction type to process (credit card, ACH, or paper draft). Specify
<CreditCard| ACH|PaperDraft> [one option only.

Command line example
cd /d c:\collect2000

cmd /c start /wait Latitude.VendorPayment.Batchwizard.exe -dbserver sqljax01 -database
Collect2000_00x12 -latuserid 41 -exportfile ACH_20131210_103820.xls -exportfolder c:\reports -
trantype ACH

Notes:

e If you are using SQL Server with Windows Integrated Security, ensure that the user who is
logged on as the Windows Principal has the correct permissions for the Latitude database. Some

20
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programs can run automatically without a Windows Principal, causing the programs not to work
correctly when using SQL Server with Windows Integrated Security.

e The system records errors in the log file.

e Vendor Payment Batch Wizard cannot transfer the export file using email, FTP, HTTP, SFTP, or
any other means. To transmit the export file to another server, use a network client utility (for
example, email, FTP) directly.

Details Data Grid

The Details tab on the Vendor Batch Review Page contains a data grid that allows you to view the
transaction details in a table format. If there are no records to display, the wizard hides data grid titles
and column headings. If a column in the data grid contains no data, either the user or the system didn't
provide that data.

You can:
e Group the data in the data grid based on one or more column headings you select.
e Sort the data in the data grid by a single column in ascending or descending order.
e Summarize data in the data grid based on a value you specify.

e Move between pages of the data grid when the information spans more than one page.

Group Data in the Details Data Grid

You can group the data in a data grid based on one or more column headings you select. If you select
multiple column headings, the wizard groups data based on the first column heading selected. The
wizard then sorts the data within the first group, by the second column heading selected.

To group data in the Details data grid

1. On the Details tab of the Vendor Batch Review Page, drag and drop a column heading into the
space indicated.

Summary Details |

Drag a column header hereto group by that column.

UID ¥ Deposit Date ¥ Amount ¥ Surcharge ¥ Total ¥ Customer ¥ Desk ¥ AccountID ¥ Customer
5 07/23/2011 100,00 5.00 105,00 0000001 c1 1253 652314012454

& 07/25/2011 100.00 5.00 105.00 0000001 C1 1254 451789421215

2. Toview the grouped data, click the plus sign (+).

Deposit Date &

[= Deposit Date : 7/29/2011 12:00:00 AM (2 items)
UID ¥ Amount ¥ Surcharge ¥ Total ¥ Customer X Desk ¥ Account ID¥ ¥ Customer Account ID X
& 100,00 500 105.00 0000001 C1 1254 4017859421215

5 100,00 500 105.00 0000001 CL 1253 852314012454

3. To add groups within a group, drag and drop column headings.
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5.

By default, the wizard sorts the data in ascending order by the group specified. To change the
sort to descending order, click the group name. To return the sort to ascending order, click the

group name again.

To delete a grouping, click the group name and drag it back to the data grid area.

Sort Data in the Details Data Grid

You can sort the data in a data grid by a single column in ascending or descending order.

To sort data in the Details data grid

1.

On the Details tab of the Vendor Batch Review Page, click a column heading to sort the data
grid in ascending order by that column. An Up arrow appears, indicating the column is sorted in

ascending order.

Drag a column header hereto group by that column.

¥ Account IL & § Customer
1753 652314012454

¥ (ustomer X% Desk

0000001 C1i

UID ¥ Deposit Date & Amount X Surcharge % Total
5 07/23/2011 100,00 5.00 105,00

451782421215

& 07/28/2011 100.00 .00 105.00 0000001 Ci 1254

Click the column heading again to change the sort to descending order. A Down arrow appears,
indicating the column is sorted in descending order.

Drag a column header here to group by that column.

UID ¥ Deposit Date ¥ Amount % Surcharge ¥ Total % Customer X Desk ¥ Account IL ¥ § Customer
[ 07/ 2972011 100,00 E.00 105,00 0000001 C1 1254 451788421215
g 07f29/2011 100,00 500 105,00 0000001 C1 1253 BE2314012454

Summarize Data in the Details Data Grid

You can summarize data in a data grid based on options you select.

To summarize data in the Details data grid

1. On the Details tab of the Vendor Batch Review Page, click the Summarize icon E for the

22

column of data to summarize. The Select Summaries dialog box appears. The options available
vary, depending on the type of data you chose to summarize.

i ™y
Select Summaries A u

[] Average
[] Count

[] Maximum

[ Minimum
] Sum

OK
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Average: Average of the values in the column. The average is the sum of the values in the column

divided by the number of records in the column.

Count: Number of records in the column.

Maximum: Highest value in the column.

Minimum: Lowest value in the column.

Sum: Sum of the values in the column.

2. Select the options to display and then click OK. The summary information appears in the Grand

Summaries section under the column you chose to summarize.

Drag a column header here to group by that column.

UID ¥ Deposit Date 3 Amount X Surcharge ¥ Total

5

07/23/2011

100.00

5.00

105.00

¥ Customer X
0000001

Ci

Desk

¥ AccountID ¥ Customer

1253

652314012454

5

07/23/2011

100.00

500

105.00

0000001

C1

1254

451789421215

Grand Summaries

Awerzge = 5.00

Sum = 10.00

Minirmum = 5,00

Maecimum = 5,00

Count =2

Tip: If the information extends beyond the width of the summaries box, rest your mouse on an
item to see the entire contents.

3. Summarize as many columns as you want.

4. To delete a summary item, do the following:

a.

b.

Click the Summarize icon E

Move Between Pages of the Details Data Grid

In the Select Summaries dialog box, clear the check boxes and then click OK.

You can move between pages of a data grid when the number of records in the data grid exceeds the
maximum allowed to display on a single page. When the data grid exceeds the page limit, page numbers
appear at the bottom of the data grid.

To move between pages of the Details data grid

On the Details tab of the Vendor Batch Review Page, do one of the following:

1. Click a page number to display that page of the data grid.

2. Click one of the following icons:

Ilcon

Description

L]

Displays the first page of the data grid.

Displays the previous page of the data grid.

Displays the next page of the data grid.
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Icon |Description

F Displays the last page of the data grid.

Transaction Filter

Use the Conditions pane on the Transaction Selection Page to limit the transactions to include in a
payment batch. You can create a filter that is as simple or complex as you need.

Create a Filter

Use the Transaction Selection Page to create a filter to limit the transactions to include in the payment
batch.

To create a filter

1. If you aren't on the Transaction Selection Page already, on the Vendor Batch Review Page, click
Set Custom Filtering. The Transaction Selection Page appears.

. ™y
& Latitude Vendor Payment Batch Wizard Elﬂlﬂ

Transaction Selechon Page
Drag and Drop conditions to select the transactions for your batch. (You can review your results in the next step and return to this

page to modify yvour query)

= T
a Clear u ___JOpen H Save .EJ Court

-] Accourts Exclude Duplicate Records
] AM

-] Comments [[] Maximum Records  [100

(] Debt Forwarding |'!’ Conditons =l
(] Debt Purchasing

Hl

H

H|

|

:I - -
t-([] Debtor Demographics w74 w ﬁ @ Ej L:I q’] @ @
-] Dialers - - _
-] Early Stage Data Drag and drop new conditians anto this suriace ~
-] Latitude Fusion
- Legal
i Letters
|

Hl

H|

H

|

Hl

Hl

H

|

H|

---11,'_] Money Buckets

(] Patient Information

-] Payments

[ PortfolioContacts

(] Portfolios

(] Post Dates

-] Promises

-] Restrictions

---11,'_] Services_|dInfo_Bankruptcy
---[L'_-l Work Strategies

----- r Blank Literal Condition

ore O pr O ore DO e O eSO IO e OO e O e IOy IO e B O g O g O g O s O O o O O o O
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Click the plus sign (+) next to a folder to expand it.

Drag and drop a condition into the Conditions pane. A dialog box appears, which allows you to
specify the criteria. The title of the dialog box and the information displayed depends on the
condition selected. For more information, see Condition Types.

In the following example, a user dragged and dropped the Active Status condition in the
Conditions pane, causing the Active Status? dialog box to appear.

-

% Latitude Vendor Payment Batch Wizard | = | E 23 |

Transaction Selection Page
Drag and Drop conditions to select the transactions for your batch. (You can review your resulis in the next step and return to this

page to modify your guery)

ﬁ Clear U—:_JOpen HSave |£J Court

2] Accounts -
H- (] Account Age B
-] Balance

-] Branch |.?, Conditions
-] Credtt Bureau Reporting

H

H

J [ o~ -

g...u_j Customer 240 4B A= NI 2K X))
H

H

Exclude Duplicate Records

[] Maximum Records | 100

0|

- Desk
-] Queue Active Status? @ -
[ Status )
-5y Account Linked?
% Accourt Open? Does the account have an active status code?
-5y Active Status?
-y Archived?
-y Charge Off Date
%y Closed and Retun () The account has a closed status
-5y Closed Date
-y Contract Date
-5y Customer Accoun
-y’ Customer Amount
-y Customer Amount
-5 Customer Date Lasmenarge T
-y Customer Date Last Paid
¢ Delinquency Date

- %¢ Desk 2

-y File Number

- %¢ Has Credit Bureau Report?
% ID#

- D #2

-y Last Interest Date

- S¢ Link Driver

% Original Creditor s
4 | i | » i

B T B B O e O e O

@ The account has an active status

In the dialog box, specify the criteria and then click Okay. The condition appears in the
Conditions pane. In the following example, the condition indicates you want to search for
accounts with an active status.
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il ™
% Latitude Vendor Payment Batch Wizard [EER eS|

Transaction Selechon Page

Drag and Drop conditions to select the transactions for your batch. (You can review your results in the next step and return to this

page to modify your guery)

=,
A

“" | Clear

i
£
E
[#-(] Branch
E
£
E
E
E

°] Accourts
H-([ Account Age
-] Balance

]u’_j Credit Bureau Reporting
-] Customer

H- [ Desk

-] Queue

-] Status

%y Account Linked?

%7 Account Open?

%7 Archived?

- %y Charge Off Date

%y Closed and Retumed?
-y Closed Date

-5y Contract Date

% Customer Account Number

¢’ Customer Amount Last Paid
-5 Customer Date Last Charge
-5y Customer Date Last Paid
%y Delinquency Date

% Desk 2

-5 File Number

%y Has Credit Bureau Report?
% ID#I1

% D #2

- %¢ Last Interest Date
-5 Link Driver
- Original Creditor

1 | »

E] Cpen H Save
e

%y Customer Amount Last Char

@ Court

[] Exclude Duplicate Records
[] Maximum Records |100 =

|7 Conditions

X 4% REE @D

The account has an active status

To exclude duplicate records from the payment batch, click Exclude Duplicate Records.

To specify the maximum records to include in the payment batch, click Maximum Records and
then type the number or use the arrows to increase or decrease the number.

Continue setting conditions as necessary.

To save the filter so you can reuse it, do the following:

a. Click Save. The Save Query Dialog box appears.
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=

Save Query Dialog
Look In: |My Queries ﬁ Delete | %% Export To File
Mame Date Created
Accounts is Parent 12/14/2012

Query Mame:

Cancel

Ryl

il
m

b. Inthe Query Name box, type a name for the filter and then click Save.

I Note: You don't have to save the filter to apply it to the payment batch.

9. Inthe Transaction Selection Page, click Back. A message appears indicating a customer filter is

present.

Open an Existing Filter

Use the Transaction Selection Page to open an existing filter so you can apply it to the payment batch.

You can modify the filter or apply it with its current settings.

To open an existing filter

1. If you aren't on the Transaction Selection Page already, on the Vendor Batch Review Page, click

Set Custom Filtering. The Transaction Selection Page appears.
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£ ™
% Latitude Vendor Paymer_blﬂu

Transaction Selechon Page
Drag and Drop conditions to select the transactions for your batch. (You can review your results in the next step and return to this

page to modify your guery)
Z Court

]
“ | Clear 1 | |Open HSave
[] Exclude Duplicate Records

g Accourts
- AIM _ :
-] Comments Maximum Records 100 2
-] Debt Forwarding <7 Conditions =
Debt Purchasing |J

Debtor Demographics @x|ﬁ @Hﬁ |Q¢]|®®
Lrag and drap new condiions om

Dialers

Early Stage Data
Latitude Fusion
Legal
Letters

Money Buckets
atient Information

g, ot io fus suwrisce -

ortfolioContacts

P
P
P
Portfolios
P
P

(siniuiniinininiuiulninlislielin)

Restrictions

;[j Services_|dInfo_Bankruptcy
H- ] Work Strategies

----- *r Blank Literal Condttion

£
E
E
=)
23
&
=)
=)
23
&
&
=)
23
&
&
=)
23
-
&
=)
[E

<Back | Mei: | [ Cancel

2. Inthe toolbar, click Open. The Open Query Dialog appears.
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Open Query Dialog @

Look In: My Queries < x Delete *'-'; Import From File

Mame Date Created
Accounts is Parent 12/14/2012

Query Mame:

Cancel Open

Locate the filter to open, click the filter, and then click Open. The filter appears in the Conditions
pane. You can add conditions to the filter, modify the existing conditions, or return to the
Vendor Batch Review Page so the wizard applies the filter.

To add conditions, do the following:

a. Dragand drop a condition into the Conditions pane. A dialog box appears to allow you to
specify the condition criteria.

b. Inthe dialog box, specify the criteria and then click Okay. The condition appears in the
Conditions pane.

To modify a condition, do the following:

a. Double-click the condition, or right-click the condition and then click Edit. A dialog box
appears to allow you to specify the condition criteria.

b. Modify the criteria and then click Okay.
To save the changes you made to the filter, do the following:

a. Click Save. The Save Query Dialog box appears.
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Save Query Dialog @

Look In: |My Queries ﬁ Delete | %% Export To File

Mame Date Created
Accounts is Parent 12/14/2012

Query Mame:

Cancel Sa

b. Click the filter name to overwrite or, in the Query Name box, type a new name for the filter
and then click Save.

1

m

I Note: You don't have to save the filter to apply it to the payment batch. I

7. When finished, click Back. A message appears indicating a customer filter is present.

Modify a Filter
Use the Transaction Selection Page to modify an existing filter for the payment batch.
To modify a filter

1. If you aren't on the Transaction Selection Page already, on the Vendor Batch Review Page, click
Set Custom Filtering. The Transaction Selection Page appears.
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. ™y
& Latitude Vendor Payment Batch Wizard Elﬂlﬂ

Transaction Selechon Page
Drag and Drop conditions to select the transactions for your batch. (You can review your results in the next step and return to this

page to modify your guery)

@ Clear JOpen H Save I;J Court

ﬂ.g :TI‘:DUHTS Exclude Duplicate Re
-
(] Comments

(] Debt Forwarding |'!’ Condibone =l
(] Debt Purchasing

-] Debtor Demographics o7 w ﬁ g’ Ej L:I q] @ @
-] Diglers — = -
-] Early Stage Data Drag and drap new conditions anto this suriace -
-] Latitude Fusion
- Legal

)
H =
0 [F] Maximum Records | 100
H|

)

H|

H|

H|

)

H|

]---[1"_] Letters

H|

)

H|

H|

H|

)

H

H|

H|

)

---11,'_] Money Buckets

(] Patient Information

-] Payments

[ PortfolioContacts

(] Portfolios

(] Post Dates

-] Promises

-] Restrictions

---11,'_] Services_|dInfo_Bankruptcy
-] Work Strategies

----- r Blank Literal Condition

er O pro SO ore DO O eSO IO e OO e O e IOy IO g O O g O g O O O O O O s O

I

To add conditions, do the following:

a. Dragand drop a condition into the Conditions pane. A dialog box appears to allow you to
specify the condition criteria.

b. Inthe dialog box, specify the criteria and then click Okay. The condition appears in the
Conditions pane.

To modify a condition, do the following:

a. Double-click the condition, or right-click the condition and then click Edit. A dialog box
appears to allow you to specify the condition criteria. For more information, see Condition

Types.
b. Modify the criteria and then click Okay.

To exclude duplicate records from the payment batch, click Exclude Duplicate Records.
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5. To specify the maximum records to include in the payment batch, click Maximum Records and
then type the number or use the arrows to increase or decrease the number.

6. To save the filter, do the following:

a. Click Save. The Save Query Dialog box appears.

Save Query Dialog @

Look In; | My Queries w Delete | %% Export To File

Mame Date Created
Accounts is Parent 12/14/2012

Query Mame:

Cancel Save

b. Inthe Query Name box, type a name for the filter and then click Save.

I Note: You don't have to save the filter to apply it to the payment batch. I
7. When finished modifying the filter, click Back.

View a Count of Records Returned

Use the Transaction Selection Page to view the number of records the filter returns and the number of
accounts affected.

To view a count of records returned

1. Ifyou aren't on the Transaction Selection Page already, on the Vendor Batch Review Page, click
Set Custom Filtering. The Transaction Selection Page appears.
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page to modify your guery)

£ ™
% Latitude Vendor Payme_@ﬂu

Drag and Drop conditions to select the transactions for your batch. (You can review your results in the next step and return to this
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e Clear E]Open HSave

7] Accounts
-] AIM

-] Comments

@ Court

Maximum Records 100

[] Exclude Duplicate Records

]l[j Debt Forwarding

-] Debt Purchasing
Debtor Demographics
Dialers

[7 Conditions

ONGTy

Early Stage Data

Latitude Fusion

Legal

Letters

Money Buckets
atient Information

P

P
PortfolinContacts
Portfolios

P

jsiuisiuiuininiuiuliuntntis)

Promises

t- (] Restrictions

J;[j Services_ldinfo_Bankruptcy
H- ] Work Strategies

----- *r Blank Literal Condttion

[E
£
£
£
-
H-
(-
(-
-
H-
m-
(-
-
H-
H-
(-
-
-
£
£
[E

28 4R R Al
LDrag and drop new conditions oni

7 N
o s suiace -

B¢ @

[ <Back | Mei: | [ Cancel

2. Inthe toolbar, click Count. The Query Designer dialog box appears.

3. When finished viewing the information, click OK.

Clear a Filter

'l ™

@ Specified criteria returns 2 records affecting 2 individual accounts,

OK

Use the Transaction Selection Page to clear the filter applied to the payment batch. You can then create

a new one, open an existing one, or opt not to use a filter.
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To clear a filter

1. Ifyou aren't on the Transaction Selection Page already, on the Vendor Batch Review Page, click

Set Custom Filtering. The Transaction Selection Page appears.

r B
% Latitude Vendor Pwm_@lﬂu

Transaction Selection Page

page to modify your guery)

Drag and Drop conditions to select the transactions for your batch. (You can review your results in the next step and return to this

o Clear E]Open HSave

i Accounts
-] AIM

-] Comments [F] Maximum Records | 100

@ Court

Exclude Duplicate Records

-] Debt Forwarding “7 Conditions
i Debt Purchasing

Dialers

-] Debtor Demographics :@’ x | ﬁ @' | @
D new conditions o

Early Stage Data Lrag and drop new conaifrons o
Latitude Fusion
Legal
Letters
Money Buckets
atient Information

ortfolios

'ost Dates

Promises

-] Restrictions

:I[[j Services_ldinfo_Bankruptcy
H- ] Work Strategies

----- =r Blank Literal Condition

F‘
P
PortfolioContacts
P
P

H-
]..
:l..
-
H-
]..
:l..
-
H-
]..
:l..
:l..
H-

(uiuininiuininintutnlinis!

E
E
E
[E
E
E
E
[E
£
E
E
[E
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E
E
£
[E
E
E
£
[E

=%

anto this surse

Do one of the following:

To create a filter, do the steps to Create a Filter.

In the toolbar, click Clear. A confirmation dialog box appears.

Click Yes. The query designer deletes the conditions from the Conditions pane.

To open an existing filter, do the steps to Open an Existing Filter.

N oo v s~ w N

To opt not to use afilter, click Back.

Copy a Condition

Use the Transaction Selection Page to copy a condition.
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To copy a condition

1.

2.

3.

If you aren't on the Transaction Selection Page already, on the Vendor Batch Review Page, click

Set Custom Filtering. The Transaction Selection Page appears.

-

& Latitude Vendor Payment Batch Wizard

) S |

Transaction Selection Page

page to modify your guery)

= Y
a Clear u ___JOpen H Save I;J Court

- Accourts
- AIM
(] Comments

Exclude Duplicate Records

] Maximum Records  |100

Drag and Drop conditions to select the transactions for your batch. (You can review your results in the next step and return to this

(] Debt Forwarding
-] Debt Purchasing
(] Debtor Demographics

H

H

H

H

H

H

-] Dialers _ _ i
5[] Early Stage Data Drag and drop new conditions anto this surfsce
i Latitude Fusion
i Legal
- Letters
i ] Money Buckets

-] Patient Information

£ Payments

-] PortfolioContacts

i Portfolios

t-[] Post Dates

b~ Promises

-] Restrictions

i+ Services_IdInfo_Bankruptcy
H- ] Work Strategies

----- . Blank Literal Condition

or VO pr SO O e DO eSO e IOy IO e O oy O o O g B e O OO o OO o O o O o O e O Y s O

In the Conditions pane, do one of the following:

a. Right-click the condition and then click Copy.

b. Click the condition and then, in the toolbar, click the Edit icon.

The query designer copies the condition to the Clipboard.
In the Conditions pane, do one of the following:

a. Right-click in the Condition pane and then click Paste.

b. Click in the Condition pane and then, in the toolbar, click the Paste icon.
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Change the Order of the Conditions

Use the Transaction Selection Page to change the order of the conditions in the filter. The query
designer evaluates conditions in the order listed in the Conditions pane.

To change the order of the conditions

1. If you aren't on the Transaction Selection Page already, on the Vendor Batch Review Page, click
Set Custom Filtering. The Transaction Selection Page appears.

e 1
% Latitude Vendor Payment Batch Wizard L =HC ﬂ
Transaction Selection Page
Drag and Drop conditions to select the transactions for your batch. (You can review your results in the next step and return to this
page to modify your query)

M a —rjo Hs ¥ | Court
ear U_ pen ave |_J ou

- Accourts Exclude O
- AIM )
-] Comments

-] Debt Forwarding |‘.1" Conditions =l
[1"] Debt Purchasing

3]

3]

H

)

£l .
-] Debtor Demographics 7 w G @ Iﬁj “3 q] @ @
-] Dialers - - _
(] Early Stage Data Drag and drap new conditions onfo this surface -~
i~ Latitude Fusion
i ] Legal
o[ Letters
H|

)

3]

H

H

)

3]

3]

H

)

-] Money Buckets

(] Patient Information
---11,'_] Payments

(] PortfolioContacts
-] Portfolios

-] Post Dates

(] Promises

(] Restrictions

---I1,j Services_ldInfo_Bankruptcy
-] Work Strategies

----- ' Blank Literal Condition

i OO e OO re OO O s OO re O O pr OO ore DO e O eSOy IO OO e O e IOy IO g O O O B

2. Inthe Conditions pane, click the condition to move.
3. Inthe toolbar, do one of the following:
a. To move up the condition in the list, click the Up arrow.
b. To move down the condition in the list, click the Down arrow.

The query designer moves the condition in the direction specified.
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Group Conditions in a Filter

Use the Transaction Selection Page to group conditions in a filter. You can group conditions so that the
query designer evaluates the conditions together. You can also create multiple groupings so that the
query designer evaluates one group of conditions before another group.

To group conditions in a filter

1. If you aren't on the Transaction Selection Page already, on the Vendor Batch Review Page, click
Set Custom Filtering. The Transaction Selection Page appears.

r ™
% Latitude Vendor Payment Batch Wizard‘ - E@g

Transaction Selection Page
Drag and Drop conditions to select the transactions for your batch. (You can review your results in the next step and return to this

page to modify your query)

= —
| Clear H—i_JClpen HSaue

ll.q :T;o'-'”ts Exclude Duplicate Records
u.—-

-] Comments [[] Maximum Records  |100
-] Debt Forwarding |q]; Conditi - |

@ Court

-] Debt Purchasing

)

3]

H

)

:I - -
]---ll_% getl:ltor Demographics ;:f x | G @7 | @ :ﬂ | q’] | @ @
- Dialers = = _ i
J___u_'_] Early Stage Data Lrag and drop new conditions onto s swisce -
i~ Latitude Fusion
i ] Legal
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H
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3]
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H
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-] Money Buckets

(] Patient Information
---11_'_] Payments

-] PortfolioContacts
-] Portfolios

-] Post Dates

(] Promises

-] Restrictions

---ll_j Services_ldInfo_Bankruptey
-] Work Strategies

----- *r Blank Literal Condition

o OO e OO o O O s DO re O O pr OO re DO e O e Oy IO e OO e O e IOy IO O O O B

2. Inthe Conditions pane, click the conditions to group.

Tip: To select multiple sequential conditions, press and hold the Shift key and click the first and
last sequential condition. To select multiple non-sequential conditions, press and hold the Ctrl

key and click each individual condition. To select all conditions, right-click and then click Select

All.

3. Do one of the following:
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a. Right-click the condition and then click Group.
b. Click the condition and then, in the toolbar, click the Group icon.

The query designer groups the selected conditions.

Set a Condition to Required or Optional

Use the Transaction Selection Page to set a condition to required or optional using Boolean operators
(OR, AND). The query designer sets conditions to "required" by default. If a query has a single condition,
the query requires that condition and you cannot set it to optional. If a query has more than one
condition, you can set each condition that follows the first condition in the list to required or optional.

For required conditions, the results only include accounts that meet both the conditions. For example,
you can set a condition for "Account has an active status" and a condition for "ZIP Code is equal to
'32224'" and set the second condition to required. The filter results include all accounts that have an
active status and a ZIP Code of 32224. The results don't include accounts that don't meet both
conditions.

For optional conditions, the results include accounts that meet one or more of the conditions. For
example, you can set a condition for "Account has an active status" and a condition for "ZIP Code is
equal to '32224'," and set the second condition to optional. The filter results include all accounts that
have either an active status or a ZIP Code of 32224, or an active status and a ZIP Code of 32224.

To set a condition to required or optional

1. If you aren't on the Transaction Selection Page already, on the Vendor Batch Review Page, click
Set Custom Filtering. The Transaction Selection Page appears.
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2. To set the condition to required, do one of the following:
a. Right-click the condition and then click Set Condition Required.
b. Click the condition and then, in the toolbar, click the Required icon.
The condition changes from "or" to "and."
3. To set the condition to optional, do one of the following:
a. Right-click the condition and then click Set Condition Optional.
b. Click the condition and then, in the toolbar, click the Optional icon.

The condition changes from "and" to "or."

Delete a Condition From a Filter
Use the Transaction Selection Page to delete a condition from a filter.

To delete a condition from a filter
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1.

If you aren't on the Transaction Selection Page already, on the Vendor Batch Review Page, click
Set Custom Filtering. The Transaction Selection Page appears.
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2. Inthe Conditions pane, click the condition to delete.
3. Do one of the following:

a. Right-click the condition and then click Delete.

b. Click the condition and then, in the toolbar, click the Delete icon.

The query designer deletes the selected condition from the Conditions pane.

Condition Types

There are several different condition types available to you when you filter payment batches, depending

on the type of data you are filtering.
The following condition types are possible:

e Dates
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Date conditions allow you to filter accounts based on a date or range of dates. When you select a date
condition, a dialog box displays to allow you to specify the date criteria. You can specify a specific date,
date range, any date or blank date, or relative date. The information displayed in the dialog box depends

on the value you select in the Value is list box, and whether you select the Relative check box.

Specific date

In the following example, accounts where the Closed Date is 01/01/2012 are a match.

Closed Date

=

WValueis |E|:|uaIT|:-

Cancel

| 7 Relative | 1/ 12012

=}

Okay

where the date does not match the date
specified.

Value is Description Example
Equal To Display accounts in the search results Closed Date is 01/01/2012.
where the date matches the date
specified.
Not Equal To |Display accounts in the search results Closed Date is any date except 01/01/2012.

Later Than or

Display accounts in the search results

Closed Date is 01/01/2012 or any date after

where the date comes before the date

specified.

Equal To where the date matches or comes after the/01/01/2012.
date specified.
Earlier Than |Display accounts in the search results Closed Date is 01/01/2012 or any date before
or Equal To where the date matches or comes before [01/01/2012.
the date specified.
Later Than [Display accounts in the search results Closed Date is after 01/01/2012, but not on
where the date comes after the date 01/01/2012.
specified.
Earlier Than [Display accounts in the search results Closed Date is before 01/01/2012, but not on

01/01/2012.

To indicate a specific date

1.

In the Value is list box, click an operator.

2. Clear the Relative check box.

3.

In the Date list box, click a date.
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4. Click Okay.
Date range

In the following example, accounts where the Closed Date falls on or between 01/01/2012 and
02/01/2012 are a match.

Closed Date @
Value is |Eiet'.-\'een j [ Relative | 1/ 1/2012 j
and
[ Relative [ 2/ 12012 ~|
Cancel Okay
Value is Description Example

Between Display accounts in the search results where [Closed Date falls on or between 01/01/2012
the date falls between the two dates and 02/01/2012.
specified.

Not Between|Display accounts in the search results where [Closed Date comes before 01/01/2012 or
the date does not fall between the two dates fafter 02/01/2012, but not on either of those
specified. dates.

To indicate a date range
1. Inthe Value is list box, click an operator.
2. Clear the Relative check box.
3. Inthe Date list box, click a beginning date.
4. Clear the Relative check box.
5. Inthe Date list box, click an ending date.
6. Click Okay.

Any date or blank date

In the following example, accounts where the Closed Date is blank (doesn't contain a value) are a match.

Closed Date @

valueis  |[ENET-N ~

Cancel Dkay

Value is Description Example
No Value Display accounts in the search results where the dateis  [Closed Date is blank.
blank.
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Value is Description Example
Any Value Display accounts in the search results where the dateis  |Closed Date is blank or has
any date or blank. any date.

To indicate any date or a blank date
1. Inthe Value is list box, click an operator.
2. Click Okay.

Relative date

In the following example, accounts where the Closed Date is two days ago from the current date are a
match. So, if the current date is 10/25/2012, accounts where the Closed Date is 10/23/2012 are a
match.

Closed Date @

Value is |E|:||_|aIT|:| ﬂ ¥ Relative | 2 ::”days ﬂ|agu ﬂ
Cancel Dkay

Value is:

e Equal To - Date matches the relative date.
¢ Not Equal To - Date does not match the relative date.
e Later Than or Equal To - Date matches or comes after the relative date.
e Earlier Than or Equal To - Date matches or comes before the relative date.
e Later Than - Date comes after the relative date.
e Earlier Than - Date comes before the relative date.
Time Period:
e Days - Date is relative to the number of days.
e Months - Date is relative to the number of months.
e Years - Date is relative to the number of years.
Distance:
e Ago - Date is relative to the number of days, months, or years in the past.
e From Now - Date is relative to the number of days, months, or years in the future.
To indicate a relative date
1. Inthe Value is list box, click an operator.
2. Select the Relative check box.

3. Inthe Number box, type a number or use the arrows to increase or decrease the value.
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4. Inthe Time Period list box, click a time period.

5. In the Distance list box, click a distance.

Single option

Certain conditions allow you to select a single option only. For example, the Account Linked? condition
allows you to select one of four options. In the following example, accounts that are the parent link to
other accounts are a match.

Account Linked? @

Is this account linked to other accounts?

{* Account is the parent link with other accounts

(" Account is a child link with other accounts

m

(" Account is not linked to other accounts

(" Account has notbeen tested for links

Cancel Ckay
4

To select a single option

Click an option and then click Okay.

Multiple options

Certain conditions allow you to select multiple options. For example, the Customer condition allows you
to select one or more customers.

Customer @

(+ alueis one of the following:

" Value is not one of the following:

| Filter

customer | Mame AlphaCode -
D 0000000 DEFAULT CUSTOMER.

D 0000001 CUSTOMER OME

D 0000002 CUSTOMER TWO

D 0000003 POD CUSTOMER

D 0000004 CUSTOMER THREE

D 0000005 DIALER TEST CUSTOMER.
D 000000s CUSTOMER FOUR

D 0000007 FIRST CUSTOMER -

m

Cancel Okay
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To select multiple options

Select one or more check boxes and then click Okay.
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