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Introduction to Portfolio Manager

Latitude by Genesys designed Portfolio Manager to meet the specific and often complex business needs
of the debt buyer. Portfolio Manager allows debt buyers to manage the entire debt purchase and sales
cycles, including:

e Track and manage multiple buyers, sellers, and investment groups.
e Manage putback, buyback, and media processes.

e Create sample portfolios and convert them to sold portfolios.

e Conduct profitability and ROI tracking.

e Perform portfolio due diligence.

Portfolio Manager allows you to link sellers, investor groups, and buyer entities to specific debt
portfolios. The system captures all portfolio transactions, including credits (for example, payments
applied) and debits (for example, ordering media from the originator) — allowing you to track and
report all information. You can attach media requests, buyback recourse files, and other documents to
any entity (buyer, seller, investor, or portfolio), and create ledger entries to track expenses and update
account information.

You can group, sort, and perform calculations on portfolios, accounts, and ledger entries. The account
selection tool can filter portfolios based on a set of definable attributes, all within an intuitive drag-and-
drop GUl interface.

Standard reports available in Portfolio Manager allow you to reconcile accounting information, view
account history, view transactions, and review agency placements, batch history, and portfolio
performance. You can export portfolio sales samples and submit them to a potential buyer. The system
masks important attributes when creating the export file, such as the original account numbers and
debtor SSNs. Upon consummation of the contract, you can revise and convert the samples into sold
portfolios.



Log on to Portfolio Manager
Use the Latitude Logon dialog box to log on to Portfolio Manager.
To log on to Portfolio Manager
1. Do one of the following:
e Onyour desktop, click the shortcut to Portfolio Manager.
e Click Start > All Programs > Interactive Intelligence > Interaction Collector > Portfolio Manager

The Latitude Logon dialog box appears.

# Latitude Login

User Name; ||

Password: |

Database: |Default Instance

[T Login using Windows authentication

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

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

Note: Premises-based clients can use Windows authentication to bind Latitude users to their
Windows identity to permit logging on to Latitude automatically. Windows authentication is not
available for hosted clients. To log on using Windows authentication, select the Log in using
Windows authentication check box and provide your Windows user name and password.

4. Click Okay. The Portfolio Manager window appears.
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Server: localhost Usemname: GSadmin Database: collect2000




Overview of Portfolio Manager Window
Use the Portfolio Manager window to manage buyers, sellers, investors, purchases, sales, and samples.
1. Menu bar: Displays available menu options and commands for the window.

2. Navigation pane: Displays the navigation for the window. To display information, click a
category (for example, Buyers), expand one or more nodes, and then click an item.

3. Toolbar: Displays options for maintaining information.

4. Information pane: Display tabs of information for the item selected in the Navigation pane. If
more tabs are available, the right-pointing arrow next to the last visible tab is bold. To view the
hidden tabs, click the arrow.



Help Overview

Portfolio Manager help provides you with information for using Portfolio Manager. Click the Help option
in the menu bar to open Portfolio Manager help. Use the table of contents, index, and search features to
locate and view a topic.

To open help

In menu bar, click Help and then click Help on Portfolio Manager. The Portfolio Manager Help window
appears.

:’2 Help Systern —_ ] 4
0 e = &
Hde Back Forward Prit
wﬂiilw |&a-|:h| 2 3 Home | Help Syitem A
LY Help System S - .
(7] What's New 3 GENESYS 4 Dliack

Logon

Book 1 Introduction 5

Book 2

Book 3 This graphic represents the help system layout

for Latitude by Genesys products.

Lorem ipsum delor sit amet, vix id quot
aperiam sententiae, no mea definiebas
referrentur voluptatibus. Soluta meliore eu
mei, pro alienum legendos definitionem in,
sumo essent legendos ea vix. At vim veritus
senserit adversarium, has in dignissim
ED"IL'EF}[-EITI. 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.



Help Overview

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.

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 @#$%"&()=+[]\.

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 mark (for example,
327?57 returns 32257, 32457, and 32857).

Topics that contain all the words ccount : ;
specified, in any order or placement atus Returns all topics with both account and status, but

within the topic not necessarily as a phrase or in the order specified.
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For example, the search returns topics with "the
account status..." or "the status of the account..."

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.

Search

E | Result
for... xample esu

Returns all topics with both account and status, but not necessarily as a phrase or
account AND|. i . Lo
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

NEAR Returns all topics where account is within eight words of status.
NEAR status P &

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
gueue 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.
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System Configuration

You can configure system codes and settings to customize Portfolio Manager according to your
organization's preferences.

Configure General System Options

Use the General tab on the Options window to specify general system settings. Consult with Latitude by
Genesys Support before modifying these settings.

To configure general system options

1. Inthe menu bar, click Tools > Options.

G:ncul|lrd:e| Types, Recourse | Madia | Portfolio Groups | Note Codes| Paper Types | Mamberships -
Email Server —
Email Server | Test Email
From Address

Administrator Email

Report Conflguration
Report Server ihm:fﬂn:alhnimwm&w

DB Reparts Starting Foldes /
Invaicas
Excal Template | Selnct » Saved Excel Temelste. 3

oK B Cancel o Apply

Email Server: Address of the email server (for example, mail.companyname.com).

From Address: Email address to display as the sender.

Administrator Email: Administrator's email address.

Test Email: If you modify the email settings, click this option to verify that the settings are correct.

Report Server: Address of the report server.
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DB Reports Starting Folder: Path to the report storage location.

Excel Template: Template to use when creating invoices. Templates you imported using the Excel
Template Manager tool appear in this list box.

2. Complete the information and then click OK.
Ledger Types

Ledger Types

Ledger types create debits and credits in Portfolio Manager. Portfolio Manager releases with several
system-defined ledger types. You can add and delete custom ledger types. You cannot add or delete
system-defined ledger types. You specify ledger types when maintaining ledger items.

Add a Ledger Type

Use the New Ledger Type dialog box to add a custom ledger type.

To add a ledger type

1. Inthe menu bar, click Tools > Options.

2. Click the Ledger Types tab.

owes _mmw wwm . w

Ledger Typmi| Recourse| Media| Portfolio Groups | Note Codes| Paper Types | Memberships -
Delete
Credit Group Type Debil Growp Type Syl
Agency Fed Daiier Inwaabors Trus
Blnlr.rum """" 1 [rvestors Selars [ Trus 1
Bankrupicy Buy Back Berpers Tremsiors Trus
Bury Back Buryars [rem— Trus s
Clent Risrjusest T trvestors Seders Truse
Chant Faqusst Buy Back Buyes fRe— [ True
Cradt Buresu Eaport | Moot Auscwigreme] Ineesbors Trise
Cac eased lmvesions Saders T
Deceasad Buy Back 1 Buyers Imvasiors Trus
Paputs Mk Agcpigrenc] Mot Assigned Tries
Fraud Irvestons ] Trus
Frausd Bury Back | Bapars Teeesiers Trie '
[ntisl Purchare Calers Invectors Trus
Legal Costs Moot Sex:sagnemdd Inmvesices Truss
Mada esters frm— Troe
Medda ARer Sale [Amtors Buysi T
Drcler Mada: AMdas Sl Ireasioes Trise
Order Madha: Applcalions | Selers Tnvestors | True '
Orcder Madar Other Callpry: Investors Trus
Order Meda: Shstaments Cellers Investors True
Oher 1 M aragement | tnvestors | True =
B oK 3E Cancel  oF Apply




Name: Name of the ledger type.

System Configuration

Credit Group Type: Group to receive a credit for this transaction type. For example, media
requests for portfolios held do not incur a credit for any party; however, a buyback ledger type

offers credit to the investor.

Debit Group Type: Group to receive a debit for this transaction type. For example, media
requests for portfolios held incur a debit for the investor.

System: Indicates "True" for system-defined ledger types and "False" for custom ledger types.

3. Inthe toolbar, click Add.

Mew Ledger Type

=

Hame |

Debit Group Type
Credit Group Type

|
~]

of OK ||”:ancd |

4. Complete the information and then click OK.

Delete a Ledger Type

Use the Ledger Types tab on the Options window to delete a custom ledger type.

To delete a ledger type
1. Inthe menu bar, click Tools > Options.

2. Click the Ledger Types tab.
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Geners! fLedger Typms| Recourse | Media | Portfolio Groups | Note Codes | Paper Types | Memberships -
Cradit Burssu Report T et A nignemd Irvvesioes [Tron
Doac eased trvesiors Saders Trus
Deceasad Buy Back 1 Buyers Imvastors [ True
Dupute Mk Ag-pingreac] Mot Assigned Trse
Fraud [rvaitors Saber i Tris
Fraud Buy Back [ epars Imvestors | True '
[nfial Purchace Calers Investors Truse
o [T e T e
Legal Costs Mot Segemeagnemed Inmvesiors Trus
Mada [ sters frm—— [True
Medda Afer Sale [rvmstors Buyss True
Drcler Mada: AMdas Sl Ireasioes Tries
Ordler Madha: Applcalions | Selers Tnvestors | True '
Crder Madar Othaer Callars: Inrvestors Trus
Order Meda: Ststaments Cellers Investors True
Oher 1 Marisgsment | tnvestors | Trus =
o 0K B Cancel of Apply

3. Inthe data grid, click the row to delete and then, in the toolbar, click Delete.

System-defined Ledger Types

The following table lists the system-defined ledger types that release with Portfolio Manager.

Name Description Credit Group [Debit Group
Type Type
Agency Fee |Fee an outside agency receives when your Debtor Investors

organization processes payments using the AIM
program. The system credits Fee amounts to the
debtor's balance and deducts them from investor
profits.

Bankruptcy [Putback for accounts returned to the seller because [Investors Sellers
of debtor bankruptcy.

Bankruptcy [Buyback for accounts the buyer returns because of [Buyers Investors
Buyback debtor bankruptcy.
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Buyback Buyback for accounts the buyer returns. Buyers Investors
Client Putback for accounts returned to the seller upon Investors Sellers
Request request.
Client Buyback for accounts the buyer returns upon Buyers Investors
Request request.
Buyback
Credit Bureau|Cost for obtaining a credit bureau report for the N/A Investors
Report account.
Deceased Putback for deceased debtor accounts returned to |Investors Sellers
the seller.
Deceased Buyback for deceased debtor accounts the buyer  |Buyers Investors
Buyback returns.
Dispute Account is in dispute. N/A N/A
Fraud Putback for accounts returned to the seller because |Investors Sellers
of fraud.
Fraud IAccounts the buyer returned because of fraud. Buyers Investors
Buyback
Initial Initial purchase amount. The calculation is the Sellers Investors
Purchase portfolio purchase rate times the total dollar
amount of the accounts included (total balance).
Investor Investor monies. N/A N/A
Deposit
Purchase Commission earned on the purchase when the N/A Investors
Commission [contract terms specify a commission rate. The
calculation is the purchase commission rate times
the purchase amount.
Legal Costs |[Monies expended because of legal action required |N/A Investors
on the account.
Media Cost for requesting supporting documentation from (Sellers Investors

the seller.
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Media After |[Cost for forwarding supporting documentationto  [Investors Buyers
Sale the buyer.
Order Media: [Cost for requesting supporting affidavit copies from (Sellers Investors
Affidavits the seller.
Order Media: |Cost for requesting supporting debt application Sellers Investors
Applications |copies from the seller.
Order Media: |Cost for requesting other supporting media copies [Sellers Investors
Other from the seller.
Other Miscellaneous expenses charged to your portfolio |Management [Investors

investors.
Paid Prior Putback for accounts returned to the seller because |Investors Sellers

of a prior payment on the account.
Paid Prior Account that the buyer returned because of a prior [Buyers Investors
Buyback payment on the account.

Payment Payment received when your organization Buyers Investors
After Sale processes a payment in Latitude for accounts in
a sold portfolio. This amount is in addition to the
"Received Payment" amount.

Payment Commission earned for a payment that your Management [Investors
Commission |organization processed in Latitude for accounts

from a purchased portfolio. The commission is

based on the rate specified in the contract terms.

The system reduces the payment commissions

withheld from accounts forwarded using AIM by the

percentage that the forwarded agency withheld.
Purchase Commission earned on the portfolio purchase based[Management |Investors
Commission |on the rate specified in the contract terms. The

calculation is the purchase commission rate times

the purchase amount.
Putback Account returned to the seller. Investors Sellers
Received Payment received when your organization Investors Debtor
Payment processes a payment in Latitude or AIM for

accounts from a purchased portfolio
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account.

Received Payment reversal received when your organization |Debtor Investors
Reversal processes a reversal in Latitude or AIM for accounts

from a purchased portfolio.
Recourse Account returned to the seller. Investors Sellers
Reversal After[Payment reversal received when your organization [Investors Buyers
Sale processes a reversal in Latitude or AIM for accounts

from a sold portfolio.
Reversal Commission reversal received when your Investors Management
Commission |organization processes a reversal in Latitude for

accounts from a purchased portfolio.

The system reverses the commission when the

contract terms specify a payment commission and

your organization charged the investor a

commission on the payment.
Sale Commission earned on the portfolio sale based on [Management |Investors
Commission [the rate specified in the contract terms. The

calculation is the sales commission rate times the

total account balance dollar amount.
Sales Sales amount. The calculation is the sales rate times Investors Buyers

the total account balance dollar amount.
Skip Trace Cost for obtaining skip trace information for the N/A Investors

Configure Recourse Options

Use the Recourse tab on the Options window to specify how Portfolio Manager processes pending,

approved, requested, and denied recourses for putbacks and buybacks.

To configure recourse options

1. Inthe
2. Clickt

menu bar, click Tools > Options.

he Recourse tab.
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Options

B

Seneral | Ledger Types|i

= Allaw madificatian af Recourse Type from Buyer (Defsult = Buy Back and this will allow the user ta
choose Bankruptey, Deceased, Client Request, ete)

r &llaw madificatian of Recourse Type to Seller (Default = Puthack and this will allow the user to
choose Bankruptoy, Deceased, Cliest Reguest, ete)

Putbacks | BuyBacks | -
Actians Ta Teke Upon Creation Of Pending Puthack Actions Ta Teke Upon Reguesting Puthack
T MavetoDesk | Select a Desk.. - [T MavetoDesk | Select a Desk.. -
[~ Change Status = GSelect » Status._. [=] | changeststus  Select s Status_. -
T Moveto Qlevel Select & Qlevel_. ; I Moveto Qlevel  Select & Qlevel_. L
Actions To Take Upon Appraval OF Putback Actions Ta Take Upan Denial OF Petback
™ MovetoDesk | Sslect s Desk... = ™ MovetoDesk | Sslect s Desk... |-
[™ Change Status | Selact & Status... |[=] | [ ChangeStatus = Select 2 Status... |-
T ™Moveto Qlevel | Select & Qlevel_. - M Moveto Qlevel | Select 8 Qlevel . -

| JE Cancel W Apply

Allow modification of Recourse Type from Buyer: If selected, allows you to specify a buyback
ledger type. If cleared, the default buyback ledger type applies to all buyer recourse entries.

Allow modification of Recourse Type to Seller: If selected, allows you to specify a putback ledger
type. If cleared, the default putback ledger type applies to all seller recourse entries.

Move to Desk: If selected, specify the desk to assign to the accounts when the corresponding
action occurs.

Change Status: If selected, specify the status to assign to the accounts when the corresponding
action occurs.

Move to Qlevel: If selected, specify the queue level to assign to the accounts when the
corresponding action occurs.

3. On the Putbacks tab, complete the information and then click the BuyBacks tab.

4. On the BuyBacks tab, complete the information and then click OK.

Configure Media Options

Use the Media tab on the Options window to specify how Portfolio Manager processes pending,
received, and requested media from the seller and to the buyer. Media consists of paper and electronic
documents that support the debt (for example, original application, payment history, signed contract).
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To configure media options

1.
2.

In the menu bar, click Tools > Options.

Click the Media tab.

SR — . S

- e - -
ceseral | Ledger Types  Retduse ;|H¢drh| Portfalio Groups | Nole Codes| Paper Tywpes | Memberships -
il

[T Always insert Correspanding Medis Entry Uipan Entering Media After Sale Entry

. Media | Media After Ssle | -
Actions To Take Upon Creation OF Pending Media Actions To Teke Upon Requesting Media I
'E"'t‘:ﬂ" toDesk | Select s Desk. Tl [T MovetoDesk  Select a Desk... F |
[ Chamge Status | Select & Status... ﬂ [T Change Status  select o Ratus... |:

[T Move to Qlevel | Selec a Qlevel... u- | I Moveto Qlevel  Salacr a Qlevel... [-
Adtions To Take Upon Receipt OF Media Actions To Take Upon Media Not Available

[ MovetoDesk | Selees s Deak.. El [T MovetoDesk  Sslaet 5 Desk... E
[~ Chemge Status | Saimct & Status... =| | [ ChangeRatus  Select » Status... [=]
[~ Moweto Qlevel | Select a Qlevel... w| |7 Moveto Qlevel Select a Qlevel... [=]

= oK B Cancel W ooy

Always Insert Corresponding Media Entry Upon Entering Media After Sale Entry: If selected,
inserts a corresponding media ledger type entry when entering a "media after sale" ledger type
entry.

Move to Desk: If selected, specify the desk to assign to the accounts when the corresponding
action occurs.

Change Status: If selected, specify the status to assign to the accounts when the corresponding
action occurs.

Move to Qlevel: If selected, specify the queue level to assign to the accounts when the
corresponding action occurs.

3. On the Media tab, complete the information and then click the Media After Sale tab.

4. On the Media After Sale tab, complete the information and then click OK.

Portfolio Groups
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Portfolio Groups

Use the Portfolio Groups tab to maintain portfolio groups and their components.

Add a Component to a Portfolio Group
Use the Portfolio Groups tab on the Options window to add a component to a portfolio group.
To add a component to a portfolio group

1. Inthe menu bar, click Tools > Options.

2. Click the Portfolio Groups tab.

General | Ledger Types | *'-l:t:-u‘:ri !"Ir:liﬂl Paortfolio Groups | Note Codes | Paper Types Memberships -
= i Partfalio Groups | = H;:Fulg?l!l!gﬁ.!
@ component 1 | fi New Purchase

8l component 2

= oK A Cancel o Apply

3. Right-click a portfolio group and then click Add > Add Component.

4. Inthe box, type over the default text with the component name and then press Enter.

Rename a Component in a Portfolio Group
Use the Portfolio Groups tab on the Options window to rename a component in a portfolio group.
To rename a component in a portfolio group

1. Inthe menu bar, click Tools > Options.
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2. Click the Portfolio Groups tab.

General | Ledger TvnﬂlREtn-u":ﬂ H-EdiaEPnrﬂ'nEu Eml.pslhlu-te Codes | Paper Types Memberships -
E [ Porticlic Groups E fgg Purchases] 5
[@ component 1 | i New Purchase {

‘@ Compaonant 2

oK B Cancel o Apply

3. Right-click a component and then click Rename Component.

4. Inthe box, type over the existing name with the new name and then press Enter.

Delete a Component From a Portfolio Group
Use the Portfolio Groups tab on the Options window to delete a component from a portfolio group.
To delete a component from a portfolio group

1. Inthe menu bar, click Tools > Options.

2. Click the Portfolio Groups tab.
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General | Ledger T-rpuiiet:ru':zi -"'I!:Iiaanrﬂ'nEu Groups | Mote Codes | Paper Types | Memberships -
E [ Fortfolio Grous E gl Purchases!

[@ companent 1 g New Purchase

@ Compaonent 2

H oK B Cancel o Apply

3. Right-click a component and then click Delete Component.

4. In the confirmation dialog box, click Yes.
Note Codes

Note Codes
Use the Note Codes tab to maintain action and result codes. Action codes indicate the action on an
account, while result codes indicate what happened as a result of the action. These codes apply to
account notes.
Add a Note Code
Use the Note Codes tab on the Options window to add an action or result code.
To add a note code
1. Inthe menu bar, click Tools > Options.

2. Click the Note Codes tab.
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System Configuration

NAME DESCRIPTEON

New Adtion Code

NAME DESCRIPTION

oK 2 Cancel

W Apply

3. Do one of the following:
e To add an action code, click New Action Code.
e To add a result code, click New Result Code.

4. Type a name and description for the code and then click OK.

Modify a Note Code
Use the Note Codes tab on the Options window to modify an action or result code.
To modify a note code

1. Inthe menu bar, click Tools > Options.

2. Click the Note Codes tab.
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General | Ledger Types | Recourse | Media | Portfolio Groups [Mobe Codes| Paper Typas | Mamberships

NAME DESCRIPTEON

MAME DESCRIPTION

o MK Cancel W Apply

3. Inthe Action Code or Result Code data grid, type over the note name and description and then
click OK.

Delete a Note Code

Use the Note Codes tab on the Options window to delete an action or result code.

To delete a note code

21
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General | Ledgar Types | Recourse | Media | Portfolio Groups |fote Codesl| Paper Typss | Memberships

NAME DESCRIPTEON

New Adtion Code

NAME DESCRIPTION

S MK Cancel W Apply

3. Inthe Action Code or Result Code data grid, click the row for the note code to delete and then
press the Delete key.

4. In the confirmation dialog box, click Yes.
Paper Types

Paper Types

Use the Paper Types tab to maintain paper types (for example, student loans, credit cards).

Add a Paper Type
Use the Paper Types tab on the Options window to add a paper type.
To add a paper type

1. Inthe menu bar, click Tools > Options.

2. Click the Paper Types tab.
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Mew Pager Type

H oK MK Cancel o Apply

3. Click New Paper Type.

4. Type a name and description for the paper type and then click OK.

Modify a Paper Type
Use the Paper Types tab on the Options window to modify a paper type.
To modify a paper type

1. Inthe menu bar, click Tools > Options.

2. Click the Paper Types tab.
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e TS @&

General Ledger Types Recourse | Media| Portfolio Gmm|NnT=C¢deil|m_Tm Memberships -

NAME DESCRIPFTION

Mew Pager Type

H oK MK Cancel o Apply

3. Inthe data grid, type over the note name and description and then click OK.

Delete a Paper Type
Use the Paper Types tab on the Options window to delete a paper type.
To delete a paper type

1. Inthe menu bar, click Tools > Options.

2. Click the Paper Types tab.
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Mew Pager Type

H oK MK Cancel o Apply

3. Inthe data grid, click the row for the paper type to delete and then press the Delete key.

4. In the confirmation dialog box, click Yes.
Memberships

Memberships
Use the Memberships tab to maintain organizations in which buyer, seller, and investor have
memberships.
Add a Membership
Use the Memberships tab on the Options window to add a membership.
To add a membership
1. Inthe menu bar, click Tools > Options.

2. Click the Memberships tab.
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opeer: . |

= o= M Cancal o Apply

3. Click New Membership.

4. Type a name and description for the membership and then click OK.

Modify a Membership
Use the Memberships tab on the Options window to modify a membership.
To modify a membership

1. Inthe menu bar, click Tools > Options.

2. Click the Memberships tab.
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opeer: . |

= o= M Cancal o Apply

3. Inthe data grid, type over the membership name and description and then click OK.

Delete a Membership
Use the Memberships tab on the Options window to delete a membership.
To delete a membership

1. Inthe menu bar, click Tools > Options.

2. Click the Memberships tab.
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3. Inthe data grid, click the row for the membership to delete and then press the Delete key.

4. In the confirmation dialog box, click Yes.
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Portfolio Management

Use the Navigation Explorer pane to manage buyers, sellers, investors, purchases, sales, and samples.

Buyers

The [Buyer Name] pane contains several tabs that allow you to maintain buyer information, and view
the sold portfolios linked to the buyer. Use the tabs to do the following:

Maintain Demographic Information

Maintain Miscellaneous Extra Data

Maintain Contacts

View a List of Portfolios

Maintain Attachments

Maintain Import File Configurations

Maintain Export File Configurations

Maintain Notes

Investors

The [Investor Name] pane contains several tabs that allow you to maintain investor information, and
view a pie chart of the investor's portfolios. Use the tabs to do the following:

Sellers

Maintain Demographic Information

Maintain Miscellaneous Extra Data

Maintain Contacts

View a Pie Chart of Portfolios

Maintain Attachments

Maintain Notes

The [Seller Name] pane contains several tabs that allow you to maintain seller information, and view the

purchased portfolios linked to the seller. Use the tabs to do the following:

Maintain Demographic Information

Maintain Miscellaneous Extra Data

Maintain Contacts

View a List of Portfolios

Maintain Attachments
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Maintain Import File Configurations

Maintain Export File Configurations

Maintain Notes

Purchases

Portfolio Management

The [Purchase Name] pane contains several tabs that allow you to maintain information for purchased
portfolios. Use the tabs to do the following:

Sales

Maintain a Purchased Portfolio

Modify Contract Terms

View Performance and ROI

Maintain Ledger Items

Select Accounts

Maintain Attachments

Maintain Notes

Maintain Miscellaneous Extra Data

Stratitude

The [Sale Name] pane contains several tabs that allow you to maintain information for sold portfolios.
Use the tabs to do the following:

Maintain a Sold Portfolio

Modify Contract Terms

Select Accounts

Maintain Attachments

Maintain Notes

Maintain Miscellaneous Extra Data

Stratitude

Samples

The [Sample Name] pane contains several tabs that allow you to maintain information for sample
portfolios, and convert the samples to sold portfolios. Use the tabs to do the following:

Maintain a Sample Portfolio

Modify Contract Terms

Select Accounts
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e Maintain Attachments

e Maintain Notes

e Maintain Miscellaneous Extra Data

e Stratitude
Folders

Folders

Portfolio Manager uses folders in several areas to organize information. For example, you can create a
folder for a company and add that company's buyer contacts to the folder. Folders are available for the
following:

e Buyers
e Sellers

e Investors

e Purchases

e Sales
e Samples

e Portfolio Groups

Add a Folder

Certain places within Portfolio Manager (such as the Navigation Explorer pane) allow you to add a
folder to organize information.

To add a folder
1. Do one of the following:
¢ In the Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
e Inthe menu bar, click Tools > Options and then click the Portfolio Groups tab.
2. Right-click a group or folder and then click Add > Add Folder.

3. Inthe box, type over the default text with the folder name and then press Enter.

Rename a Folder

Certain places within Portfolio Manager (such as the Navigation Explorer pane) contain folders that you
can rename.

To rename a folder
1. Do one of the following:
¢ In the Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.

e Inthe menu bar, click Tools > Options and then click the Portfolio Groups tab.
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2. Right-click a folder and then click Rename Folder.

3. Inthe box, type over the existing folder name with the new folder name and then press Enter.

Delete a Folder

Certain places within Portfolio Manager (such as the Navigation Explorer pane) contain folders that you
can delete.

To delete a folder
1. Do one of the following:
¢ In the Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
e Inthe menu bar, click Tools > Options and then click the Portfolio Groups tab.
2. Right-click a folder and then click Delete > Delete Folder.

3. Inthe confirmation dialog box, click Yes.
Records

Records

Use the Navigation Explorer pane to add the following types of records to Portfolio Manager:

e Buyers
e Sellers

e Investors

e Purchases

e Sales
e Samples

e Portfolio Groups

Add a Record

Use the Navigation Explorer pane to add a buyer, seller, investor, purchased portfolio, sold portfolio, or
sample portfolio.

To add a record
1. Inthe Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
2. Right-click a group or folder and then click Add > Add [record name].

3. Inthe box, type over the default text with the record name and then press Enter.

Rename a Record

Use the Navigation Explorer pane to rename a buyer, seller, investor, purchased portfolio, sold
portfolio, or sample portfolio.

32



Portfolio Manager Printable Documentation

To rename a record
1. Inthe Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
2. Right-click a record name and then click Rename [record name].

3. Inthe box, type over the default text with the record name and then press Enter.

Delete a Record

Use the Navigation Explorer pane to delete a buyer, seller, investor, purchased portfolio, sold portfolio,
or sample portfolio.

To delete a record
1. Inthe Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
2. Right-click a record name and then click Delete [record name].

3. Inthe confirmation dialog box, click Yes.
Demographic Information

Demographic Information

Use the General tab to maintain demographic information for:

e Buyers
e Sellers

e Investors

Maintain Demographic Information
Use the General tab to maintain demographic information for a buyer, seller, or investor.
To maintain demographic information

1. Inthe Navigation Explorer pane, click Buyers, Sellers, or Investors.

2. Double-click a record name. The information appears in the Information pane.

3. Click the General tab.
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£b Buyer - Mr, Buyer |
I Save Buyer
4 Geneu!]’ Mizcellameaus Extra Data 5 Cantacts f Partfolios - List [ attachments ]

Name

Description

Street 1

Srreet 2

City State Ziprode
Fhone

Fax

Name: Person's company name.

Description: Description of the company, other company name, subsidiary, or other related
information.

Street 1: First line of the company's street address.

Street 2: Second line of the company's street address.

City State Zipcode: Company's city, state, and ZIP Code.
Phone: Company's telephone number, including area code.

Fax: Company's fax number, including area code.

4. Complete the information and then, in the toolbar, click Save [Record Name].

Miscellaneous Extra Data

Miscellaneous Extra Data

Use the Miscellaneous Extra Data tab to view miscellaneous extra data, which represents information
related to an account that you cannot record elsewhere within the system. You can view miscellaneous
extra data for:

Buyers

Sellers
Investors
Purchases

Sales

Samples

Add Miscellaneous Extra Data

Use the Add Miscellaneous Extra Data dialog box to add miscellaneous extra data for a buyer, seller,
investor, purchased portfolio, sold portfolio, or sample portfolio.
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To add miscellaneous extra data

1. Inthe Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
2. Double-click a record name. The information appears in the Information pane.

3. Click the Miscellaneous Extra Data tab.

GEHET&'{'} ‘Miscellaneous Extra Data | Contacts | Portfolios-List | Attachments
Miscellaneous Extra Data

TheData Entered EnteredBy

55N i 123-95-6769 0522/ 2004 13: 39 ﬂﬂ

4. Double-click anywhere on the tab.

— Mmhnmsnﬂ ;

e |

The Data

0K Cancel

Title: Label that represents the extra data.
The Data: Extra data value.

5. Complete the information and then click OK.

Modify Miscellaneous Extra Data

Use the Miscellaneous Extra Data tab to modify miscellaneous extra data for a buyer, seller, investor,
purchased portfolio, sold portfolio, or sample portfolio.

To modify miscellaneous extra data
1. Inthe Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
2. Double-click a record name. The information appears in the Information pane.

3. Click the Miscellaneous Extra Data tab.

GEHEFEL/} ‘Miscellaneous Extra Data | Contacts | Portfolios-List | Attachments
Miscellaneous Extra Data

TheData Entered EnteredBy

55N i 173-35-6759 05/22/ 2014 13: 539 gﬂ
4. Inthe data grid, modify the information as necessary.

Contacts

Contacts
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Use the Contacts or Investors tab to maintain contact information for:

e Buyers
e Sellers

e |nvestors

Add a Contact
Use the Contacts tab to add a contact person for a buyer, seller, or investor.
To add a contact
1. Inthe Navigation Explorer pane, click Buyers, Sellers, or Investors.
2. Double-click a record name. The information appears in the Information pane.
3. Do one of the following:
e For a buyer or seller, click the Contacts tab and then, in the toolbar, click Add Contact.
e For aninvestor, click the Investors tab and then, in the toolbar, click Add Investor.

The system adds a contact tab and assigns a unique ID to the contact.

Ganarel | Miscsllanscus Extre Data ' Contacts | Ponfolios-List | Attachments | 4
| & AddContact Jh Delete Contact
" Contact - ID# 7 - [NEW] |

Neme | Phones | Memberships
Prafix =] | werk Membership 1
[ Memberskip 2
First | | Direct
Middle Home
Last | | Mobile
Suffix =] | Fax
Tithe | | Debtor Line
Company Othar
—-"-ﬂdl"ﬁl'-ﬁ“—"' PR WL WAL Do YR O —EHIH i*;é’e'r'réd'-:;-'-';'-'"-:-"—-'--'-:i*aper'ﬂﬁé---'—'—:-'-”—'-:::
soe | oo
Eimy £ Papertype 2
L [ 1] am =
e
State = [ca
Zip | Leo
Hocr
Emad | {CDC
Email 2 {14 [ OE
{50 A
Website [P -
General
=] 7 Created By | §3
Referred Created On | 05222014
Source UpdatedBy | ©%
Updated on | [5/22/2014
ConfldentialityReceived || Questionnairs Reczived
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4.

Name: Contact person's name, business title, and company name.
Addresses: Contact person's mailing address, email address, and company website.
General

ID: Unique code that the system assigned to identify the contact.

Referred: Person who referred the portfolio.

Source: Source of the referral.

Investor %: Percent of the portfolio this contact person owns. This amount must total
100% for all investors in the group. This box appears for Investors only.

Confidentiality Received: If selected, you received the signed confidentiality agreement.
Questionnaire Received: If selected, you received the completed questionnaire.
Created by: User who added the contact.
Created on: Date the user added the contact.
Updated by: User who updated the contact.
Updated on: Date the user updated the contact.

Phones: Contact person's telephone numbers.

States Preferred: If selected, the contact's preferred states (for example, states where the
contact is licensed).

Memberships: If selected, the contact person has a membership in the organization (for example,
American Collectors Association).

Paper Types: If selected, the portfolio contains the paper type (for example, student loans, credit
cards).

Complete the information.

Modify a Contact

Use the Contacts tab to modify a contact person for a buyer, seller, or investor.

To modify a contact
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1.
2.

In the Navigation Explorer pane, click Buyers, Sellers, or Investors.
Double-click a record name. The information appears in the Information pane.
Do one of the following:

For a buyer or seller, click the Contacts tab.

For an investor, click the Investors tab.

Click the tab for the contact to modify.
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Genersl | Miscellanaous Bitra Dats . Comtacts!| Portfolios-List | Attachements | 4

ih Add Contact g} Delete Contact
./ Contact- ID# 7 - Smith | Contact - 12 8-Jones |

M ame Phones Memberships
Prefic (=] Wark Hembership 1
. | Membership 2
First Jene Direct
Middle Hame
Last Smith Mobile
Suffie x Fant
Title Debtor Line
Company Other
Addresses Skates Praferred Faper Types
Shreet AK - Paper type 1
AL 3 Papertype 2
an 3
City AS
] AT
State | ca
ZIp co
cT
Email oe
Email 2 =
A
Website EM S
General
jia] 7 Created By 95
Referred Created On ﬂF_n'E.":E 14
Source Updated By 95

Updated On  05/22/2014
Confidentiality Received Questionnaire Received
Name: Contact person's name, business title, and company name.
Addresses: Contact person's mailing address, email address, and company website.
General
ID: Unique code that the system assigned to identify the contact.
Referred: Person who referred the portfolio.
Source: Source of the referral.

Investor %: Percent of the portfolio this contact person owns. This amount must total
100% for all investors in the group. This box appears for Investors only.

Confidentiality Received: If selected, you received the signed confidentiality agreement.
Questionnaire Received: If selected, you received the completed questionnaire.
Created by: User who added the contact.

Created on: Date the user added the contact.

Updated by: User who updated the contact.

Updated on: Date the user updated the contact.
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Phones: Contact person's telephone numbers.

States Preferred: If selected, the contact's preferred states (for example, states where the
contact is licensed).

Memberships: If selected, the contact person has a membership in the organization (for example,
American Collectors Association).

Paper Types: If selected, the portfolio contains the paper type (for example, student loans, credit
cards).

5. Modify the information as necessary.

Delete a Contact
Use the Contacts tab to delete a contact person for a buyer, seller, or investor.
To delete a contact
1. Inthe Navigation Explorer pane, click Buyers, Sellers, or Investors.
2. Double-click a record name. The information appears in the Information pane.
3. Do one of the following:
e For a buyer or seller, click the Contacts tab.
e For aninvestor, click the Investors tab.

4. Click the tab for the contact to delete.
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Genersl | Miscellansous Bitra Date | Contacts:| Portfolios-List | Attachments

W A tontace S Dalem Conack -0
7 Contact- ID# 7 - Smith | Contact - 1D# 8 -Jones |

~Name Phaones —— S Memberships -
Prafix L:] Work {1 Membership 1
| Membership 2
First Jane Direct
Middle Home
Last Smith Mobile
Suffhe E Fax
Title Debtor Line
Company Other |
e A T e e S S
L ax & | ] Papertype 1
AL “H | Papertype 2
AR i
city :;
Skate E cA
Zp o
T
Email u]-
Email 2 e
A |
Website =Y -
B e e
o 7 Created By 08
Beferred Created On  D522/2014
Source Updated By = #5
Updated On 05fz2j2014
Confidentiality Received Questionnaire Received

5. Inthe toolbar, click Delete Contact.
Portfolios

Portfolios

Use the Portfolios tab to view a list or pie chart (investors only) of portfolios for:

e Buyers
e Sellers

e |nvestors

View a List of Portfolios
Use the Portfolios - List tab to view a list of portfolios for a buyer or seller.
To view a list of portfolios

1. Inthe Navigation Explorer pane, click Buyers or Sellers.

2. Double-click a buyer or seller name. The information appears in the Information pane.

3. Click the Portfolios - List tab.
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" Miscellaneous Exira Data | Contacts

arag & column header here o group by that coluren.
Portfobold v T ContractDate Amount
H Hew Purchasa 05 1% 2018 BALIELE100
7 Purchese 1 05/ 28/ 2084
[} Purchsss 2 O/ 28/ 3014

View a Pie Chart of Portfolios

Use the Portfolios - Pie tab to view a pie chart representation of an investor's portfolios. The pie chart
shows the percentage of the investor group's capital that the group invested in purchased portfolios.

To view a pie chart of portfolios
1. Inthe Navigation Explorer pane, click Investors.
2. Double-click a record name. The information appears in the Information pane.
3. Click the Portfolios - Pie tab.

" General | Miscellaneous Bxtra Data | Investors,” Portfolios - Pie | Attachments | Notes |

Fortfobo Seakdown %‘E’;f&mﬁ

*

Chase3404.5 E
45 50% R

&£

" Chirse-5-304.4
37.14%

Attachments

Attachments

Use the Attachments tab to attach supporting documents to:

e Buyers
e Sellers

e |nvestors

e Purchases

e Sales
e Samples

Attach a File

Use the Attachments tab to attach a file to a buyer, seller, investor, purchased portfolio, sold portfolio,
or sample portfolio.

To attach a file
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1. Inthe Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
2. Double-click a record name. The information appears in the Information pane.

3. Click the Attachments tab.

AP

Date Attached

Goal Worksheet 20340424k
Job_(n2520030657_ Order of Wage Withholding .dat

4. Inthe toolbar, click the Add icon.

5. Inthe dialog box, click the file and then click Open.

View a File Attachment

Use the Attachments tab to view a file that is attached to a buyer, seller, investor, purchased portfolio,
sold portfolio, or sample portfolio. The file must be a type that your workstation recognizes (for
example, Word or Excel).

To view a file attachment
1. Inthe Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
2. Double-click a record name. The information appears in the Information pane.

3. Click the Attachments tab.

General | Miscellaneous Bxtra Data | Contacts | Portfolios - List / Attachments

=

Date Attached

Gaal Worksheet 20140404.5ds
Job_0n2520030657_Order of Wage Withholding.dat

4. Inthe data grid, double-click the file name. The file opens in the associated program.

Delete a File Attachment

Use the Attachments tab to delete a file attachment from a buyer, seller, investor, purchased portfolio,
sold portfolio, or sample portfolio.

To delete a file attachment
1. Inthe Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
2. Double-click a record name. The information appears in the Information pane.

3. Click the Attachments tab.

=Y

Date Attached

Goal Worlahest 20340424,
Job_012520030857 Order of Wage Withholding .dat
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4. Inthe data grid, click the file attachment to delete.
5. Inthe toolbar, click the Delete icon.

6. Inthe confirmation dialog box, click Yes.
Import File Configuration

Import File Configuration

Use the Import File Configuration tab to maintain import file layouts for:

e Buyers
e Sellers

You can import:
e New business
e Mediarequests
e Recourse requests
e Bankruptcy, deceased, fraud
e Payments

All import functionality on this tab is also available in the Exchange program.

Add an Import File Configuration

Use the Import File Configuration tab to add an import file layout for a buyer or seller. Create a
separate file configuration for each import file type (for example, new business and media requests).
You can import new business using the Exchange program and then attach the accounts to the portfolio.

To add an import file configuration
1. In the Navigation Explorer pane, click Buyers or Sellers.
2. Double-click a buyer or seller name. The information appears in the Information pane.

3. Click the Import File Configuration tab.
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g Add 4 Delete .

. Hndlnyc.ﬁqr:cnu:nt[ Sales Contract ]
Actign Description

o Import File

Impart Type
i@ Mew Business (Load ing Portfiolios)

™) Maintenance [Loading AdditionalInfa or Updates)
Identify Acoount

& By Latitude File Number

By Original Account Number
(will require Customer/Portfolio code)

File Type
& Microsoft Bxce!
Flat File Source

File Corfiguration

4 ] Modify Impat Definition

L Madify FileMapping

In the toolbar, click Add.

In the New File Configuration Name dialog box, type the name of the file configuration and then
click OK. The system adds a tab for the new file configuration.

In the Import Type section, click the type of import file layout to create.
In the Identify Account section, click the method for identifying accounts.
In the File Type section, do one of the following:

To define an Excel file layout, click Microsoft Excel.

To define a flat file layout, click Flat File Source and then do the steps to Define an Import File
Layout.

Do the steps to Modify an Import File Mapping.

10. In the Description box, type a description of the import file layout.

Modify an Import File Configuration

Use the Import File Configuration tab to modify an import file layout for a buyer or seller.

To modify an import file configuration

1.

2
3.
4

In the Navigation Explorer pane, click Buyers or Sellers.
Double-click a buyer or seller name. The information appears in the Information pane.
Click the Import File Configuration tab.

Click the tab for the import file configuration to modify.
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" portfolics-List | Attachments /| import Fle Configuration’| Exort File Configuration | Notes |

i @ Add D Delete .

/" Purchase ﬁgﬂ:cm:ﬂ]' Sales Contract i

~—Action 7 — Description
o Import File

Impart Type

i@ Mew Business (Load ing Partfiolios)

(7) Maintenance [Loading AdditionalInfo orUpdates])
Identify Account

@ By Latitude File Number

7o By Orlginal Accoust Numbér
(will require Customer/Partfolio code)

~File Type
@& Microsaft Bocel
i) Flak File Source
File Corfiguration
o Modify Impait Definiticn

[P Madify FileMapping

5. Modify the information as necessary. For more information about this tab, see Add an Import
File Configuration.

Define an Import File Layout

Use the Define Import Layout window to define the layout for an import file. For more information
about defining a file layout, see the Exchange documentation.

To define an import file layout

1. Onthe Import File Configuration tab, in the File Type section, click Flat File Source.

/" General | Miscellaneoys Bxtra Data |  Contads | Portfolios-List | Atachments ./ Import File Configuration |
! {3 Add @) Delete .
/ Tast | Tast2

Agtign Doz tription

o Import File

Impaort Type
@ Mew Business (Loading Portfolios)
1 Maintenance (Loading Additional Info or Updates)
Identify Account
@ By Latitude File Number

_,'B‘j Original Account Mumber
{will require Customes/Parfolic cade) L —— ———————— i ———————————
7y Microsoft Excel

| @iFlat File Source

—File Configuration
| Modify Impant Definitian

E Ly Madify File Mapping
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In the File Configuration section, click Modify Import Definition.

Define Import Layout R e i e

B i

S e

|¢ General Properties €3 Add Record Type &3 Delete Record Type =l [mport  Miew Excel Sample  [E

Export To Excel | Save ol Cancel

To create an Excel file layout, do the following:

1.

2
3.
4

In the toolbar, click View Excel Sample.
Save the file to any location and then modify it to reflect the model for the import file.
Delete unused worksheets and save the Excel file.

Do the next step to import the file layout.

To specify a pre-defined import file layout (such as the one you created in the previous step), do
the following:

1.
2.

In the toolbar, click Import.

Click the file that contains the import file layout and then click Open.

To create the file layout (instead of using a pre-existing layout), do the following:

1.
2.

In the toolbar, click Add Record Type.

In the New Record Table Name dialog box, type the name of the record (without
spaces.) The record name appears as a tab in the Define Import Layout window.

Define Import Layout i i i i

£ £ i

=

o General Properties ) Add Record Type €D Delete Record Type 4 Import  View Excel Sample Export To Excel |k Save ofj Cancel

rdj

Name Header Record | Key(RegBxp]? |~ Width ]
Type RowContext B Parent Relation
May Deeurs | 1 [=] childRelation

String | string

Name: Name that identifies the field.

Type: Type of data the field can contain. Valid values are:

String: Text or numeric characters.
Integer: Numbers.
Decimal: Decimal field. Two decimal places accepted by default.

DateTime: Date, time, or both.

Format: Used to format DateTime and Decimal field types only.

DateTime — Format to use other than the standard (M/D/YYYY).

M=month, D=day, Y=year, H=hour, M=minute, S=second (for example,
DDMMYYYY)
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Decimal - If the file includes a decimal or the last 2 integers are decimal
places, skip this box. Otherwise:

nodecimalpoint = No decimal used.
signedascii = Signed ASCIlI RMS format used.
nodecimalpointwithsign = Plus or minus sign used at end of integer.

Note: Some input strings that need complicated alteration or parsing before import
could require custom programming.

Width: Maximum length of the data in the field.

c. Inthe data grid, click in the Name column of the blank row and then complete the
information for the first field in the record.

d. Press Tab to create a blank row for the next field in the record and complete the
information. Repeat as necessary.

6. To specify the general properties for the file layout, do the following:
1. Inthe toolbar, click General Properties.

General Properiies

- File Type

Delimites Qualifier |

@ Fixed Tsh = ktabh

1| XML

1 Excel

— Other
| Primary Table
7] Header [7] Has Dynamic Columns
] Trailer
] Werify Width

T Cancel

CSV: (Comma-Separated Value.) If selected, the file is a delimited (separated) file. Specify
the delimiter and qualifier.

Delimiter: Delimiter used to separate records (for example, comma, dash).

Qualifier: Qualifier used to specify strings that could have the delimiter
contained within (for example, 1234, "Smith, John", ABC).

Fixed: If selected, the file is a fixed-length file.

XML: If selected, the file is an XML file. Use only with assistance from Latitude by Genesys

Support.
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Excel: If selected, the file is a Microsoft Excel file.

Primary Table: Name of the primary table (record). This record is equivalent to a Latitude
master record. The system assumes that records between each primary table in the file are
dependent records (for example, notes, payment, bankruptcy).

Header: If selected, indicates that the file includes a header record.
Trailer: If selected, indicates that the file includes a trailer record.

Verify Width: If selected, checks to see whether the file width matches the layout width
defined.

Multiple Records: If selected, indicates that the file contains more than one record type
(such as dependent records, header records, trailer records).

Has Dynamic Columns: If selected, the file could contain unmapped columns. The system
stores extra columns as miscellaneous extra data.

b. Complete the information and then click Save.

7. Inthe Define Import Layout window, in the toolbar, click Save.

Modify an Import File Mapping

Use the Data Translator window to map fields in an import file to fields in the Latitude database. For
more information about import file mapping, see the Exchange documentation.

To modify an import file mapping

1. Onthe Import File Configuration tab, in the File Configuration section, click Modify File
Mapping.

Data Transiator e

: B OpenSampleFile [T] Preview Data =i Seveand Exit  Advenced -

| Source | Mapping ] Destination |

- Snurce Preview ||
[ Expart To Extel | Eile Name C:\Users\Barbara\Documents\Testads

||

;

z

; !
|
|

2. Click the Mapping tab.
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49

Drata Translator e e e T SRR ) e ww : E
£ Cpen Samplefile T Preview Data o Seveand Exit  Advanced =
| Source | Mpping | Destination
Data Mapping
_' Al To Milsc Exira () All Primary To Migc Extra _! None
All Unmapped To Misc Extra Al Unmapped Primary To Misc Extra
= ] AccountRecord <f——— Primary source record = [ INASTER . = Master destination table -
“i fast Flelds in the Frimary + [T DERTORS Tables within the E
B Lest source record £ [} PHONES E
T Original Accounts i [T MISCEXTRA Master destination table L
[H] sodal w1 EXTRADATA
&l DoB FH NOTES
[E] Current Balancs t1[] PAYMENT
El Address | LEGALLEDGER
{H] Address2 + L4 HOTNOTES
H City +-[E CUSTOMERNOTES
HE] Stete £ [} BANKRUPTCY
i + [ DECEASED
{E] Charge Off Date + 1l EARLYSTAGEDATA
B Last Client Payment [ COURTCASES
] Creditor ) [ PATIENTINFO
] Home= [ (1 INSURANCE
i Works= [ T§] SH_REQUESTD Fields in the Master
(5] MuMBER destination table
[&] accounT
[E cusToMER
B cusTovIsIoN
& cusTDISTRICT
[&] cUsTERANCH
[H] oesx
|8 DESX1
§] DESK2

[H] BRANCH

3. Click one of the following:

All to Misc Extra: If selected, the system adds all fields in the source file to the Miscellaneous
Extra Data table, regardless of whether you mapped them.

All Unmapped to Misc Extra: If selected, the system only adds unmapped fields in the source file
to the Miscellaneous Extra Data table.

All Primary to Misc Extra: If selected, the system adds all fields in the source file that are not child
fields to the Miscellaneous Extra Data table, regardless of whether you mapped them. This option
doesn't apply to Excel imports.

All Unmapped Primary to Misc Extra: If selected, the system only adds unmapped fields in the
source file that are not child fields to the Miscellaneous Extra Data table. This option doesn't
apply to Excel imports.

None: If selected, the system only copies mapped data to the Latitude database. The system
ignores all other data.

4. To map a field, in the source record, click a field and drag and drop it onto the destination field.
Continue mapping fields as necessary.

I Notes: I

e You can map multiple source fields to a single destination field. For example, you can
map the First (name) and Last (name) source fields to the Name destination field.
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e The system maps some fields twice in the Latitude destination tables. For example, if
you drag the source Name field to the destination NAME field in the Master table, the
system maps the Debtor O destination record as well.

5. Inthe toolbar, click Save and Exit.

Delete an Import File Configuration

Use the Import File Configuration tab to delete an import file layout for a buyer or seller.

To delete an import file configuration
1. Inthe Navigation Explorer pane, click Buyers or Sellers.
2. Double-click a buyer or seller name. The information appears in the Information pane.
3. Click the Import File Configuration tab.

4. Click the tab for the import file configuration to delete.

Parfalios -List J attachments | Import File Configuration’ |  Beort Fils Configuration ]_ Hntesl
g Add i) Delete
Purchase Agrecment l Stles Contract. ] el

) Import File
Import Type
@ Mew Business (Loading Portfiolios)
") Maintenance [Loading AdditionalInfa or Updates)
Identify Acoount

& By Latitude File Number

By Original Account Number

[will require CustomesPortfalio code)
File Type
& Microsoft Exce
Flat File Source

File Corfiguration

oy o dily Dpoit Dafition

Len Haodify FileMapping

5. In the toolbar, click Delete.

6. Inthe confirmation dialog box, click Yes.

Import a File

Use the Portfolio Manager File Importer dialog box to import a file. Ensure that you created, defined,
and mapped an import file configuration before importing a file.

To import a file
1. Inthe Navigation Explorer pane, click Buyers or Sellers.
2. Double-click a buyer or seller name. The information appears in the Information pane.

3. Click the Import File Configuration tab.
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4. Click the tab for the import file configuration to modify.

" parfolias-List | astachments  Timport e Configuration. |  Export File Configuration | Nees |
| (@ Add ) Delete .
/" Purchase Agreement | Sales Contract |
r By e e -—- —Desoriplign———————————— — ———
2] Import File
Impart Type

i@ Mew Business (Loading Partfiolios)
(7) Maintenance (Loading AdditionalInfa or Up dates]

Identify Actount
| @ By Latitude File Mumbir
(D By Original Accoust Number
{will raquirs Custamer/Partfalio cads)
~File Trpg—— e
@ Microsoft Bxce!

) Flat File Source

r————————————
a Modify Impart Definition
i Hadify FileMagping

5. Click Import File.

N

Drsg acclumn header bere bo g oup by thak eolumsn.

' 4
of Impart |.‘ 'Canml]

Click the ellipsis next to the first box in the window.

In the Open dialog box, click the file to import and then click Open.
Records from the imported file appear in the data grid.

Click Import.
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Export File Configuration

Export File Configuration

Use the Export File Configuration tab to maintain export file layouts for:

e Buyers
e Sellers

You can export:
e New business
e Mediarequests
e Recourse requests
e Bankruptcy, deceased, fraud
e Payments

All export functionality on this tab is also available in the Exchange program.

Add an Export File Configuration

Use the Export File Configuration tab to add an export file layout for a buyer or seller. Create a separate
file configuration for each export file type (for example, new business and media requests).

To add an export file configuration
1. Inthe Navigation Explorer pane, click Buyers or Sellers.
2. Double-click a buyer or seller name. The information appears in the Information pane.

3. Click the Export File Configuration tab.

Portfolios-List | Attachments ] Import File Configuration _J Export File Configuration l
@ Add ) Delete
_.':xpu.-tﬁle[' Expart File 2 ]

Create Rendering Options
| Create an Export File Use Excel Template
FlsConfigurabon Select a Seved Excel Terplets.., ll]
() Madify Export Dafinitian Srart Data At
Ledger Type Raowr Column
7| Agency Fee | r:l— 5: F EI
Bankruphboy
| Bankruptcy Buy Back =
Buy Back
Client Request

Client Request Buy Back
1] Credit Bureau Report
Deceased
Deceased By Badk
Dagpulte
Fraud |
Fraud Buy Back -

4. In the toolbar, click Add.

52



Portfolio Manager Printable Documentation

In the New File Configuration Name dialog box, type the name of the file configuration and then
click OK. The system adds a tab for the new file configuration.

Do the steps Define an Export File Layout.

Select the check box for each ledger type to include on the invoice.

To use an Excel template to render formatting for the Excel output file, select the Use Excel
Template check box and then, in the list box, click the template. For more information about
templates, see Excel Template Manager.

Specify the row and column numbers in the Excel template where the data starts. For example,
if the file doesn't contain column headings, the data starts in row 1, column 1.

Modify an Export File Configuration

Use the Export File Configuration tab to modify an export file layout for a buyer or seller.

To modify an export file configuration

1.

2
3.
4

In the Navigation Explorer pane, click Buyers or Sellers.

Double-click a buyer or seller name. The information appears in the Information pane.
Click the Export File Configuration tab.

Click the tab for the export file configuration to modify.

Portfolios - List [ Attachments I Import Fila Configuration . Expart File Configuration [

| @ Add ) Delete
/" Export File | ExportFile 2

Create Rendering Options
| Create an Export File Use Excel Temgplate
FlsConfigurabon Select a Saved Excel Temgplats.., !l]
() Madify Export Dafinitian Srart Data At
Ledger Type Raowr Column
7| Agency Fee | r:l— a: F :ﬂ
Bankruphboy
| Bankruptcy Buy Back =
Buy Back
Client Request

Client Request Buy Back
7] Credit Bureaw Report
Deceased
Deceased By Badk
.|| Daspute
Fraud
Fraud Buy Badk -

5. Modify the information as necessary. For more information about this tab, see Add an Export

File Configuration.

Define an Export File Layout

Use the Export Definer window to define the layout for an export file. For more information about
defining a file layout, see the Exchange documentation.

To define an export file layout
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1. On the Export File Configuration tab, click Modify Export Definition.

—
M I

i |& Genersl Properties {3 Add Record Type ) Delete Record Type <@ Import  View Excel Sample Ex

2. To create an Excel file layout, do the following:

1. Inthe toolbar, click View Excel Sample.
2. Save the file to any location and then modify it to reflect the model for the export file.
3. Delete unused worksheets and save the Excel file.

4. Do the next step to import the file layout.

3. To specify a pre-defined export file layout (such as the one you created in the previous step), do

the following:
1. Inthe toolbar, click Import.

2. Click the file that contains the export file layout and then click Open.

4. To create the file layout (instead of using a pre-existing layout), do the following:

1. Inthe toolbar, click Add Record Type.

2. Inthe New Record Table Name dialog box, type the name of the record (without
spaces.) The record name appears as a tab in the Export Definer window.

Export Definer £
. |9 General Properties §3 AddRecord Type 3 Delete Record Type % Import  View Excel Sample Expart To Excel | Save =fj Cancel
[F rdt
! B

| Mame | HeaderRecord

4 Add Database Field(s)

| string string

B e e SSSSSS

Name: Name that identifies the field.
Type: Type of data the field can contain. Valid values are:
String: Text or numeric characters.
Integer: Numbers.
Decimal: Decimal field. Two decimal places accepted by default.
DateTime: Date, time, or both.

Format: Used to format DateTime and Decimal field types only.
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DateTime — Format to use other than the standard (M/D/YYYY).

M=month, D=day, Y=year, H=hour, M=minute, S=second (for example,
DDMMYYYY)

Decimal — If the file includes a decimal or the last 2 integers are decimal places, skip
this box. Otherwise:

nodecimalpoint = No decimal used.
signedascii = Signed ASCIl RMS format used.
nodecimalpointwithsign = Plus or minus sign used at end of integer.

Note: Some input strings that need complicated alteration or parsing before import could
require custom programming.

Width: Maximum length of the data in the field.
c. Click Add Database Field(s).

Database Field Picker =

o o o = = U ) e I o B mF e e R 2 Bl = il

iAccouniinio;
Ledger
Primary Debtor
CoDebtor

- PurchasedPortiolio
SoldPortiolio
Media
Customer

1 Bankruptcy

Deceased

Imvestorinio

Sellerinfo

Buyerinfo

[ ok [ cance

d. Click the plus sign (+) to expand a category, select the check box for each field to add,
and then click OK. The fields appear in the data grid.

e. Modify the information for a field as necessary.

f. To add a custom field, in the data grid, click in the blank row and complete the
information for the custom field.

5. To specify the general properties for the file layout, do the following:

1. Inthe toolbar, click General Properties.
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General Properties

r—File Type

iceyl  Delimiten Qualifier|

@ Fixed Tsh = Btabh

1 XML

i Excel

— Other
| Primary Table
7] Header [] Has Dynamic Columns
7 Trailer
7] Merify Width

CSV: (Comma-Separated Value.) If selected, the file is a delimited (separated) file. Specify the
delimiter and qualifier.

Delimiter: Delimiter used to separate records (for example, comma, dash).

Qualifier: Qualifier used to specify strings that could have the delimiter contained
within (for example, 1234, "Smith, John", ABC).

Fixed: If selected, the file is a fixed-length file.

XML: If selected, the file is an XML file. Use only with assistance from Latitude by Genesys
Support.

Excel: If selected, the file is a Microsoft Excel file.

Primary Table: Name of the primary table (record). This record is equivalent to a Latitude master
record. The system assumes that records between each primary table in the file are dependent
records (for example, notes, payment, bankruptcy).

Header: If selected, indicates that the file includes a header record.
Trailer: If selected, indicates that the file includes a trailer record.
Verify Width: If selected, checks to see whether the file width matches the layout width defined.

Multiple Records: If selected, indicates that the file contains more than one record type (such as
dependent records, header records, trailer records).

Has Dynamic Columns: If selected, the file could contain unmapped columns. The system stores
extra columns as miscellaneous extra data.

b. Complete the information and then click Save.

6. Inthe Export Definer window, in the toolbar, click Save.

Delete an Export File Configuration
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Use the Export File Configuration tab to delete an export file layout for a buyer or seller.
To delete an export file configuration
1. Inthe Navigation Explorer pane, click Buyers or Sellers.
2. Double-click a buyer or seller name. The information appears in the Information pane.
3. Click the Export File Configuration tab.
4. Click the tab for the export file configuration to delete.

Portfolios -List | Attachments |' Import Fila Configuration . Export File Configuration If

@ 4dd ) Delete

" Export File | Expart File 2
Craaka Rendering Opteans
| Create an Bxport File Use Excel Template
FdeConfiguration Select a Saved Excel Terplate... l!
5] Madify Export Definition Srart Data At
Ledger Type Ao Column
Agency Fee -l 11 ﬂ ==
Bankruptoy
Bankruptey Buy Back E
Buy Back

Client Request

Client Request Buy Back
Credit Bureau Report
Deceased

Dieceased Buy Badk
Dagpufe

Fraud

Fraud Buy Back -

5. Inthe toolbar, click Delete.

6. Inthe confirmation dialog box, click Yes.

Export a File

Use the Seller File Creation Options dialog box to export a file. Ensure that you created, defined, and
mapped an export file configuration before exporting a file.

To export a file
1. Inthe Navigation Explorer pane, click Buyers or Sellers.
2. Double-click a buyer or seller name. The information appears in the Information pane.
3. Click the Export File Configuration tab.

4. Click the tab for the export file configuration to use.
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" Portfolios - List i Attachments l Import File Configuration _} Expaort File Eonl’lnurathnt

@ Add ) Delete
" Export File L E-pqr:ﬁlgzl
Create Rendering Options
| Create an Export File Use Excel Template
File Configuration Salect & Seved Excel Templats.., H
() Madify Export Dafinitian Srart Data At
Ledger Type Row Column
[ | Agency Fea .- [1 :”: :j
Bankrupboy
| Bankruptcy Buy Back =
Buy Back e
_|| Client Request

1] Credit Bureau Report
| Deceased
Deceased By Badk
Digpute
Fraud
Fraud Buy Back =

|

) |

Client Reguest Buy Back |
1

|

Click Create an Export File.

Seller File Creation Options = 0 T &

o Dsisfange | 05292014 (o] o | 0529201 [«

voice &
Portfolio

™ Fitler by Ladger Status
[~ Fendng
I Approvals

I~ Declines

o OK 38 Cancel

Date Range: If selected, the export file includes ledger entries for the date range you specify.
Invoice #: If selected, the export file includes ledger entries for the invoice numbers you specify.
Portfolio: If selected, the export file includes ledger entries for the portfolios you specify.

Filter by Ledger Status: If selected, allows you to specify which ledger statuses to include in the
export file.

Pending: If selected, the export file includes pending ledger statuses.

Approvals: If selected, the export file includes approved ledger statuses.

58



Portfolio Manager Printable Documentation

Declines: If selected, the export file includes declined ledger statuses.
6. Complete the information and then click OK.
7. Inthe dialog box, specify the location and file name and then click Save.

8. Send the file to the seller or buyer, whichever is applicable.
Notes

Notes

Use the Notes tab to view notes for:

e Buyers
e Sellers

e |nvestors

e Purchases

e Sales
e Samples
Add a Note

Use the Add Note dialog box to add a note for a buyer, seller, investor, purchased portfolio, sold
portfolio, or sample portfolio.

To add a note
1. Inthe Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
2. Double-click a record name. The information appears in the Information pane.

3. Click the Notes tab.

" Porifolios-List | Attachments Import File Configuration |  Export File Configuration » Motes 4

Drag & columna

Notes

Entered ETH Use ETHAtEVHE Result X7 Comment
O5/22/2004 15:10 =11 ] o Noke text
05/ 2212004 15:11 gs TA LM Wil eall bach baber.

4. Double-click anywhere on the tab.
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Select an Action Code...

Select a Result Code..
T
i

oK Cancel

Select an Action Code: Action code to associate to the note.
Select a Result Code: Result code to associate to the note.
Enter Note: Note content.

5. Complete the information and then click OK.

Modify a Note

Use the Notes tab to modify a note for a buyer, seller, investor, purchased portfolio, sold portfolio, or

sample portfolio.

To modify a note

1. Inthe Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.

2. Double-click a record name. The information appears in the Information pane.

3. Click the Notes tab.

" Porifolios-List |  Attachments Impaort File Configuration

Drag & calumn header herg bo group by that oolurn:n, S

Notes

" Export File Configuration ' Notes

Entered XETH Use E7H At EVE Result X7 Comment
0522/ 2004 15:10 Qs =] [x] Noba bt
OSF2272004 18:11 s TA LM Will el back bsber.

4. In the data grid, modify the information as necessary.
Portfolio Information

Portfolio Information
Use the General tab to maintain portfolio information for:

e Purchases

e Sales
e Samples
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Maintain a Purchased Portfolio

Use the General tab to add or modify information for a purchased portfolio. Setting up a new purchased
portfolio begins the process of tracking ROI for investors. After you specify information on the General
tab, you define the contract terms and import or select accounts for the portfolio. Ensure that you have
a Seller record defined before creating a purchased portfolio.

To maintain a purchased portfolio
1. Inthe Navigation Explorer pane, click Purchases.
2. Double-click a purchase name. The information appears in the Information pane.
3. Click the General tab.

Generak| ContractTems | Performance | InvestorROT | Ledger | Accounts | attachments | Notes | 4 »

Details Reminders
Partfolio Id 1 First Recourse Date | G'5-"1-';-"?_':':_4 "’
Partfolic Code New Purchase Last Recourse Date [5'5-'15-"25' 14 =)

Genersl Ledaer ID
Seller's Lot #

Description

[+]

Culture Englah (United States o
Calculate Valzes... -

Contract

Contract Date 05/19/2014 -

Caller Group M Selar

=i [

Investor Group e Envvastor =

Purchase Rate 1.0000
Purchage Amount § 821288.594
A&d) Purchase Rate LO0G0200000
Adj Total Price §821288.91

Details
Portfolio ID: Unique code that the system assigns to identify the portfolio.
Portfolio Code: Name of the portfolio.

General Ledger ID: Code that your organization assigns to associate the portfolio to a
general ledger item in another accounting system.

Seller's Lot #: Code that the seller assigns to identify the portfolio. The system could
require this ID when sending recourse information to the seller.

Description: Description of the purchase.
Culture: Portfolio currency type.
Contract

Contract Date: Date on the purchase contract.
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Seller Group: Seller group associated to the purchase.
Investor Group: Investor group associated to the purchase.

Purchase Rate: Percentage of the total debt for all accounts included in the portfolio
that the purchaser pays.

Purchase Amount: Amount the purchaser paid for all accounts in the portfolio. The
system populates this box when importing accounts in the portfolio.

Adj Purchase Rate: (Adjusted purchase rate.) Purchase rate plus applicable
commissions.

Adj Total Price: (Adjusted total price.) Purchase amount plus applicable commissions.

First Recourse Date: First recourse expiration date, based on the recourse periods
specified on the Contract Terms tab.

Last Recourse Date: Last recourse expiration date, based on the recourse periods
specified on the Contract Terms tab.

Calculate Values: Calculator to assist you in determining the purchase rate and other
calculated values.

4. Complete the information and then, in the toolbar, click Save [Record Name].

Import a Purchased Portfolio

This topic provides general guidelines for importing a purchased portfolio. Your organization could
require specialized workflows, based on your organization's business model or the portfolio type.

We recommend a one-to-one relationship between a Latitude customer record and a portfolio ID. Then,
you can take advantage of all the standard reports available in Latitude when compiling information on
your portfolios. You can also create customer groups in Latitude to contain multiple portfolios, and run
reports based on the combined group. For more information about creating customers and customer
groups, see the Latitude documentation.

To import a purchased portfolio

1.

Create a customer in Latitude for the portfolio. We recommend that you include the customer
name in the portfolio name (for example, Bank Name 20070101).

Ensure that you flag the customer as the principal customer to indicate that your organization
owns the accounts.

Using Exchange, import accounts to the customer you just created.

If necessary, add the seller to Portfolio Manager. You can associate a seller to more than one

portfolio.

Create a purchase portfolio in Portfolio Manager and define the contract terms. You can use the
customer name as the portfolio code.

Attach the imported accounts to the purchase portfolio.
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The system creates the "initial purchase" ledger entry for invoicing the investors. If you specified
a purchase commission in the contract terms, the system creates a "purchase commission" ledger
entry for invoicing.

Maintain a Sold Portfolio

Use the General tab to add or modify information for a sold portfolio. After you specify information on
the General tab, you define the contract terms and select accounts to export for the portfolio.
Generally, these accounts are ones you purchased previously. Once you sell a portfolio, the system
credits all ledger items back to the purchased portfolio. The system recalls accounts forwarded in AIM
when you include them in a sold portfolio. Ensure that you have a Buyer record defined before creating
a sold portfolio.

To maintain a sold portfolio
1. Inthe Navigation Explorer pane, click Sales.
2. Double-click a sale name. The information appears in the Information pane.
3. Click the General tab.

E'_._i_;m:__rpf_ Contract Terms I -ﬂ-l:l:_uun_:s_] Attachments | NDHE] Miscellaneous Extra Data | Stretitude |

Details

Portfoliold 2

Portfalio Code New Sale

Description

Cubture Englsh (Uini=d States ) |L

Contract Calculated Properties

Contract Date | 05/21/2014 - Sold Face Value § 0.00

Sale Rate 01000000015 Tale Amount £0.00

Buyer Group [+] | | Number of Accounts | Click To Refresh..,
Details

Portfolio ID: Unique code that the system assigns to identify the portfolio.
Portfolio Code: Name of the portfolio.
Description: Description of the sale (for example, type of debt sold, original creditor).
Culture: Portfolio currency type.
Contract
Contract Date: Date on the sales contract.
Sale Rate: Percentage of the total debt for all accounts included in the portfolio.
Buyer Group: Buyer group associated to the sale.

Calculated Properties
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Sold Face Value: Face value of the portfolio, based on the sales rate.
Sale Amount: Amount the purchaser paid for all accounts in the portfolio.
Number of Accounts: Number of accounts in the portfolio.

Calculate Values: Calculator to assist you in determining the purchase rate and other
calculated values.

4. Complete the information and then, in the toolbar, click Save [Record Name].

Export a Sold Portfolio

This topic provides general guidelines for exporting a sold portfolio. Your organization could require
specialized workflows, based on your organization's business model or the portfolio type. You can
include any accounts in Latitude in a sold portfolio. If you included the accounts previously as part of a
purchased portfolio, the system includes the information in the purchased portfolio's investor ROI.

To export a sold portfolio

1. If necessary, add a buyer to Portfolio Manager. You can associate a buyer to more than one
portfolio.

2. Create a sold portfolio and define the contract terms.
3. Select accounts to include in the portfolio.

4. Export accounts to an Excel spreadsheet and then send the file to the buyer.

Maintain a Sample Portfolio

Use the General tab to add or modify information for a sample portfolio. Sample portfolios allow
potential buyers to review a set of accounts before purchasing them. After you create a portfolio sample
and the buyer reviews and approves it, you can convert it to a sold portfolio. You can only associate an
account to one portfolio at a time. The system recalls accounts forwarded in AIM when you include

them in a sample portfolio.
To maintain a sample portfolio
1. Inthe Navigation Explorer pane, click Samples.

2. Double-click a sample name. The information appears in the Information pane.

3. Click the General tab.
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gl Sample - New Sample I
o Save Sample “F Select Accounts

/ G-enerafi' Conbrat Terms |' Accounts , Ertachments r Notes | Miscallaneous Extra Data [ Stratitude i
Details
Portfoliold | 3
Porifollo Code Neéw Sample
Description
Contract Calculated Properties
Contract Date  95/21/2014 Tl Current Face Value 50
Sale Rate 0.00000000:00 Mumber of Accounts o
Buyer Group ﬂ Sale Amount £0
Move to Sold
Details

Portfolio ID: Unique code that the system assigns to identify the portfolio.

Portfolio Code: Name of the portfolio.

Description: Description of the sale (for example, type of debt sold, original creditor).
Contract

Contract Date: Date on the sales contract.

Sale Rate: Percentage of the total debt for all accounts included in the portfolio.

Buyer Group: Buyer group associated to the sale.
Calculated Properties

Current Face Value: Sum of the current balance for all accounts imported for this
portfolio.

Number of Accounts: Number of accounts in the sample portfolio.
Sale Amount: Amount the purchaser pays for all accounts in the sample portfolio.
Move to Sold: Converts the sample portfolio to a sold portfolio.
4. Complete the information and then, in the toolbar, click Save [Record Name].
5. To convert the sample portfolio to sold, do the following:
1. Click Move to Sold. The system moves the portfolio to the Sales tab.

2. Modify the information as necessary and then, in the toolbar, click Save [Record Name].
Contract Terms

Contract Terms
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Use the Contract Terms tab to maintain contract terms for:

e Purchases

e Sales
e Samples

Modify Contract Terms

Use the Contract Terms tab to modify contract terms for a purchased, sold, or sample portfolio. To
specify money received from investors as non-commissionable, specify the amounts on the Investor ROI
tab before importing accounts.

To modify contract terms
1. Inthe Navigation Explorer pane, click Purchases, Sales, or Samples.

2. Double-click a purchase, sale, or sample name. The information appears in the Information
pane.

3. Click the Contract Terms tab.

Racouwrse Perod [Days) Other
Bankrupicy Chapber 7 Credit Bureau Report 5000

L=]

L=

Bankrupicy Chapier 11 Skip Trace £ 0.00

Sale Commission (3%) 0.00

=

Bankrupicy Chapter 13
Deceased o
Media

Application £ 0.00
Affidavits § 0.00
Statemant 50.00

Other $0.00

Recourse Period: Number of days allowed in the contract to return uncollectible accounts in
bankruptcy for full refund or credit.

Media: Cost per account for ordering copies of credit application, affidavit, account statements,
and other documents. The system doesn't use this information in any calculations.

Other
Credit Bureau Report: cost per account for ordering a credit bureau report.
Skip Trace: Cost per account for skip tracing activities.

Sale Commission %: (For sales and samples only.) Amount withheld for brokering the
sale of a portfolio. This amount represents a percentage of the sale price received to
withhold. The system generates a sales commission ledger entry for the original
purchased portfolio.

Purchase Commission (%): (For purchases only.) Amount withheld for brokering the
purchase of accounts. This amount represents a percentage of the payment received.
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The system includes purchase commissions in the adjusted purchase rate and

adjusted total price on the General tab. The system generates a purchase

commission ledger entry for the portfolio.

Payment Commission (%): (For purchases only.) Amount to withhold for
management fees when you receive a payment for an account in this portfolio. This
amount represents a percentage of the payment received. The system generates a
payment commission ledger entry for the portfolio. The system reduces payment
commissions withheld from accounts forwarded using AIM by the percentage that

the forwarded agency withheld.

4. Modify the information as necessary.

Performance and ROI

Performance and ROI

Use the Performance tab and Investor ROI tab in the [Purchase Name] pane to view portfolio
performance and return on investment (ROI).

View Performance

Use the Performance tab to view performance statistics that compare purchase price, expenses, and

other criteria to the selling information.

To view performance

1. Inthe Navigation Explorer pane, click Purchases.

2. Double-click a purchase name. The information appears in the Information pane.

3. Click the Performance tab and then click the Statistics tab.

General | Contract Terms ./ Performance | Investor ROL | Leaqe-] ACCOUNLS [ Attachments | Nntcs[

Statlstlc;[ Performance Graph |
Account Information

Original Face Value | 5§ B21288.90
Number of Accounts | Click To Refresh...
Current Face Valus | Click To Refresh...

Account Average Balance | Click To Refresh...

P ——
ACcounts with Promises | Clidk To Refresh.

Accounts with POC | Click To Refresh...
Performance

fet Back § 81288
Month To Date | -821288.
Year To Date 821288

Account Information

Credits

Sales

Paymeants
Recourses
Commissions
Other

Tatal

Debits
Purchase
Reversals
Media Expenses
Operating Costs
Commissions

Total

§ 0.00
£0.00
£ 0.00
§ 0.00
£ 0.00
§ 0.00

Miscellaneous Extra Dats |

Number of Accounts: Number of accounts imported for this portfolio.
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Original Face Value: Sum of original balance for all accounts imported for this
portfolio.

Current Face Value: Sum of current balance for all accounts imported for this
portfolio.

Account Average Balance: Average of current balance for all accounts imported for
this portfolio.

Accounts with Promises: Number of accounts imported for this portfolio that have a
pending promise to pay in Latitude, based on active promises in the table.

Accounts with PDC: Number of accounts imported for this portfolio that have a post-
dated payment in Latitude, based on active post-dated checks in the table.

Performance

Credits

Debits

Net Back: Total profit gained from the purchased portfolio, including sales and
payments received (credits and debits).

Month to Date: Total profit gained from the purchased portfolio, including sales and
payments received (credits and debits) for the current month only.

Year to Date: Total profit gained from the purchased portfolio, including sales and
payments received (credits and debits) for the current year only.

Sales: Monies obtained from the (re-)sale of accounts in the purchased portfolio.

Payments: Payments received from debtors on accounts included in the purchased
portfolio.

Recourses: Payments or credits received from the buy back of accounts originally
included in the purchased portfolio.

Commissions: Monies refunded toward commissions.
Other: Any other credits for the portfolio. See Ledger tab for details.

Total: Sum of all credits for the portfolio.

Purchase: Monies expended for the purchase of the portfolio.

Reversals: Reversed (bounced) payments received from debtors on accounts
included in the purchased portfolio.

Media Expenses: Monies expended for the purchase of media for accounts imported
as part of the purchased portfolio.

Operating Costs: Monies expended for the handling of accounts for the purchased
portfolio.

Commissions: Monies paid toward commissions for the portfolio.

Total: Sum of all debits for the portfolio.
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4. To view a graph of the performance, click the Performance Graph tab.

General-l Contract Ten'ni_' P!rﬁrmannel' Investor RO t LEI:II;lEd’] ACCounts |' Artachment
staistcs © Performance Graph-]
TOW057 56

56 T24E605

496340 29
425434 53
354528 78
28362302
2127727 \//‘\
14181151
70905 76
“"'ﬂ' -3 - - -
= o =1 = !
& g = 5 5
8 - 2 5 @
=2 = =3 = =

View Investor ROI

Use the Investor ROI tab to view a breakdown of each investor's portion within the portfolio. You can
also specify part of an investor's money as non-commissionable when you use profits from the purchase
and sale of one portfolio to purchase another portfolio.

To view investor ROI
1. Inthe Navigation Explorer pane, click Purchases.
2. Double-click a purchase name. The information appears in the Information pane.

3. Click the Investor ROI tab.

P " General ] ' Contract Terms ] Performance | " Investor ROI ] .Ledge*r] ' Accounts ] © Attachments ] Motas ] 1

ROI
Investar Breakdown -48203 615700 | for Steve Murdoch

Steve Murdach 33 | (%)
Tri —0% [ (x (& ]

®

Ja |'|1'-I| Manme

B4 79%

4. To view ROI for a specific investor, click on the investor's piece of the pie. The ROl dollar amount
and percentage of the total appear.

5. To specify part of an investor's money as non-commissionable, do the following:

1. Click the Money Bag icon.
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& FrmPortfoliolnvestor a = S |

Commissionable Investment _35000.,00

Non-Commissionable Imvestment 10,000.00

[ Save ] Cancel |

Commissionable Investment: Portion of the investment that is commissionable.
Non-Commissionable Investment: Portion of the investment that is not commissionable.

b. Specify the amounts and then click Save.
Accounts

Accounts
Use the Accounts tab to select accounts and attach them to the following portfolio types:

e Purchases

e Sales
e Samples

Select Accounts

Use the Accounts tab to select accounts and attach them to a purchased, sold, or sample portfolio. You
can run the same query or a different query multiple times to select and attach more accounts to the
same portfolio. You can review the accounts included in a portfolio, include or exclude accounts, and
export the information to a file.

To select accounts
1. Inthe Navigation Explorer pane, click Purchases, Sales, or Samples.

2. Double-click a purchase, sale, or sample name. The information appears in the Information
pane.

3. Click the Accounts tab.
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i I SaveSold % Select Accounts
" General " Contraci Terms | Accounts | Attachments | Notes | Miscellaneous Bdtra Data | Stratitude |

MPHH{D.I]I!]. i vl E . Other F 2]
Bankrupicy Chapter 7 u_ Credit BuresuReport | :i__lﬂ_lil_:qp? |
Bonkruptcy Chepter 11 [ 0 skioTrace [ swoe) |
Bankruptcy Chapter 13 0 Sale Commission (ns) i___-_ﬂﬂﬁ E
Deceased [ ] |
Media B —— ]
Application £ 100.00
Affidavits - sa0000)
Stakement £ 100.00
otver _ ss0)

4. In the toolbar, click Select Accounts. The following example is for a sale.

ggm‘"" * ¥ Exclude Duplicats Records

B AWG | I MaimumRecords [10 =
Ee- ] AWG New | o e 1|
; o 4 R 2= Nl YA Ko !

| [Met Alresdy Scid -

T

it

i
il

R R R
Pinlaiaialatatalalalalaiafalafaialaialatalatalajalafalal
Eg. 1

|
;
{

'z
g

[osee | (L Cancel 3

Note: For a sale or sample, a default condition of "Not Already Sold" appears. For a purchase, a
default condition of "Not Already Purchased" appears.

5. Do one of the following:

e To open an existing query, in the toolbar, click Open. Click the query and then click Open.

71



o N o

Portfolio Management

To modify the query, specify the columns, conditions, and order.

Click Run. The query results appear on the Results tab.
Click Save.

On the Accounts tab, modify the query as necessary and then click Run. The query results
appear on the Results tab.

To remove an account from the portfolio, click the row and then click Remove Selected
Accounts. You can select more than one account at a time.

10. Click Export to Excel.

I Note: If you grouped information in the results, remove the grouping. I

11. In the Save As dialog box, specify the location and file name and then click Save. For a sale, the

system assigns a queue level of "999" and a status of "SLD" to the accounts to flag them as sold.

Ledger Items

Ledger Items

Use the Ledger tab in the [Purchase Name] pane to track debits (expenses such as media requests,
credit reports, buybacks) and credits (sales, payments, and putbacks). The system users ledger entries to
determine the current investor ROl and create invoices for buyers, sellers, and investors.

View Ledger Items

Use the Ledger tab to view credit and debit transactions associated to a purchased portfolio.

To view ledger items

1.

2
3.
4

In the Navigation Explorer pane, click Purchases.
Double-click a purchase name. The information appears in the Information pane.
Click the Ledger tab.

To view all credit and debit transactions for the portfolio, click the All tab.

" General | Contrac Terms | Performance | InvestorRol” Ledger | Accousts | attachments | Notes | < »

" Al | Receivables Payables -

= Typ# ¢ [ntisl Purchasa (1 Bem) Credit Sum Credi 5. Dabit Sum Diebitr S821.288,91

Date Entered © Date Clear © Numbe © Credit & Debit © States & Comment © id1 =
05/ 21/ 2014 F0.00 L2889 | Tnitial purchas

Summarias for Intal Purchass
Sum Credit: §
Sum Debit: $H21.288.91

To view uncleared credit transactions for the portfolio, click the Receivables tab.
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/" General | Contract Terms | Performance | InvestorR0I,' Ledger | Accounts | Atiachments | Notes | ¢ )

Receivables | Payables -

052872084 sl $5.000.00 Pending Iniisl purchase & KILE, FICHA

6. To view uncleared debit transactions for the portfolio, click the Payables tab.

" General | Contraci Terms | Performance |  InvestorR0l, Ledger | Accounts | Atiachments | Motes | 4 »

7. To view transaction details, click the plus sign (+) next to a transaction type.

Maintain a Ledger Item
Use the Ledger tab to maintain a ledger item associated to a purchased portfolio.
To maintain a ledger item
1. Inthe Navigation Explorer pane, click Purchases.
2. Double-click a purchase name. The information appears in the Information pane.

3. Click the Ledger tab and then click the All tab.

/" General | Contract Terms | Performance | InvestorROI Ledger | Accousts | Attachments | MNotes | 4 »
ANl | Receivables [ Payables -

=l Type 1 Intisl Purchase (1 Bem) Credit Sum Credit: 5, Debit Sum Debi: S821.288.91
Date Entered © Date Clear & Numbe © Credit & Debit © States & Comment ©

Summaras for Intal Purchass
Sum Credit §

Sum Debit: $221.298.91

4. Click the plus sign (+) next to the ledger type to expand it.

5. Inthe data grid, double-click the ledger entry.
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Porticlio Code New Purchase
Ledaer Type Frial Puchase| 1!
Credit ____ ooolf
Debit 7128891 | |
Dete Entered 05212014 =l |
Diate Claarad -
Accourt Number

Status |

C . Imntial purchase amdaunt

Calete |L-l Sava. J a8 Cancel

Portfolio Code: Name of the portfolio.

Ledger Type: Name of the general ledger item.
Credit: Amount of the transaction that is a credit.
Debit: Amount of the transaction that is a debit.
Date Entered: Date you added the transaction
Date Cleared: Date you cleared the transaction.

Account Number: If the transaction is for a specific account, provide the Latitude account
number.

Status: Status of the transaction.
Comments: Comment regarding the transaction.

6. Complete the information and then click Save.

Clear Ledger Items
Use the Ledger tab to clear a ledger item associated to a purchased portfolio.
To clear a ledger item
1. Inthe Navigation Explorer pane, click Purchases.
2. Double-click a purchase name. The information appears in the Information pane.

3. Click the Ledger tab and then click the All tab.
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/" General | ContracTerms | Performance | Investorrol,’ Ledger | Accousts | Attachments | Notes | ¢ »
AN | Receivables [ Payables -

=] Type ¢ Intisl Purchase (1 Bem) Credi Sum Credit: 5, Debit Sum Debit: S821.288,%1

Date Entered +© Date Clear & Numbe © Credit & Debit & Status & Comment &
0521/ 2014 000 LR |l Initwl purchas |
Surmanes for Inkal Purchass
Sum Credit: &
Sum Debit: $521.258.91

4. Click the plus sign (+) next to the ledger type to expand it.

5. Inthe data grid, double-click the ledger entry.

[ -

Dete Entered w2 &l

Comment Imbal purchase amount

[ .ucamei

6. Inthe Date Cleared box, type or select a date and then click Save. The system removes the
ledger entry from the Receivables tab, Payables tab, or both (depending on what's applicable).

Delete a Ledger Item
Use the Ledger tab to delete a ledger item associated to a purchased portfolio.
To delete a ledger item
1. Inthe Navigation Explorer pane, click Purchases.
2. Double-click a purchase name. The information appears in the Information pane.

3. Click the Ledger tab and then click the All tab.
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/" General | Contrac Terms | Performance | Investorrol,’ Ledger | Accousts | Attachments | Notes |

Al

" Receivables | Payables

= Type : Intisl Purchase {1 hﬂ} Credit Sum Credits 5, Debit Sum Debit: S821,288,91
Date Entered +© Date Clear & Numbe © Credit & Debit & Status & Comment & id1
05/ 21/ 2014 S0.00 8712880 |l Initial purchas

Surmanes for Inkal Purchass

Sum Credit: §

Sum Debit: $821.288.91

4. Click the plus sign (+) next to the ledger type to expand it.

5. Inthe data grid, double-click the ledger entry.

Date Entered 052172014 [+]
Account Number |
Stans =
ik Initial purchase amownt.

[ .ucamei

6. Click Delete. The system deletes the ledger entry.

Purchase Ledger Entries

The following table describes the ledger entries for purchased portfolios.

Ledger Type |[Description Credit Debit
Initial Created and updated when you add accounts to a Seller Investor
Purchase purchased portfolio.

Calculation is the purchase rate times the total dollar

amount (balance) of the accounts included in the

purchased portfolio.
Purchase Created when you specify a purchase commission in the[Management|investor
Commission [contract terms. Calculation is the purchase commission

times the purchase amount.
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Sale Ledger Entries

The following table describes the ledger entries for sold portfolios.

Ledger Type |Description Credit [Debit
Sales Created and updated when you add accounts to a sold Investor [Buyer

portfolio. Calculation is the sales rate times the total dollar

amount (balance) of the accounts included in the sold

portfolio.
Sales Created when you specify a sales commission in the Investor [Buyer
Commission [contract terms of a sold portfolio. Calculation is the sales

commission times the total dollar amount (balance) of the

accounts included from the purchased portfolio.
Payment Ledger Entries
The following table describes the ledger entries for payments and reversals.
Ledger Type [Description Credit Debit
Received Created when you process a payment in Latitude or [Investor Debtor
Payment IAIM for accounts in a purchased portfolio.
Payment Created when you process a payment in Latitude for |Management|investor
Commission [accounts in a purchased portfolio with a payment

commission specified in the contract terms.

Note:The system reduces payment commissions

withheld from accounts forwarded using AIM by the

percentage that the forwarded agency withheld.
Received Created when you process a payment reversal in Debtor Investor
Reversal Latitude or AIM for accounts in a purchased portfolio.
Reversal Created when you process a payment reversal in Investor Management
Commission |Latitude for accounts in a purchased portfolio with a

payment commission specified in the contract terms.

Only where you charged the investor a commission

on the payment.
Payment After|Created when you receive a payment in Latitude for [Buyer Investor
Sale accounts in a sold portfolio. The system creates this

entry in addition to the received payment ledger
entry.
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Reversal After [Created when you process a payment reversal in Investor Buyer
Sale Latitude or AIM for accounts in a sold portfolio.

Putback (Recourse) Ledger Entries

The following table describes the ledger entries for recourses.

Ledger Type [Description Credit |Debit

Putback Created when your organization returns accounts to the  |Investor (Seller
seller. You can trigger these recourses in Latitude. The
system creates putback ledger items with an initial status
Deceased of pending. You can use the Recourse Manager tool to
review, export, process, and approve the ledger items.

Bankruptcy

Paid Prior
Client Request
Fraud

Buyback (Return) Ledger Entries

The following table describes the ledger entries for returns.

Ledger Type |Description Credit |Debit

Buyback Created when the buyer returns accounts. You can trigger [Investor [Seller
these returns in Latitude. The system adds buyback ledger
items with an initial status of pending. You can use the
Recourse Manager tool to review, export, process, and
Deceased approve the ledger items.

Buyback

Bankruptcy
Buyback

Paid Prior
Buyback

Client
Request
Buyback

Fraud
Buyback

Stratitude

Stratitude
Use the Stratitude tab to view stratification reports and charts for the following portfolio types:

e Purchases
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e Sales
e Samples

Generate a Stratification Report
Use the Stratitude tab to generate a stratification report for a purchased, sold, or sampled portfolio.
To generate a stratification report

1. Inthe Navigation Explorer pane, click Purchases, Sales, or Samples.

2. Double-click a purchase, sale, or sample name. The information appears in the Information
pane.

3. Click the Stratitude tab.

4. Hover your mouse over the Reports menu slide-in and then click a report.

/" Contract Terms | Accounts | tachments | Motes

Reports
SumEmary
Baradge Hife Waliss
Avarage Income
Balance
Credit Score
Date of Birth
Months Since Chargeaff
Menkla Singe Last Paid
Lant Paid Date Ve,
Chargealff Dabe
Chargaolf Va. Contract
Dhraging| ©reditar
Stale
Gpan Glatutes By
Avcpunts
Wetten Statutes By
Aprgounts
Ao Statotes By
Apeoainis
Time Lone
¥ edrs Befors Chgraedf
. L
Hiorm Mhoaes
Weork Fhanes
Hati g Home Aras
Codes amd States
Hgtchng Work Ares
Codes and States
Eip Cosdde

Auto Statutes by Accounts Report

The Auto Statutes by Accounts Report displays statute of limitation levels and counts by state for the
accounts in the portfolio with auto loan debt.

Average Home Value Report
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The Average Home Value Report displays the average home value for the debtors in the portfolio, based
on the most current U.S. census data for the debtors' ZIP Code. The Range column lists the home value
price ranges.

Average Income Report

The Average Income Report displays the average income for the debtors in the portfolio, based on the
most current U.S. census data for the debtor's ZIP Code. The Range column lists the income ranges.

Balance Report

The Balance Report displays stratifications and performance of the accounts in the portfolio based on
the account balance. The Range column lists the account balance ranges.

Credit Score Report

The Credit Score Report displays stratifications and performance of the accounts in the portfolio based
on the debtor's credit score. The Range column lists the credit score ranges.

Date of Birth Report

The Date of Birth Report displays stratifications and performance of the accounts in the portfolio based
on the debtor's age. The Range column lists the debtor age ranges.

Home Phones Report

The Home Phones Report displays stratifications and performance of the accounts in the portfolio based
on the status of the debtor's home phone.

Last Paid Date Vs. Chargeoff Date Report

The Last Paid Date Vs. Chargeoff Date Report displays stratifications and performance of the accounts in
the portfolio based on the number of months between the last payment and charge-off. The Range
column lists the month ranges.

Matching Home Area Codes and States Report

The Matching Home Area Codes and States Report displays stratifications and performance of the
accounts in the portfolio based on a match between the debtor's home area code and state.

Matching Work Area Codes and States Report

The Matching Work Area Codes and States Report displays stratifications and performance of the
accounts in the portfolio based on a match between the debtor's work area code and state.

Months Since Chargeoff Report

The Months Since Chargeoff Report displays stratifications and performance of the accounts in the
portfolio based on the number of months since charge-off. The Range column lists the month ranges.

Months Since Last Paid Report
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The Months Since Last Paid Report displays stratifications and performance of the accounts in the
portfolio based on the number of months since last payment. The Range column lists the month ranges.

Open Statutes by Accounts Report

The Open Statutes by Accounts Report displays statute of limitation levels and counts by state for the
accounts in the portfolio with open-ended or revolving debt.

Original Creditor Report

The Original Creditor Report displays stratifications and performance of the accounts in the portfolio
based on the original creditor.

SSN Report

The SSN Report displays stratifications and performance of the accounts in the portfolio based on the
status of the debtor's SSN.

State Report

The State Report displays stratifications and performance of the accounts in the portfolio based on the
debtor's state.

Summary Report

The Summary Report summarizes information for the accounts in a portfolio.

Time Zone Report

The Time Zone Report displays stratifications and performance of the accounts in the portfolio based on
the debtor's time zone.

Work Phones Report

The Work Phones Report displays stratifications and performance of the accounts in the portfolio based
on the status of the debtor's work phone.

Written Statutes by Accounts Report

The Written Statutes by Accounts Report displays statute of limitation levels and counts by state for the
accounts in the portfolio with written contract debt.

Years Before Chargeoff Report

The Years Before Chargeoff Report displays stratifications and performance of the accounts in the
portfolio based on the number of years before charge-off. The Range column lists the year ranges.

Zip Code Report

The Zip Code Report displays stratifications and performance of the accounts in the portfolio based on
the status of the debtor's ZIP Code.

Report Abbreviations
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Some reports contain the following abbreviations:

C/0: Charge-off Date.

DLP: Date of Last Payment.

Liq %: Percent liquidated (paid).

TOB: Time on Books. Number of days between the contract date and the charge-off date.

Wt Avg: Weighted average within the criteria (range) specified.
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Reports

Use the Reports menu to generate reports that you can use to reconcile accounting information, view
account history and transactions, view agency placements, view batch history, and view portfolio
performance.

Generate an Accounting Report

Use the Accounting window to generate an accounting report. This report allows you to review credits
and debits to reconcile accounting with buyers, sellers, and investors.

To generate an accounting report

1. Inthe menu bar, click Reports > Accounting.

Select Group | =]
From 1112172013 (=] 7o | os202m4 x| | GetEntries | | Exportto Excel |

Met | &

Drag a column header hereto group by that column. |8

2. Click the type of entity for which to generate the report (buyers, sellers, or investors).
3. Inthe Select Group list box, click the name of the entity for whom to generate the report.

4. Specify the date range for which to generate the report and then click Get Entries. Credit, debit,
and net information for the specified report criteria appear, sorted by portfolio type.
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{YBuyers {3 5zllers (8 Investors
Select Group | Firestone Management and Diversiiad V"l

e |To [grrzazons | [ GetEntries | [ Exportto Excel |

= Portiolio: 124 = Chase-8-5-04-A (8 erre )

By v Decaased {1 iem)

#| Type : Intiad Purchase {1 tem)
'# Type 1 Payment Commission (74 tems)
| Typa : Purchasa Commession (1 fam]}
& Type ; Racahosd Fa'mwnl‘.{?q- )

# Typa @ Recoursa (1 e}

i Sale Commission (2 fers)

W = Commen
Our charge

01/ 11/2005 5273 Out charge

#| Type ;: Sales (6 dens]
& Portiolc ;128 - Chase-5-2-04-A 11 Bomes)
 Portighs : 129 - Chase-6-4-04-E (13 fmms)

5. To view details, click the plus sign (+) next to an item.
6. To modify the view, see Data Grids.
7. To export the report to an Excel file, do the following:
1. Click Export to Excel.
2. Inthe Save As dialog box, type a name for the file or accept the default.

3. Click Save.

Generate a Repurchase Report

Use the Repurchase Accounts window to generate a repurchase report. This report displays accounts
that sellers repurchased from your organization, or that your organization repurchased for buyers.

To generate a repurchase report

1. Inthe menu bar, click Reports > Repurchase Report.

Bl Repurchase Accounts

(OBuyers (Sellers [ Include Cleared Entries
Select Group [ gubal Management Captal

From pimizo0e  » | To [10r32006

| Portfolis A

W
S

Type £ 7 Date Entere ¥ 7 & Date Oeare X 75 Number 75 Credit & 7 Debit i
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Click the type of entity for which to generate the report (buyers, sellers, or investors).
In the Select Group list box, click the name of the entity for whom to generate the report.

Specify the date range for which to generate the report and then click Get Entries. Credit, debit,
and net information for the specified report criteria appear, sorted by portfolio type.

To view details, click the plus sign (+) next to an item.
To modify the view, see Data Grids.
To export the report to an Excel file, do the following:
1. Click Export to Excel.
2. Inthe Save As dialog box, type a name for the file or accept the default.

3. Click Save.

Report Viewer

Report Viewer

Use the Report Viewer window to create, modify, and view reports.

Create a Report

Use the Report Editor dialog box to create a report.

To create a report

85

"Report Viewer |
I| | Pezse sebect & Repert To view,

|t
|| Details | chart | | Export To Excel

| Draga column headas

In the menu bar, click Reports > Report Viewer.

[7] Use Date Range | 95/20/2014 Ej | ko | 05f20/2014 " [ Edir ; | : New |

herata group Dy chat cofum

Click New.



5.

—General Properties

Mame i

Desesiption

Etiotlo

e u.r Pa:t; -QQL,,,- N

Cligk Test To Populats Fialds

H 5} Sarting
-4l Grouping
-5 summaries

Dl:ph:r F'J'ﬂlilﬂﬁﬁ T P T P S P P T e s T

Type a name and description for the report.

Reports

In the SQL Text box, type or paste the SQL code for creating the report and then click Test. If the
code is invalid, a message appears.

(Optional) Specify the sorting, grouping, and summaries and then click OK.

Modify a Report

Use the Report Viewer window to modify a report.

To modify a report

1.

2.

In the menu bar, click Reports > Report Viewer.

[[] Use Date Range | 95/20/201%

Deteils | Chart | |

[] to | osizuiznis =]

Drag a column heades hiers o group By that column.

In the list box, select the report to modify and then click Edit.

|

86



Portfolio Manager Printable Documentation

Report Editer
—General Properties
Mame J
Deseription

Type or Paste SQL..

Dlﬁlﬂﬂ' PIQD:I‘hﬁ T S T o e T o S T A P N e S P
Cligk Test To Populats Fialds
H 5} Sarting
-4l Grouping
-5 summaries

3. Modify the report name and description as necessary.

4. Inthe SQL Text box, modify the SQL code for creating the report and then click Test. If the code
is invalid, a message appears.

5. Modify the sorting, grouping, and summaries as necessary and then click OK.

View a Report
Use the Report Viewer window to view a report.
To view a report

1. Inthe menu bar, click Reports > Report Viewer.

[ UseasRange|asptjatss | [+] wo [osfmuzons | (] lsabillvins), fusaliotiens|

Details | Chart

Drag a column heades hiers o group By that column.

2. Inthe list box, select the report to view.
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Reports

To generate the report for a specific date range, select Use Date Range and then specify the
start and end dates.
To view report details, click the Details tab.
To view a graph of the report data, click the Chart tab.
To modify the view, see Data Grids.
To export the report to an Excel file, do the following:

1. Click Export to Excel.

2. Inthe Save As dialog box, type a name for the file or accept the default.

3. Click Save.
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Tools
Portfolio Manager contains the following tools:

e Query: Used to retrieves accounts that meet specific criteria so you can attach them to a
portfolio or export them.

e Excel Template Manager: Used to create and maintain Excel file templates so you can export
account information or create an invoice.

e Media Manager: Used to flag pending media requests for buyers and sellers as received, not
available, or sent.

e Recourse Manager: Used to approve or decline pending account recourses for buyers and
sellers.

¢ Invoices: Used to create invoices for billing buyers, sellers, and investors; and for managers to
track internal profit and loss.

e Contact Locator: Used to retrieve debt buyer contacts and export the list to an Excel file.

e Portfolio Locator: Used to retrieve portfolios and export the list to an Excel file.
Queries

Queries

A query tool is available in several areas of Portfolio Manager to allow you to retrieve accounts that
meet specific criteria. You can run a query and then view, sort, group, and summarize the query results
before implementing the query. The query tool is available to:

e Select accounts for a purchased, sold, or sample portfolio.

e Export Debt Buyer Contacts to an Excel File.

e Export Portfolios to an Excel File.

The following is an example of a query window. The Select Columns and Order sections are not available
in certain query windows.
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1. Top Toolbar: Displays the functions that are available for the query.
Data Selection pane: Displays the data available to include in the query.

Options: Displays options to apply to the query.

2
3
4. Select Columns pane: Allows you to specify the data columns to include in the query results.
5. Conditions pane: Allows you to specify the conditions for retrieving accounts.

6. Order pane: Allows you to specify the sort order for the query results.

7

Bottom Toolbar: Allows you to implement the query or close the window without saving
changes.

Query Columns

Query Columns

Use the Select Columns pane in a query window to specify the data columns to include in the query
results. The Select Columns pane contains a default set of columns.

Add a Query Column
Use the Select Columns pane in a query window to add a column to display in the query results.

To add a query column
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1. With a query window open, in the Data Selection pane, click the plus sign (+) next to a folder to
expand it.

2. Click the data item to display in a column in the query results and drag and drop it in the Select
Columns pane.

b AR AN G

[ Cusiomer Account Number
(H Account Linked?

3. Drag and drop more data items as necessary.

Modify the Query Column Order

Use the Select Columns pane in a query window to change the order in which columns of data appear in
the query results.

To modify the query column order

1. With a query window open, go to the Select Columns pane.

X 4 8= w-
R Custome

[H] Cusiomer Account Number
[H] Account Linked?

2. To move up a column in the list, click the column and then, in the toolbar, click the up arrow.

3. To move down a column in the list, click the column and then, in the toolbar, click the down
arrow.

Modify a Query Column Name

Use the Select Columns pane in a query window to modify the name of a column that appears in the
query results.

To modify a query column name
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1. With a query window open, go to the Select Columns pane.

| [sclectColmas
X & B E-

8] Customen
[H] Customer Account Number
(8] Account Linked?

2. Do one of the following:
3. Click the column and then, in the toolbar, click the Rename icon.
4. Right-click the column and then click Rename.

The query designer clears the column name and displays a blank box to allow you to modify the
name.

=
] Customer Account Number
] Account Linked?

5. Inthe box, type the new name for the column and then press Enter. The original column name
appears with the new name appended. For example, if you change the Customer column to
Client, The query designer changes the column name to Customer as Client.

Delete a Query Column

Use the Select Columns pane in a query window to delete a column from the query so that the query
designer doesn't include it in the query results.

To delete a query column

1. With a query window open, go to the Select Columns pane.

| [sclectColmas
X & B E-

8] Customen
[H] Customer Account Number
(8] Account Linked?

Do one of the following:

Click the column and then, in the toolbar, click the Delete icon.

2

3

4. Click the column and then press the Delete key.

5. Right-click the column and then click Delete. A confirmation dialog box appears.
6

Click Yes.

Assign an Aggregate Function to a Query Column

Use the Select Columns pane in a query window to assign an aggregate function to a column. When you
run the query, the query results show the aggregated values in the column instead of the actual value.
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Non-aggregated columns create the groups represented by the aggregated data. For more information
about aggregate functions, see Aggregate Functions.

To assign an aggregate function to a query column

1. With a query window open, go to the Select Columns pane.

_;]l*lh
X &P Bl&-

| Cusiomer Account Number

2] Account Linked?

2. Click the column and then, in the toolbar, click the arrow next to the Aggregate icon. A list of
functions appears.

Lig
Count
Sum
Average
Maxdmum
Minimum
Standand Deviation
Population Standard Deviation
Yarance

Population Vanance

3. Click a function. The original column name appears with the aggregate function name
appended. For example, if you selected the "average" function for the Linked Current Balance
column, the Linked Current Balance column name changes to Average of Linked Current
Balance. In the query results, the average account balance for all the linked accounts appears.

4. To delete an aggregated function, click the column name and then click the Aggregate icon.

Aggregate Functions

The following table describes the functions that are available when aggregating data. The functions
available for an item are based on the item's data type.

Function Description

Count Counts the number of records for the grouping.
Sum Totals the values within the grouping.

Average Averages the values within the grouping.
Maximum Calculates the highest value within the grouping.
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Tools

Calculates the lowest value within the grouping.

Standard Deviation

Averages the difference from the mean value of the entire set of records
included.

Population Standard
Deviation

Averages the difference from the mean value within the grouping.

\Variance

Squares the standard deviation.

Population Variance

Squares the standard deviation within the grouping.

Eliminate Duplicates

Changes the equation to add the "distinct" clause. You can use this
function with any aggregate after the initial selection.

Remove Aggregate

Deletes the aggregate function and returns the column to its literal value.

Query Conditions

Query Conditions

Use the Conditions pane in a query window to specify the criteria for data to include in the query

results.

Create a Query Condition

Use the Conditions pane in a query window to specify the criteria for the data to include in the query

results.

To create a query condition

1. With a query window open, in the Data Selection pane, click the plus sign (+) next to a folder to

expand it.

An¥.y
;

Accourt Age
. Balance
| Branch

imimim!

mAmi

| Cuestomer

1 Desk

| Queus

] Status

%7 Pocourt Linked?
{f Account Open?
%7 Active Status?
&F Archived?

%7 Charge OFf Date

mAmi

'

E-F-B-F-E-58-0-m-t

| Credit Bureau Reporting

2. Click the data item for which to set a condition and drag and drop it in the Conditions pane. A
dialog box appears, which allows you to specify the criteria. The title of the dialog box and the
information displayed depend on the condition selected.
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The following example shows the Current Balance dialog box that appears when you drag and
drop the Current Balance data item into the Conditions pane.

Cure sance a
value is [ETERC IR ~ |

Cancel |

3. Inthe 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 include in the
query results accounts with a current balance that is greater than or equal to "$2,000."

°f Conditions
X 4% LY e

Account is Not Flaced

and Current Balance is greater than or egual to 52,000.00

4. Dragand drop more data items as necessary.

Modify a Query Condition
Use the Conditions pane in a query window to modify a query condition.
To modify a query condition

1. With a query window open, go to the Conditions pane.

°f Conditions
X 4% R0 e

Account is Not Flaced

and Current Balance is greater than or equal to §2,000.00

2. Do one of the following:

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

Double-click a condition.

Right-click a condition and then click Edit.

A dialog box appears, which allows you to modify the criteria. The title of the dialog box and the
information displayed depends on the condition selected.

Cormentbolonce =
value is [ETFTEREE=""5PN v| | 2,000.00 =

coc |
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3. Inthe dialog box, modify the criteria and then click Okay. The Conditions pane reflects the
update.

Copy a Query Condition

Use the Conditions pane in a query window to copy a query condition.
To copy a query condition
1. With a query window open, go to the Conditions pane.
“¢ Conditions
X 4% 2R Y e

and Current Balance is greater than or equal to 52,000.00

2. Do one of the following:

Click the condition and then, in the toolbar, click the Copy icon.

Right-click the condition and then click Copy.

The query designer copies the condition to the Clipboard.

3. Do one of the following:

Click where you want to copy the condition and then, in the toolbar, click the Paste icon.

Right-click where you want to copy the condition and then click Paste.

The query designer pastes the condition in the specified location.

Group Query Conditions

Use the Conditions pane in a query window to separate conditions into groups when you require
complex data mining.

To group query conditions

1. With a query window open, go to the Conditions pane.
“¢ Conditions
77X 4% B20C 0D

and Current Balance is greater than or equal to §2,000.00

2. 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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e Inthe toolbar, click the Group icon.
e Right-click the selected conditions and then click Group.

The query designer groups the selected conditions and identifies the beginning and ending of the
group.

P 4 2D @@

Begin Group #1 (
Contract Date is equal to Thursday, February 07, 2013
or Desk is "Collector 1 Degk”

) End Group #1

and Account is the parert link with other accounts

Continue grouping conditions as necessary. The following example shows a complex grouping of
conditions.

74 48 R AE N AL X

and Begin Group 21 (
Begin Group #2 [

Customer is "Customer Ona"
and Current Balance is greater than §50.00

) End Group #2

or Begin Group #3 (
Current Balance is greater than $100.00
and Customer is "Customer Twa™

) End Group #3

) End Group #1

Modify the Query Condition Order

Use the Conditions pane in a query window to modify the order in which to evaluate conditions.

To modify the query condition order

1. With a query window open, go to the conditions pane.

X 2% R0 OD

Account is Not Flaced

and Current Balance is greater than or egual to §2,000.00

To move up a condition in the list, click the condition and then, in the toolbar, click the up
arrow.

To move down a condition in the list, click the condition and then, in the toolbar, click the down
arrow.
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Set a Query Condition to Optional or Required

Use the Conditions pane in a query window to set a query condition to optional or required 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 more information, see Boolean Operators.

To set a query condition to optional or required
1. With a query window open, go to the Conditions pane.
“r Conditions
7X 23 BBV ®®

and Current Balance is greater than or equal to 52 000.00

2. To change the query so that only one condition has to be true for an account to appear in the
query results, do one of the following:

e Click the second condition and then, in the toolbar, click the OR icon.
e Right-click the second condition and then click Set Condition Optional.
The condition changes from "and" to "or."

3. To change the query to require both conditions for an account to appear in the query results, do
one of the following:

e Click the second condition and then, in the toolbar, click the AND icon.
e Right-click the second condition and then click Set Condition Required.

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

Delete a Query Condition
Use the Conditions pane in a query window to delete a condition from a query.
To delete a query condition
1. With a query window open, go to the Conditions pane.
¢ Conditions
A XYY
and Current Balance is greater than or sgual to $2,000.00
2. Do one of the following:
1. Click the condition and then, in the toolbar, click the Delete icon.

2. Click the condition and then press the Delete key.
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3. Right-click the condition and then click Delete.
A confirmation dialog box appears.

3. Click Yes.

Boolean Operators

Boolean operators allow you to set a query condition to optional or required.
AND condition

The AND condition sets a condition to required.

In the following example, both conditions must be true for an account to appear in the query results. So,
if an account contract date is "February 7, 2013" and the Desk is "Collect 1 Desk," the query results
include the account. If an account contract date is "February 7, 2013" but the Desk is not "Collect 1
Desk," the query results don't include the account. If an account contract date is not "February 7, 2013"
but the Desk is "Collect 1 Desk," the query results don't include the account.

*r Conditions ]
Z R LIEYTICEYY

Contract Date is equal to Thursday, February 07, 2013 -

and Deskis "Collectar 1 Desk”

OR condition
The OR condition sets a condition to optional.

In the following example, if an account contract date is "February 7, 2013" but the Desk is not "Collect 1
Desk," the query results include the account. If an account contract date is not "February 7, 2013" but
the Desk is "Collect 1 Desk," the query results include the account. If an account contract date is
"February 7, 2013" and the Desk is "Collect 1 Desk," the query results include the account. If an account
contract date is not "February 7, 2013" or the Desk is not "Collect 1 Desk," the query results don't
include the account.

*r Conditions ]
7¥ 49 R2n ¢ e

Contract Date Is equal to Thursday, February 07, 2013
ar Desk iz "Collector 1 Desk”

Query Condition Types

You use query conditions when creating and running queries. For each condition you select for your
query, you specify the criteria to use to evaluate accounts. The criteria available is based on the
condition type.

Each condition is one of the following types:

e Dates

e Single option
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e Multiple option

Dates

Date conditions allow you to query accounts based on a specific date, date range, any date or blank
date, or relative date. When you select a date condition, a dialog box displays to allow you to specify the
date criteria. The criteria available depends on the value you select in the Value is list box, and whether
you select the Relative check box.

Specific date

Use one of the following comparisons to evaluate accounts based on a specific date:

Value is Description
Equal To Retrieves accounts where the date matches a specific date.
Not Equal To Retrieves accounts where the date does not match a specific date.

Later Than or Equal To [Retrieves accounts where the date matches or comes after a specific date.

Earlier Than or Equal To [Retrieves accounts where the date matches or comes before a specific date.

Later Than Retrieves accounts where the date comes after a specific date.

Earlier Than Retrieves accounts where the date comes before a specific date.

In the following example, the system retrieves accounts where the Closed Date is 01/01/2012.

Closed Date E|
Valueis |Egual To 'l ™ Relative 1j 12012 '|
Date range

Use one of the following comparisons to evaluate accounts based on a date range:

Value is Description

Between Retrieves accounts where the date falls between two specific dates.

Not Between [Retrieves accounts where the date comes before a specific start date or after a specific
end date, but not between the two dates.

In the following example, the system retrieves accounts where the Closed Date falls on or between
01/01/2012 and 02/01/2012.

100



Portfolio Manager Printable Documentation

Closed Date

Valueis [Between | [ relative | 1 12012

and

[ Relative | 2/ 12012

&l
=
=l

Any date or blank date

Use one of the following comparisons to evaluate accounts based on whether a date is blank or contains
any value:

Value is Description
No Value Retrieves accounts where the date is blank.
Any Value Retrieves accounts where the date is any date or blank.

In the following example, the system retrieves accounts where the Closed Date is blank (doesn't contain
avalue).

Closed Date a

valueis | EXETNNNG_— ~ |

Cancel Olay

Relative date

Use the relative date option to evaluate accounts based on the relation of a date to the current date.
You specify a comparison and the criteria to use to calculate the relative date. The criteria are the
number of days, months or years from the current date, and whether to add or subtract that number
from the current date.

Use one of the following comparisons to evaluate accounts based on the calculated relative date:

Value is Description
Equal To Retrieves accounts where the date matches the relative date.
Not Equal To Retrieves accounts where the date does not match the relative date.

Later Than or Equal To [Retrieves accounts where the date matches or comes after the relative date.

Earlier Than or Equal To [Retrieves accounts where the date matches or comes before the relative date.

Later Than Retrieves accounts where the date comes after the relative date.
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Earlier Than Retrieves accounts where the date comes before the relative date.

In the following example, the system retrieves accounts where the Closed Date is two days before the
current date.

Closed Date . N

value is [Eq.leiTn ﬂ [v melative | 2 :”days ﬂlagu j

Cancel Okay

Single option

Single option conditions allow you to retrieve accounts that match a single option in a group of options.
In the following example, the system retrieves accounts that are the parent link to other accounts.

Account Linked?

I5 this account linked to other accounts?

% Account is the parent link with other accounts

™ Account Iz a child link with other accounts

n

" Account is not linked to other accounts

™ Account has not been tested for links

| =

i

Multiple option

Multiple option conditions allow you to retrieve accounts that match one or more options in a group of
options. In the following example, the system retrieves accounts assigned to the POD desk and accounts
assigned to the POOL desk.

Desk =

= value is one of the following:

" Walue is not one of the following:

| Filter
Code Description Desk Type | Branch M
D FEE FEE DESK Administrator Q0000

O ugum LIGUID LAT ACCTS Administrator 00000

D HEW MEW BUSINESS INVENTORY Inventory i i)

[4 =00 POD COLLECTOR, COLLECTOR - 0ODD0

POOL POOL DESK COLLECTOR. QD000

D REC RECETVER. DESK COUECTOR 00001 =
O §i1] COLLECTOR 00000

D WEST WESTSIDE DESK Collector 00001 “

e
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Query Order

Query Order

Use the Order pane in a query window to specify the sort order for the data returned in the query
results. For example, if the Order pane includes desk and customer, the system sorts the query results
first by desk and then by customer within the desk.

Specify the Query Sort Order
Use the Order pane in a query window to specify the sort order for the query results.

To specify the query sort order

1. With a query window open, in the Data Selection pane, click the plus sign (+) next to a folder to
expand it.

-] Accounts

m-[L] Accourt Age
1':,! Balance
4 Branch
‘___. Credit Bureau Reporting
] Cuestomer
1'::! Dask
A Queue
L‘. Status
%Y Account Linked?
f_r‘-' Account Open'?
%7 Active Stabus?
&F Archived?
%7 Charge OFf Date

2. Click the data item to use to sort the query results and drag and drop it into the Order pane.

3

B-H-m-F-E-E-E

7, Order
X & 91

Note: If there is a Select Columns pane, you can sort by aggregate data by dragging the
aggregated column from the Select Columns pane and dropping it into the Order pane. For
more information about aggregating data, see Assign an Aggregate Function to a Query
Column.

3. Drag and drop more data items as necessary.

Modify the Sort Order
Use the Order pane in a query window to modify the sort order for the query results.
To modify the sort order

1. With a query window open, go to the Order pane.
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P B X 28 FR 5

2. To move up a data item in the list, click the data item and then, in the toolbar, click the up
arrow.

3. To move down a data item in the list, click the data item and then, in the toolbar, click the down
arrow.

Set the Sort Order to Ascending

Use the Order pane in a query window to set the sort order for a data item to ascending order

To set the sort order to ascending

1. With a query window open, go to the Order pane.

(7] Ovder
X &3 i
i

2. Do one of the following:

Click the data item and then, in the toolbar, click the Ascending icon.
e Right-click the data item and then click Set Ascending Order.

Set the Sort Order to Descending

Use the Order pane in a query window to set the sort order for a data item to descending order
To set the sort order to descending

1. With a query window open, go to the Order pane.
|| Order
2. Do one of the following:

e Click the data item and then, in the toolbar, click the Descending icon.

Right-click the data item and then click Set Descending Order.

Delete a Data Item From the Sort

Use the Order pane in a query window to delete a data item from the query results sort order

To delete a data item from the sort

1. With a query window open, go to the Order pane.
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(7] Ovder
} 4B R AR PR &

2. Do one of the following:

Click the data item and then, in the toolbar, click the Delete icon.

Click the data item and then press the Delete key.

Right-click the data item and then click Delete.
A confirmation dialog box appears.

3. Click Yes.
Query Results

Query Results

Use the Results tab in a query window to view the results of a query, and modify the view.

Run a Query
Use the Results tab in a query window to view the results of a query.
To run a query

1. Open a query window. The following example is for the Select Portfolios query window.
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P o | Gl [ (B P

m'gﬁ""‘ * W Exclude Duplicate Fecords
&6 G e B PY
&l Champion Challenger :
£ ] 1 I." -
G oo T EE
& [ Consobdation New || | 1] Pordolicid =
g--:ﬂ!m [ Code ¥ |
Forwardng [H] Descripion

[0 Dt Purchasing 41 -
3 €] D " sndiine ]
z.gm X BBV e®

" Dishers e new conddons o s 5 &
@--ﬂ Drag and drop vy sorisce

B[] Eady Stage Data

- Francial |

@[] Lattude Fusion

@17 Letters £

& @ LowTee Ceser -
@[] MiscEstra

&0 Money Buckets X eI 12N

g:[ﬂj Patierd Infomation Livag and drop péw columng ol ifes surce -
@11 Phones_Master

@[]l PotlohoContacts

- [[] Portfokos - -
__ Etofres Ltmed )y

2. To count the number of records that match the criteria, do the following:

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

0 Specified criteria returns 3 records affecting 0 individual accounts.

[ ]

b. Click OK.

3. Torun the query, in the toolbar, click Run. The query results appear on the Results tab.
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Salact Portfolios

DOrag a column header here to group by that column,

Portfoliold X+ Code EvVe Descripion Z7e| ContractDate X 78| Amount 78 OriginalFace
05192014 821288.9100 8212889100

DE/21/2014
Mew Sample 05/212014

Arrange Column Headings
You can change the order in which columns appear in a data grid.
To arrange column headings

1. Click a column heading and drag it to the new location.

Dragacolemn header hereto graup by that column.

number ETVE link T70 desk TV Name XVO Streetl E V4 Strest2 TVE 3
1003 4 0000000 SEVERING, EVA | PO BOI 58 ALLEMTOWM PA 18308 EX
1013 000000 THOMPSOMN, PaM | 133 LATHAM 5T ALLENTCWM BA 18101 Ex:E
1008 0000000 DUGAN, GEORGE | 13 E COLUMBIA &V ALLENTOWN PA 18101 [ |
1002 0000000 BROOKS, SCOTT | 1305 5STH ST ALLEMTCWM PA 18301 nc-""
1033 000000 VALORE, ANTHO | PO BN 13 ALLENTCWM BA 18304 EX
1034 0000 MOORE. RHONDA | 2 209 4 PARK AVE ALLENTOWN B 18101 Ex
1050 000000 MARTINE, WILLL | Y304 E SAHUARD PHILADELPHIA | PA 19343 Ex
1071 000000 BARNES, LINDA 3| PO BOC 28 STAR R PHILADELPHIA | PA 19143 Ex
1080 000000 SERGAMOV, ALEX| 7725 SUMMERDAL PHILADELPHIA | P& 19143 [=5
e Q000000 WERMICK, PHILLT| 1700 GRANT AVE PHILADELPHIA | P& 19343 Ex

2. When two red arrows appear in the location where you want to place the column, release your
mouse button.

Dirag a column header here to group by that column

Number AXT&| Desk Evw

1003 DD0O000 SEVERING, EVA HPA
1004 0000000 ZELLERS Jr. LES
1005 DO0O000 VWIESEN. ROY Fa

Pin a Column

You can pin a column in a data grid so that it remains stationary when you scroll horizontally.

107



To pin a column

1. Inthe column heading, click the Pushpin
column.

Dragacolemn header hereta group by that colu

number LEVE nk E7VE desk EVE Name ETE

Tools

icon. The pushpin points down to indicate a pinned

Streetl £ 74 Street2

EVHE Oty ETS State

Eva

PR

112 GARFIELD AVE
003 4 [Leaivi] SEVERING, EVA | PO BOX 55 ALLENTOWM PA 18301
w03 Q00000 THOMPEON, PAM| 137 LATHAM 5T ALLEMTOWM P& 1810
et G000000 CUGAN, BEORGE | 13 E COLUMBIA AV ALLENTOWN BA 18101
002 a000000 BROOKS, SCOTT | 1305 S9TH ST ALL ENTOWM PA 18300
033 Q000000 WALORE, ANTHO | PO BOK 13 ALLENTOAWM PA 18304
034 [l MOORE, AHONDA | 2 208 A PARK AVE ALLEMTOWN B& 18101
e ) 0000000 MARTINE, WILLE | 3908 E SAHUARD PHILADELFHIA | P& 19143
ieri Q000000 BARNES, LINDA J| PO BOK 28 STAR R PHILADELPHIA | PA 19143
1080 Q000000 SERGANOV, ALEX | 7728 SUMMERDAL PHILADELPHIA | PA 19343
081 0000000 WERNICK, PHILLT | 1700 GRANT AVE PHILADELPHIE | B 19143

sipipiminipiplela gip

2. Scroll horizontally in either direction and the pinned column remains stationary.

Sort Data
You can sort the data in a data grid.

To sort data

1. Click a column heading. An arrow that points upward appears next to the column heading to
indicate that the system sorted the column in ascending order.

Diagacolsmn header hereto group by that co

number 5V link

2 Streetl % V4H Street?

EVHE Oty ETS State

Toa

=

112 GARFIELD AVE
003 4 [Leaivi] SEVERING, EVA | PO BOX 55 ALLENTOWM PA 18301
w03 Q00000 THOMPEON, PAM| 137 LATHAM 5T ALLEMTOWM P& 1810
et G000000 CUGAN, BEORGE | 13 E COLUMBIA AV ALLENTOWN BA 18101
002 a000000 BROOKS, SCOTT | 1305 S9TH ST ALL ENTOWM PA 18300
033 Q000000 WALORE, ANTHO | PO BOX 13 ALLENTOAWM PA 18304
034 [l MOORE, AHONDA | 2 208 A PARK AVE ALLEMTOWN B& 18101
L 0000000 MARTINE, WILLE | 3908 E SAHUARD PHILADELPHIE | PA 19143
ieri Q000000 BARNES, LINDA J| PO BOK 28 STAR R PHILADELPHIA | PA 19143
1000 Q000000 SERSANOV, ALEX | 7725 SUMMERDAL PHILADELPHIA | PA 19343
081 0000000 WERNICK, PHILLT | 1700 GRANT AVE PHILADELPHIE | B 19143

gigipiminieialele2ig

2. To sort the column in descending order, click the column heading again. The arrow points

downward to indicate that the system sorted the column in descending order.

Group Data

You can group data in a data grid. You can create a single grouping or tiered groupings.

To group data

1. Click a column heading, drag it into the space above the column headings, and drop it. The

system groups the data on the specified column. The following example shows data grouped by

customer.
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Customer &

[+ i = OO - UG TN ? | b BB
(%] Custoener : 0000001 - CUSTOMER ONE (63 iberrs)
[# Custorner ; DOODOOZ ~ CUSTOMER TWO (2 fems)
[E Custorner : 0000003 - POD CUSTOMER (2 ters)
(¥ Customer @ 0000004 - CLUSTOMER THREE (7 tems)
[F Customer : 0000002 - THIRD CUSTOMER (1 kem)
(& Customer : 0000010 - DISNEY CUSTOMER (5 kems)
(& Custoener : Q000011 -~ ABC Cusbomers (1 fam)

2. To view the accounts in a group, click the plus sign (+) next to the group to expand it.
3. To add a group within a group, do the following:
1. Click the plus sign (+) next to the group to expand it.

2. Click a column heading, drag it into the space above the column headings, and drop it.

Customer 4

Customer Account Number &

Customer : DI00001 - CUSTOMER ONE (53 iterrs)

1 DOOODOZ - CUSTOMER TWO (2 bems)
Custormer : 0000003 - POD CUSTOMER (2 fiems)
Customer : DO00004 - CUSTOMER THREE [7 iterms)
Customar : 0000002 - THIRD CUSTOMER (1 itam)

: DDOOD10 - DISNEY CUSTOMER (5 items))
Customer ; 0000011 - ABC Customer (1 #emn)

A ® E[E
g

B E O E
£
:

4. Click the plus sign (+) next to the group to expand it.

Customer &

Customer Account Number &

(= Custorner : 0000000 - DEFALLT CUSTOMER. (6 Rers]

auie bl AL T USRI

Original Balance v+ Current Balance } V&

1+ Custormer Account Number : 362025852380301 (1 item)
[# Customer Account Number : 3655203188457 (1 #em)
[# Customes Account Number : 451021360245 (1 item)
(¥ Customer Account Mumber : 965451545201 (1 item)
[# Customer Account Mumber » 9886712101545 (1 tem)

[# Customes : 0000001 - CLISTOMER ONE (63 #tems)

& Customner : 0000002 - CUSTOMER TWO (2 items)

[# Customer : 000003 - POD CUSTOMER (2 tems)

[# Customer : 0000004 - CUSTOMER THREE (7 tems)

H Customes : 0000009 - THIRD CUSTOMER {1 item)

[# Customer : 0000010 - DISNEY CUSTOMER (5 tems)

[# Customes : 0000011 - ABC Customes {1 item)

5. To change the sort for a group, click the group heading.

6. To delete a group, click the group heading and drag and drop it back into the query results
space.
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Summarize Data
You can summarize data in a data grid.
To summarize data

1. Inthe column heading, click the Sigma icon.

Dragacolumn header hereta group by that colus

number ET2 knk E70 desk TVE Name ETE Streetl X7 Street2 E78 Eva

003 4 Q00000 SEVERING, EVA | PO BOX 55 ALLENTOWM PA 18i0d
i) [l THOMPEON, PAM| 137 LATHAM 5T ALLENTOWM BA 181
iy a000000 CUGAN, DEORGE | 13 E COLUMBIA AV ALLENTOWM PA 18101

plvied C000000 BROOKS, SCOTT | 1305 55TH ST ALLENTOAWM PA L5001
033 Q000000 WALORE, ANTHO | PO BOX 13 ALLENTCWN BA 18304
1034 fidiiiii] MOORE. RHONDA 2 209 4 RARK AVE ALLENTCAVN B 18101
e 0000000 MARTINE, WILLL | 3304 E SAHUARD PHILADELPHIA | PA 19143
i Q000000 BARNES, LINDA J| PO BOK 28 STAR R PHILADELPHIA | PA 19143

1080 0000000 SERGANOV, ALEX| 7725 SUMMERDAL PHILADELRPHIA FA 19143
e X0 WERHICK, PHILLT | 1700 GRANT AVE PHILADELPHIE | BA 19143

elelelelelelelelaloin

The Select Summaries dialog box appears. The options available are based on the item's data
type.

2. Select the calculations to perform on the data and then click OK. The result appears in the last
row of the data grid. If you grouped data, the system calculates the data for each group and
displays the results in the last row for each group.

F| Customer E7&| SSN X7 Balance (P+l) Ev=| Balance (P) E78 Quese ET+

0000010 15000000 1500.0000 5
0000010 1025.0000 1000.0000 (H L]
0000010 3988777 26000,0000 250000000 s
0000010 F9I08ETTT 52000.0000 S0000.0000 s
0000010 124588812 15000.0000 15000 0000 &5
0000010 TaS787RST 15000.0000 150000000 117
0000010 £55555555 5010.0000 5000.0000 1
00000 2020.0000 1000.0000 (H L]

Grand Surmmanes

[Awverage = 1527.71654.. |

Export Data

In some cases, you can export data in a data grid.
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To export data

1. Click Export to Excel. The Save As dialog box appears.

Number of Accounts 1 Average Balance of Accounts — 2140920
Total Sum of Balance 23550121

Jrag a column header here to gro by that column

Number ETa Desk EvVa MName EVe| State EVe| Zipeode ETa Mail Returned EVa  Account Number ETa  User Date 1

THOMPSON, PA N 7738153720018
1032 0000000 BROOKS. SCOT | PA 18101 L] T78181054584
1013 0000000 WALORE, ANTH | P4 18101 N TTA13107608T
1054 0000000 MOORE, RHOND | P& 18101 N TTI8120887757
1098 0000000 GELFAM, CARL | PA 19143 N DO000000093448132
1114 0000000 SMITLEY.HEREB | PA 15143 N T51401435453106
N2 0000000 EIGHMY. LELAN | P& 18015 N 00050002
1528 0000000 Micks, Sevie N BETE
1529 0000000 Jagger, Mick N 124
1530 0000000 Smith, Jerry N 551951
1531 0000000 Smith, Jeary Fl 2224 N 158158

2. Inthe File name box, type a name for the file and then click Save.

Filter Data
You can filter data in a data grid.
To filter data
1. Inthe column to filter, click the Funnel icon. A list of options for the specified column appears.

& Customer EvVa SSN EF

999588777
124588812
| 78978797

(All): If selected, the system didn't filter the results.
(Custom): If selected, allows you to set custom filtering conditions.

(Blanks): If selected, the system limits the results to accounts with a blank or null value in the
specified column.

(NonBlanks): If selected, the system limits the results to accounts that don't have a blank or null
value in the specified column.

2. Click any value other than (Custom). The list closes and the data grid only includes the records
that match the specified filter.

3. To set custom filter criteria, do the steps to Set Custom Filter Criteria.
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Tools

Use the Enter Filter Criteria for... dialog box to specify selection criteria for any column in a data grid.
You can combine selection criteria (or conditions) to create more complex filters. The full name of the
dialog box is based on the column you are filtering.

To set custom filter criteria

1. Inthe column heading of the column to filter, click the Funnel icon. A list of options for the
specified column appears.

| (AN
(Custom)
(Blanks)
[NonElanks)
0000000
000000
0000002
0000003

T T

L
EEr
| 124588812
[ 789787897

2. Click (Custom). The Enter Filter Criteria for... dialog box appears. The following example shows

the dialog box for the Customer column.

o
f'"

Add & condition

Cancel

o5 Enter filter criteria for Cus'u:mter‘

Operand

=

Operand

e

3. Inthe first Operand list box, click an operator. For more information, see Custom Filter

Operators.

-

A

4. Inthe Operand list box, click or type an operand. In the previous example, the operator is "=
Equals" and the operand is "0000001 - CUSTOMER ONE." The condition appears in the lower
portion of the dialog box.

5. To add conditions, click Add a condition. A blank row appears.

6. To delete a condition, click the condition and then click Delete Condition.

7. If you set multiple conditions, do one of the following:
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e To set the filter so that all the conditions must be true for a record to appear in the data grid,
click And conditions. For example, customer does not equal "0000001 - CUSTOMER ONE" and
customer does not equal "0000002 - CUSTOMER TWO" means that you want to see accounts for
all customers except Customer One and Customer Two.

e To set the filter so that only one condition must be true for a record to appear in the data grid,
click Or conditions. For example, customer equals "0000001 - CUSTOMER ONE" or customer
equals "0000002 - CUSTOMER TWO" means that you only want to see accounts for Customer
One or Customer Two.

8. When finished creating the custom filter, click OK.

Custom Filter Operations

The following table describes the operators that are available when setting custom filter criteria for a
data grid. The operators available for a data item are based on the item's data type.

Operator Description

Equals Retrieves accounts where the data matches the specified value.

Does not equal Retrieves accounts where the data does not match the specified value.
Less than Retrieves accounts where the data is less than the specified value.

This operator is for date and numeric data types only.

Less than or equal To [Retrieves accounts where the data is less than or equal to the specified value.

This operator is for date and numeric data types only.

Greater than Retrieves accounts where the data is greater than the specified value.

This operator is for date and numeric data types only.

Greater than or equal [Retrieves accounts where the data is greater than the specified value.

To
This operator is for date and numeric data types only.

Like Retrieves accounts where data matches the specified pattern.

This operator is for alphanumeric data types only.

Matches Regular Retrieves accounts where the system stores data in the specified format.

Expression . . .
P This operator is for alphanumeric data types only.

N[A-Z] finds all values in uppercase character format only.
" a-z] finds all values in lowercase character format only.

A [0-9] finds all values in numeric format only.
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N[A-Za-z] finds all values in mixed case character format.
N[A-Za-z] finds all values in mixed case character format.
A[A0-9]+S finds all values with a numeric format and dollar sign.

N[A-Za-z0-9] [A-Za-z0-9 _]*S finds all values of mixed case and currency.

Starts with Retrieves accounts where data starts with the specified character or characters.
This operator is for alphanumeric data types only.

Contains Retrieves accounts where the data contains the specified character or characters.
This operator is for alphanumeric data types only.

Ends with Retrieves accounts where the data ends with the specified character or

characters.

This operator is for alphanumeric data types only.

Does not start with

Retrieves accounts where the data does not start with the specified character or
characters.

This operator is for alphanumeric data types only.

Does not contain

Retrieves accounts where the data does not contain the specified character or
characters.

This operator is for alphanumeric data types only.

Does not end with

Retrieves accounts where the data does not end with the specified character or
characters.

This operator is for alphanumeric data types only.

Does not match

Retrieves accounts where the data does not match the specified character or
characters.

This operator is for alphanumeric data types only.

Not like

Retrieves accounts where the data is not like the specified pattern.

This operator is for alphanumeric data types only.

Excel Template Manager

Excel Template Manager

Use the Excel Template Manager tool to create and maintain Excel files as templates for exporting
account information (such as media requests and putbacks) and creating invoices. These templates
populate the header information when exporting files.
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Add an Excel Template

Use the Excel Template Manager window to add an existing Excel template. For template examples,
contact Latitude by Genesys Support.

To add an Excel template

1. Inthe menu bar, click Tools > Excel Template Manager.

Excel Template Manager =

| L4 Add ) Delete

Template 2

2. Inthe toolbar, click Add.

(4 Add ) Delete
= [ {Excel Templates: N
Templats 1 | |
Template 2 Description

FileName
Detanls
%] Load G, View

H Sze S Concel

3. Type a name and description for the template and then click Load.

4. Click the template file name and then click Open. The system populates the File Name and
Details boxes.

5. Click Save. The system adds the template to the Navigation pane.
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Modify an Excel Template
Use the Excel Template Manager window to modify an Excel template.
To modify an Excel template

1. Inthe menu bar, click Tools > Excel Template Manager.

Excel Template Manager =

| L4 Add ] Delete

Template 2

2. Inthe Navigation pane, click the template.

£l ] Excel Templates
oo |

Temglate 2 Description (Template deacnption

FilsName | Goal_\Workshees_20140424 - Copy ds
Details £.37230625 Kb
Wi Load G View

I Seve B Cancel

3. Modify the template name and description as necessary.
4. To select a different template, or load an updated version of the template, do the following:
1. Click Load.

2. Click the template file name and then click Open. The system populates the File Name
and Details boxes.
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5. Click Save.

Delete an Excel Template
Use the Excel Template Manager window to delete an Excel template.
To delete an Excel template

1. Inthe menu bar, click Tools > Excel Template Manager.

Excel Template Manager @

Templata 1
Template 2

2. Inthe Navigation pane, click the template.
3. Inthe toolbar, click Delete.

4. In the confirmation dialog box, click Yes.
Media Manager

Media Manager

Use the Media Manager tool to view pending media requests for buyers and sellers, then flag them as
received, not available, or sent. Media consists of paper and electronic documents that support the debt
(for example, original application, payment history, signed contract).

Flag Media as Received
Use the Media Manager window to indicate that the buyer received the purchased media.
To flag media as received

1. Inthe menu bar, click Tools > Media Manager.
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Specify the date range for the media to display.
Click Media (for pre-sale media) or Media After Sale (for post-sale media).

To modify the view, see Data Grids.

LA

Click each row of media to flag as received and then click Mark as Received. The system moves
the media from the Pending tab to the Received tab.

Tip: To select multiple sequential rows, press and hold the Shift key and click the first and last
sequential row. To select multiple non-sequential rows, press and hold the Ctrl key and click
each individual row.

Flag Media as Not Available
Use the Media Manager window to indicate that the media the buyer purchased is not available.
To flag media as not available

1. Inthe menu bar, click Tools > Media Manager.
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Diate Range

WIS []and|0anaams Mark as fioceved  Mark bt Not Avalable

_ Pendig | Requested | Received | motavalable

Specify the date range for the media to display.
Click Media (for pre-sale media) or Media After Sale (for post-sale media).

To modify the view, see Data Grids.

LA

Click each row of media to flag as unavailable and then click Mark as Not Available. The system
moves the media from the Pending tab to the Not Available tab.

Tip: To select multiple sequential rows, press and hold the Shift key and click the first and last
sequential row. To select multiple non-sequential rows, press and hold the Ctrl key and click
each individual row.

Flag Media as Sent

Use the Media Manager window to indicate that the seller sent the "post-sale" media to the buyer.
To flag media as sent

1. Inthe menu bar, click Tools > Media Manager.
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Specify the date range for the media to display.
Click Media After Sale.

To modify the view, see Data Grids.

LA

Click each row of media to flag as sent and then click Mark as Sent. The system moves the
media from the Pending tab to the Sent tab.

Tip: To select multiple sequential rows, press and hold the Shift key and click the first and last
sequential row. To select multiple non-sequential rows, press and hold the Ctrl key and click
each individual row.

Export Media to an Excel File

Use the Media Manager window to export purchased media to an Excel file. You can use the file to
manage media transactions with sellers and buyers.

To export media to an Excel file

1. Inthe menu bar, click Tools > Media Manager.
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Diate Fange
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! *Pending | Requested | Received | Motdvalable |

TE Amoust EVE Comments

Specify the date range for the media to display.

Click Media (for pre-sale media) or Media After Sale (for post-sale media).
Click the Pending, Requested, Received, Not Available, or Declined tab.
To modify the view, see Data Grids.

Click Export.

In the Save As dialog box, type a name for the file or accept the default.

©® N o v A~ W N

Click Save.
Recourse Manager

Recourse Manager

Use the Recourse Manager tool to view pending account recourse requests for buyers and sellers, and
then approve or decline them. There are two types of recourses for accounts:

e Putbacks: Accounts that your organization returns to the seller.

e Buybacks: Accounts that the buyer returns to your organization.

Approve Account Recourses

Use the Recourse Manager window to approve pending account recourses. All recourse ledger entries
(putbacks and buybacks) have an initial status of pending. Only approved recourses appear on invoices.

To approve account recourses
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1. Inthe menu bar, click Tools > Recourse Manager.

Darte Ramge
03¥3E  [vled 0132012 Getbrmiss (% Buyers L Sallers

T Humber T TS Actownt Nusmber 70 Deblerfame L7E S5H T78 Amount T T

2. Specify the date range for the recourses to display.

3. Click Buyers (for buybacks) or Sellers (for putbacks) and then click Get Entries.

Pending Approved Ciedined

Drag a column header here to group by that column.

Code ET'LE Mam E'T-'U Type E B Num ET"-‘ Account M ET'\J

Herman Asset | Deceased Buy| 924151 AR5 1300512084

4. To modify the view, see Data Grids.

5. Click each row of recourses to approve and then click Approve. The system moves the recourses
from the Pending tab to the Approved tab.

Tip: To select multiple sequential rows, press and hold the Shift key and click the first and last
sequential row. To select multiple non-sequential rows, press and hold the Ctrl key and click
each individual row.

Decline Account Recourses

Use the Recourse Manager window to decline pending account recourses. All recourse ledger entries
(putbacks and buybacks) have an initial status of pending. Only approved recourses appear on invoices.

To decline account recourses

1. Inthe menu bar, click Tools > Recourse Manager.
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2. Specify the date range for the recourses to display.

3. Click Buyers (for buybacks) or Sellers (for putbacks) and then click Get Entries.

Drag a column header here to group by that column.

Code ET'LE Mam E'T-'U Type E B Num ET"-‘ Account M ET'\J

4. To modify the view, see Data Grids.

5. Click each row of recourses to decline and then click Decline. The system moves the recourses
from the Pending tab to the Declined tab.

Tip: To select multiple sequential rows, press and hold the Shift key and click the first and last
sequential row. To select multiple non-sequential rows, press and hold the Ctrl key and click
each individual row.

Export Account Recourses to an Excel File

Use the Recourse Manager window to export account recourses to an Excel file. You can use the file to
manage recourse transactions with sellers and buyers.

To export account recourses to an Excel file

1. Inthe menu bar, click Tools > Recourse Manager.
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2. Specify the date range for the recourses to display.
3. Click Buyers (for buybacks) or Sellers (for putbacks) and then click Get Entries.
4. Click the Pending, Requested, Approved, or Declined tab.
5. To modify the view, see Data Grids.
6. Click Export.
7. Inthe Save As dialog box, type a name for the file or accept the default.
8. Click Save.
Invoices
Invoices

Use the Invoices tool to create invoices for billing buyers, sellers, and investors. You can also create
invoices for managers to track internal profit and loss. Invoices include specified ledger entries that the
system creates as a result of a process (for example, purchase, sale, media request, buyback, putback),
or that your organization added manually. When you receive payment against an invoice, you can clear
the ledger transaction.

Create an Invoice

Use the Create Invoice tab on the Invoices window to create an invoice. The Invoices tool requires an
Excel template to create an invoice. For more information, see Configure General System Options.

To create an invoice

1. Inthe menu bar, click Tools > Invoices.
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2.

In the toolbar, click Create.

0 Grete 4 ity

7 Creste lavoice | - x|
Imvoice Date 05212014 *  Preview
E..m.h e e e e e e
| 4 All Unimvoiced Activity
| Activity Between i
(tsauas - gend [052U20ME ] |

/mt"n:m | LedgerTypes | -
@ 7] Buyers
& ] Selars
- ] Investons
I+ ] Management

i Preview o Ok

To change the invoice date, in the Invoice Date list box, click a date.
Do one of the following:
To include on the invoice all activity that you haven't invoiced, click All Uninvoiced Activity.

To include on the invoice activity for a specific date range only, click Activity Between and then
specify the date range.

On the Groups tab, select the groups or individuals within a group to include on the invoice.

Click the Portfolios tab.



Groups,”  Portfolios Ledger Types

i
(3 Singhe: Poriiclio

| salect a portioto..
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]
i [[]2005 Sept Purchasze
| Dﬂvian'.a Test

7. Do one of the following:

click the portfolio.

portfolios.

8. Click the Ledger Types tab.

el

To include on the invoice all portfolios, click All.
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9. Select the ledger types to include on the invoice.

To include on the invoice multiple portfolios, click Multiple Portfolios and then select the

Tools

To include on the invoice a specific portfolio only, click Single Portfolio and then, in the list box,

10. To view the invoice, click Preview. A tab appears for each entity you selected that has ledger
items that meet the specified criteria. A summary appears beneath the data grid on each tab.

f | seliers |

|/ Sanh{ulz Pm-tfuluus, uc |

ST e

nm|ﬁm1'-:ui

11. To modify the view, see Data Grids.

12. To generate the invoice, click OK.
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13. To print the invoice, do the following:
1. Click Print.
2. Inthe Print dialog box, specify the printer settings or accept the default.
3. Click Print.
14. To export the invoice to an Excel file, do the following:
1. Click Export.
2. Inthe Save As dialog box, type a name for the file or accept the default.

3. Click Save.

View Invoice History

Use the Invoice History tab on the Invoices window to view invoice history. You can also reprint or back
out an invoice.

To view invoice history

1. Inthe menu bar, click Tools > Invoices.

: 1) Create P History

2. Inthe toolbar, click History.

Lo eioes fad

Create History

mvoice 55 Imvoice History | Cresie invoics | *

Date Range | 101372006 "E and 10202006 b

(%341 Groups (%1401 Portfolios (1Al Ledger Types

D b, b e o o O e Tenerivs, 2
| SelactaDebtBuyer Group... % | SsirtaPortfolo.. ¥ | Sslectaledger Typs.. ¥

Drag acalumn header hareta graup by that column.

Invoice ID % 75 Portfolio Code ¥ 70 Has Buyersy, 7+ Date Invoiced X 70

£ =)

GroupMame XTVa CreditTotal ¥7VE& DebitTotal FvVo EVo
Mark V Capital Group

3. Specify the date range for the invoices to view.

4. Do one of the following:

e Toview invoices for all groups, click All Groups.

e To view invoices for a specific group, click Single Group and then, in the list box, click the group.

e To view invoices for all portfolios, click All Portfolios.
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To view invoices for a specific portfolio, click Single Portfolio and then, in the list box, click the

portfolio.

To view invoices for all ledger types, click All Ledger Types.

To view invoices for a specific ledger type, click Single Ledger Type and then, in the list box, click

the ledger type.

To modify the view, see Data Grids.

Export Debt Buyer Contacts to an Excel File
Use the Contact Locator tool to select debt buyer contacts and export the list to an Excel file.

To export debt buyer contacts to an Excel file

1. Inthe menu bar, click Tools > Contact Locator.
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2. Do one of the following:
e Toopen an existing query, in the toolbar, click Open. Click the query and then click Open.
e To create a query, specify the columns, conditions, and order.
3. Click Run. The query results appear on the Results tab.
4. Click Export to Excel.
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5. Inthe Save As dialog box, type a name for the file or accept the default.
6. Click Save.

Export Portfolios to an Excel File
Use the Portfolio Locator tool to select portfolios and export the list to an Excel file.
To export portfolios to an Excel file

1. Inthe menu bar, click Tools > Portfolio Locator.
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2. Do one of the following:
e To open an existing query, in the toolbar, click Open. Click the query and then click Open.

e To create a query, specify the columns, conditions, and order.

Click Run. The query results appear on the Results tab.
Click Export to Excel.

In the Save As dialog box, type a name for the file or accept the default.

o v o~ W

Click Save.
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