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Introduction to Latitude Console

The Latitude® 13.0 solution has comprehensive debt collection and recovery capabilities for managing all
pre- and post-charge-off accounts and workflow processes. It incorporates two primary components:
Latitude and Latitude Console.

Latitude provides collectors and agents with the tools to manage the debt collection and recovery
process. It provides supervisors, managers, administrators, and support staff with the tools to manage
permissions, policies, system codes, and system settings for the entire Latitude product suite. It provides
the full functionality for the user's desktop and deploys as a true zero-footprint, browser-based
environment.

Latitude Console provides supervisors, managers, administrators, and support staff with the tools to
manage certain features of Latitude. With the appropriate permissions, you can use Latitude Console to:

+  Create users and roles.

»  Assign users to roles.

* Maintain settings for your organization that apply globally across the system.
* Open supplemental programs that your organization purchased.

* Query accounts and update those accounts (for example, change the status for a group of
accounts).

* Process payment batches to update account balances.
What's New in Latitude Console

Latitude Console 13.0 includes the following new features.

Custom Panel Query Creator tool

Added ability to create a query that you can use to create a custom anchor or reference panel to display
in the Work Form in Latitude. You create the query using the Custom Panel Query Creator tool in
Latitude Console and map the query to a custom anchor or reference panel using the Custom Panel
Mapping panel in Latitude. For more information, see Custom Panel Query Creator in the Latitude
Console documentation and Custom Panel Mapping in the Latitude documentation.

The following Service Updates (SU) introduced changes and enhancements to Latitude Console 13.0:

2020R1

CBR Special Comment tool

Added the CBR Special Comment tool to allow users to update the special comment on specific CBR
accounts. For more information, see CBR Special Comment Tool.

Log on to Latitude Console

Use the Latitude Login dialog box to log on to Latitude Console. The options and features in Latitude
Console that are available to you are based on your assigned permissions.

10
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To log on to Latitude Console
1. Do one of the following:
* Onyour desktop, click the shortcut to Latitude Console.

Click Start > All Programs > Interactive Intelligence > Interaction Collector > Latitude

The Latitude Login dialog box appears.

-
8 Latitude Login

User Name: ﬂ

Password: ]

Database: lDe!qul Instance

[T Log in using Windows authenbcation

Canced

N

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 Main Menu window appears.

x QA MODEL Interaction Collector - Main Meny = (8| X |

Change Your Password
Use the Change Password dialog box to change your password.

To change your password

1. Inthe Latitude - Main Menu window, from the Security menu, click Change Password. The
Change Password dialog box appears.

11
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—
Change Password

O Password: |

New Password |

Confim Password: |

Cancel Changs l

" J

2. Inthe Old Password box, type your current password.
3. Inthe New Password box, type your new password.
4. Inthe Confirm Password box, retype your new password.

5. Click Change.

Latitude Product Suite

The Latitude product suite consists of several programs that operate together to facilitate the debt
collection and recovery process. The programs that are available to you are based on what your
organization purchased and installed, and what you have permissions to use. You can open some of these
programs within Latitude Console and others from your desktop only.

Program Description

Agency Interface

Electronically distributes accounts to other agencies. AIM creates a file that outside collection
Module (AIM)

agencies and attorneys can import into their programs for collection activity. In addition, AIM
can import information received from outside collection agencies and attorneys into the
Latitude database and process account recalls. For more information, contact your Latitude by
Genesys sales representative.

. Creates and maintains configuration settings used when reporting accounts to credit bureaus.
Credit Bureau

Reporting
Console

12
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Custodian Editor

Handles processing for end-of-day activities, including:
» Deleting invalid information
» Creating daily work queues
» Scheduling promise reminder letters
* Scheduling post-dated check and NITD reminder letters
»  Evaluating kept and broken promises
* Scheduling fulfilled and pending post-dated payments
* Calculating simple interest

« Creating vendor letter files

« Evaluating credit bureau reporting status

Because of the complex nature of this program, Latitude by Genesys Support generally
performs Custodian tasks. If you need custom modifications to Custodian tasks, contact
Latitude by Genesys Support.

Exchange
Manager

Allows your organization to create customized import and export files.

Fusion Wizard

Creates request files and processes returned information from various outside service
providers.

Goals Manager

Displays statistics for collectors, supervisors, managers, and owners.

Archive Moves older, unneeded data out of the Latitude database into an archive database, which can
free resources and optimize performance.

Dashboard Displays the collection statistics for the logged on user.

Invoices

Generates invoices for client remittance, issues statements showing receivables, sets up banks
(trust accounts) and creates the checks needed for your clients, based on account collection
activity in Latitude.

Job Manager

Allows your organization to schedule recurring processes for unattended operation. You can
define file transfers for vendor services; Exchange processes; and AIM imports, and trigger
automatic export jobs at the times your company designates.

Overpayment
Manager

Allows your organization to review and manage overpayments, apply them to other accounts,
and create refund checks.

13
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Web Access . . . . . .
Allows clients to view accounts and collection activity. Clients can run reports online and
download directly to their workstation. For more information, contact your Latitude by
Genesys sales representative.

WorkFlow . .

Allows your organization to create account workflows that automate business processes
associated to specific accounts.

Latitude Allows collectors and agents to manage delinquent accounts and perform collection tasks.

Letter Console

Generates letters for accounts based on requests created in Latitude. You can create and
modify custom letters to merge with account data for any classification of client. You can send
letters to a third-party letter service for printing, along with data files containing the account
information you specify.

14

Link Consol .
ink Console Handles automatic linking of new accounts added to the system based on scores and
algorithms.
List Builder Creates dialer call lists from List Builder query results.
Management .
] & Includes the following tools:
Suite

IAccount Analysis

Retrieves accounts that meet specific criteria and then sorts, groups, or
summarizes the information for review. You can use this tool to create
work queues for accounts that meet specific criteria.

Condition Builder

Modifies selection criteria for query tools.

Credit Report
Requester

Requests credit bureau reports for multiple accounts, based on customized
selection criteria.

Credit Bureau
Reporting Wizard

Creates files to send to credit bureaus.

Custom Queue
Manager

Creates queues using customized selection criteria.

Desk Mover

Moves accounts to specified desks based on customized selection criteria.

Letter Requester

Requests letters for multiple accounts based on customized selection
criteria.

Pool Queue Creates a work queue of accounts that collectors assigned to the Pool queue
Manager can work.
SQL Author Creates and stores custom SQL statements using the query builder.
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Status Changer . .
& Changes the status for groups of accounts based on customized selection
criteria.
Manager Displays real-time statistical collection information. It allows managers to monitor collection
Dashboard activities for all locations, departments, and teams.
Reporting Saves snapshots of reports along with comments you type. Snapshots depict a report at a
Console specific point in time.
User Manager  [Allows management of user accounts.

Help Overview

Latitude Console help provides you with information for using Latitude Console. Use the table of
contents, index, and search features to locate and view a topic.
To open help

In menu bar, click the Help option. The Latitude Console Help window appears.

_’j’ Help System - (] *
H e > & |
Hde Back Fowad Prnt
Q’"mlbda( |§ead1| 2 3 Mome | Help System A
Q2 Hob System S S
[2) What's New 3 GENESYS 4 Beukibs
2] Logon
Book 1 Introduction §
Book 2
Book 3 This graphic represents the help system layout

for Latitude by Genesys products.

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

Mei impetus saperet €3, no saperet
disputationi his, Nam diam quas appellantur
¢u. Duo nonumy vituperata in. Nec ex saperet
civibus denique, 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: Displays options for the help window.

2. Tabs: Displays the following:

15
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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.

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

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

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:

Searches are not case-sensitive, meaning you can type uppercase or lowercase characters.

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.

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

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

Wildcard expressions

Wildcard expressions allow you to search for one or more characters using a question mark or asterisk. A
qguestion 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
any character or number of characters

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

16
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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,
32?57 returns 32257, 32457, and 32857).

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

Topics that contain all the words [account
specified, in any order or placement  |status
within the topic

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

Topics that contain the specified "account
phrase status"

Boolean operators

Boolean operators (AND, OR, NOT, NEAR) allow you to create a relationship between terms. If you don't
specify an operator, the system uses AND by default.

Search

for... Example Result

Returns all topics with both account and status, but not necessarily as a phrase or

AND account ANDin the order specified. For example, the search returns topics with "the account

status 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

NEAR  [0U™ leeturns all topics wh t is within eight words of stat
NEAR status [Returns all topics where account is within eight words of status.

Nested expressions

Nested expressions allow you to perform complex searches. For example, queue AND ((collector OR
clerical) not supervisor) finds topics containing queue and collector but not supervisor, or containing
queue 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.

17
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Payments and Invoices

Payments and Invoices

You can process payments, issue refunds or transfer overpayments, and invoice clients.

Payments

Payments

Use the Payment Entry window to maintain payment batches and maintain transactions that change the
balance on an account. Transactions include payments received that reduce the account balance,
account adjustments, and reversals (bounces). Your organization can monitor how and when to apply
payments to each account that so you can invoice the client. Adjustments increase or decrease the
balance for individual money buckets on an account without calculating collection fees.

Notes:

* You process payments received from a client to reduce the amount of receivables due using the
Invoices program, which posts transactions to an invoice. For more information, see the
Invoices documentation.

®* C(Close all other Latitude Console and Latitude windows before opening the Payment Entry
window.

* If you set the batch and payment dates to a date in the past and process the batch, the system
reverses payments that processed after that date. It then applies the back-dated payment, and
reapplies the reversed payments. For example, you processed a payment on January 21, 2016
for $25. You created a batch dated January 20, 2016 for $50 and processed it. The
Payment History panel in Latitude shows four entries: a payment on 1/21 for $25, a reversal

on 1/21 for $25, a payment on 1/20 for $50, and a payment on 1/21 for $25.

Payment Batches

Payment Batches

Use the Batch tab in the Payment Entry window to maintain payment batches that process payments
received to reduce the account balance, account adjustments, and reversals (bounces). Typically, a
collection agency creates a single batch for each payment type received for any given day. If the agency
consists of more than one branch, you can create a separate batch for each branch, payment type, and
date. Generally, payment batches process at the end of each day.

Create a Batch

Use the New Batch dialog box to create a payment batch. Each batch can only have one payment
type. If you have multiple payment types to add, create a separate batch for each. To create a
batch

1. Inthe Main Menu window, from the Apps menu, click Payment Entry. The Payment Entry
window appears.

18
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R e e e e P
15 o ALl 2 IRE

Batch Account Reports
Batch |Account|

~ Batch Operations
New |  Open

| | CoseBatch | EdtBaich | DeleteBatch | |

- Current Batch -

Number  Type Date Created By Expected Amount  Court  ActualAmourt Count
|15 | Pu| s/212002 | ADMIN | s0o0 | o | ¢s0000 | 1 |
Batch Summary

ltem ID Entered File Numbet Name Armnount Currency

» 10 5/21/2012 1016 DUGAN, SUSAN $500.00' USD
< | i
Addltem |  Edtltem | Deleteltem | Ex |

2. On the Batch tab, click New, or from the Batch menu, select New Batch. The New Batch dialog

box appears.

19
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20

o e — - ’ i)
% New Batch e e e
BatchDate |B/18/2012 ] Branch [0DD0OMAIN BRANCH ~] |
Descnphion | |

[ Valdale expecied vaues when processing batch,
Expected Count |0 Expected Amount {rfi 00

[T Overnde system date with these values when processing batch

Syztem Month [u-:tccr System Year |27 |

Sedect Payment Batch Type

(¢ PadUsz (" Pad Uz Reversals/Bounces
(" Paid Cient (" Pad Chent Reverzals/Bounces
' ![::icc;ziim Adpstments (no -~ Increasing Adjustments [No fee due)
(" Dutzde Agency Payments - gisgfaﬁgg:ui f:f ment |
[0k ] Cance |
& : =)

Batch Date: Current date. To change the date, click the arrow and select a date from the calendar.

Branch: If your agency consists of more than one branch, click to select the branch to which to
apply payments.

Description: Information to help identify the contents of the batch.

Validate expected values when processing batch: If selected, the system validates the
transactions in the batch to the transaction count and transaction amount you specify.

Expected Count: Total number of transactions expected in the batch. Provide this number if you
have already counted and totaled the transactions, and you want the system to verify the batch
count against this number.

Expected Amount: Total dollar amount expected to be in the batch. Provide this amount if you
have already counted and totaled the transactions, and you want the system to verify the batch
amount with this amount.

Override system date with these values when processing batch: If selected, you can type new
values in the System Month and System Year boxes.

System Month: Current processing month for Latitude Console. To create a batch to apply to a
prior or later system month, click the Override system date with these values when processing
batch check box and, in the System Month box, select the month.

System Year: Current processing year for Latitude Console. To create a batch to apply to a prior or
later system year, click the Override system date with these values when processing batch check
box and, in the System Year box, select the year.

Note: The administrator sets the system month and year on the Settings tab of the Control File
Properties window. For more information, see Maintain System Settings.
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3.

4.

Paid Us: (PU) Payments sent directly to your agency.
Paid Client: (PC) Payments paid to your client, where your agency holds the account.

Decreasing Adjustment (no fee due): (DA) Changes to an account that decrease the balance on
the debtor’s account. The system doesn't calculate fees toward this amount and doesn't reflect it
on invoices.

Outside Agency Payments: (PA) Payments made to an outside (subcontracted) agency collecting
money for your agency.

Paid Us Reversals/Bounces: (PUR) Payments sent directly to your agency where the check did not
clear.

Paid Client Reversals/Bounces: (PCR) Payments paid to your client, where your agency holds the
account and the check did not clear.

Increasing Adjustments (No fee due): (DAR) Changes to an account which increase the balance
on the debtor’s account. The system doesn't calculate fees toward this amount and doesn't
reflect it on invoices.

Outside Agency Payment Reversals/Bounces: (PAR) Payments made to an outside (subcontracted)
agency collecting money for your agency where the check did not clear.

In the Select Payment Batch Type section, select an option to indicate the type of payments,
adjustments, or reversals you are adding to the batch.

Complete the remaining information and then click OK. The Account tab appears.
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"5 Dayment Enby - PU batch# 120 [E=SEc =]
Batch Account Reports
Batch Aceownl
Account Selection Batch Totals
& OurNumbet  CustAcctNo | | Bamere | Seach I[ [ s000 [ 0 |
,I_, —* ]
élccountNm\bm _Balance Due J
[ I Stz Desk Olevel Received
l | [ | J |
Links  Papment It!r.tnu; I Notes I Al Ipmnrar—,‘. l
Amount Date Paid Method Sub Type
[ _seeead | [1172872012 =] | ~ [~ SIF ™ PIF @ Note
Debtor Comment Check # Fes Schedue
[ | | _Change |
. Amourt withheld
Promize Notes by forwardes
—
Desk
Money Buckets Cunent Amt | Apply Amount | Fee % Fee Amount
Prcipal $0.00) | $0.00 0 $0.00 |
nlerest $0.00f[ $0.00 0 $0.00 Exit
ollection Costs $0.00 | $0.00 0 $0.00
ad Check Chge $0.00 $0.00 0 $0.00
Court Costs $0.00|[ $0.00 0 $0.00
Attomey Fees $0.00{ | $0.00 0] $0.00
Misc $0.00)( $0.00 0] $0.00
$0.00| $0.00 i $0.00
$0.00/ [ $0.00 | 0 $0.00
ranzaction Charges $0.00/ [ $0.00 | 0] $0.00

Open a Batch

Use the Payment Batches dialog box to open a batch so you can add payments to it or process it.
Typically, you add these payments when new payments arrive later in the same day that corresponds to
an existing batch type. You cannot open a batch that the system already processed. We recommend

that you process payment batches at the end of the day. To open a batch

1. Inthe Main Menu window, from the Apps menu, click Payment Entry. The Payment Entry

window appears.
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— B ]
5 ¢ Payment Entry - PU SISl A0
| Batch Account Reports
dellAccountI
~ Batch Operations
New |  Open | | CoseBatch | EdtBach | DeleteBatch | | Fioces
- Current Batch -

Number  Type Date Created By Expected Amount  Court  Actual Amourt  Count
15 |Pu]s212m2 | ADMIN | s000 | o | $s0000 | 1 |
Batch Summary
Item 1D Entered File Numbet Name Arnount Currency

» 10 5/21/2012 1016 DUGAN, SUSAN $500.00 USD
el | i
Addltem |  Editltem | Deleteltem | Est |

2. Do one of the following:
*  Onthe Batch tab, click Open.

From the Batch menu, select Open Batch.
The Payment Batches dialog box appears. All payment batches that the system hasn't processed

appear in the data grid.
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~ Type Legend i
PU = Paid to Us PUR = Paid Us Revessal/Bounce
PC = Paid to Chent PCR = Paid Client Reversal/Bounce
D& = Decreasing Adustments DAR = Increasing Adustments
PA = Pad Agency PAR = Paid Agency Reversal/Bounce

Papment Batches
Batch | Desciiption Type | Appended | Mo/vear | Count | Exp'd | Created | CreatedBy
b i15 | PU |5/21/72012 11172011 |0 0 5/21/2012 | ADMIN
| [T Show batches tor &l ute Op=n I

Show batches for all users: If selected, batches for all users display. If cleared, only batches
created under your User ID display.

3. Double-click the batch or, click the batch and then click Open. The system populates the Payment
Entry window with information for the selected batch.

Review a Batch
Use the Batch tab in the Payment Entry window to review a payment batch for accuracy after adding

payments, reversals, or adjustments. To review a batch

« If the batch isn't already open, do the steps to Open a Batch. The Payment Entry window
appears.
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Batch |Aceount|
~ Batch Operations

New | | CoseBaich | EditBaich | DeleteBatch | | Fiocer |
- Current Batch -

Number  Type Date Created By Expected Amount  Court  ActualAmourt Count
[ 15 |PU|5/21/2012| ADMIN | $0.00 | 0 | $70000 | 2 |
Batch Summary
ltem 1D Ertered File Number Name Amount | Currency ||

52172012 | 1023 DAY, SAMUEL _

10 012

$20000 USD

;]I';f., DUGAN, SU

o] | 2
Addltem |  Edtltem | Deleteltem | Ext |

|

Summary information for the batch appears above the data grid. Payment, reversal, or adjustment
entries in the batch appear in the data grid.

Tip: You can sort the data grid by clicking a column heading. To save the sort order as the
default when opening the Payment Entry window, in the Batch menu, click Save Batch

Summary Preferences. To return the data grid to the most recently saved sort order, in the
Batch menu, click Reset Batch Summary Preferences.

Modify Batch Properties

Use the Edit Batch dialog box to modify information about a payment batch.
To modify batch properties

1. If the batchisn't already open, do the steps to Open a Batch. The Payment Entry window

appears.
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T eSS
~* Payment Entry - PU

— X
| Batch Account Reports
Batch |Accoont|
~ Batch Operations
New |  Open | | CoseBatch | EdtBach | DeleteBatch | | Fioces
- Current Batch -

Number  Type Date Created By Expected Amount  Count  Actual Amount  Count
|15 | PU| 5212012 | ADMIN | $0.00 | o | ss0000 | 1 |
Batch Summary

ltem ID Entered File Numbet Name Armnount Currency

» 10 5/21/2012 1016 DUGAN, SUSAN $500.00 USD
< | i
Addltem |  Edtltem | Deleteltem | Ext |

2. On the Batch tab, do one of the following:
*  Click Edit Batch.

*  From the Batch menu, select Edit Current Batch.

The Edit Batch dialog box appears.
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fA = 1Y
3 o D ——

Batch Date Branch [N |

Descophon |

[ Valdale expecied vaues when processing batch,
Expected Count |0 Expected Amount |0.00

[T Overnde system date with these value: when procassing batch

System Month [ Novembes System Year [ _J
(v PadUs " Pad Uz Reversals/Bounces
(" Paid Clent (" Pad Chent Reverzal:/Bounces
g [[:Ccliiiirg iz oo " Increasing Adustments [No fee due) l
(" Qutzside Agency Papments ¢~ Outside Agency Payment

Reversals/Bounces

[ 0Kk | Cace ||

J
A\ —

Batch Date: Batch creation date. You cannot change this date.
Branch: Branch to which to apply payments.
Description: Information to help identify the contents of the batch.

Validate expected values when processing batch: If selected, the system validates the
transactions in the batch to the transaction count and transaction amount you specify.

Expected Count: Total number of transactions. Provide this number if you have already counted
and totaled the transactions, and you want the system to verify the batch count with this number.

Expected Amount: Total transaction dollar amount. Provide this amount if you have already
counted and totaled the transactions, and you want the system to verify the batch amount with
this amount.

Override system date with these values when processing batch: If selected, you can type new
values in the System Month and System Year boxes.

System Month: Current processing month for Latitude. To create a batch to apply to a prior or
later system month, click the Override system date with these values when processing batch
check box and, in the System Month box, select the month.

System Year: Current processing year for Latitude. To create a batch to apply to a prior or later
system year, click the Override system date with these values when processing batch check box
and, in the System Year box, select the year.

Note: The administrator sets the system month and year on the Settings tab of the Control File
Properties window. For more information, see Maintain System Settings.

Paid Us: (PU) Payments sent directly to your agency.
Paid Client: (PC) Payments paid to your client, where your agency holds the account.
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Decreasing Adjustment (no fee due): (DA) Changes to an account that decrease the balance on
the debtor’s account. The system doesn't calculate fees toward this amount and doesn't reflect it
on invoices.

Outside Agency Payments: (PA) Payments made to an outside (subcontracted) agency collecting
money for your agency.

Paid Us Reversals/Bounces: (PUR) Payments sent directly to your agency where the check did not
clear.

Paid Client Reversals/Bounces: (PCR) Payments paid to your client, where your agency holds the
account and the check did not clear.

Increasing Adjustments (No fee due): (DAR) Changes to an account which increase the balance
on the debtor’s account. The system doesn't calculate fees toward this amount and doesn't
reflect it on invoices.

Outside Agency Payment Reversals/Bounces: (PAR) Payments made to an outside (subcontracted)
agency collecting money for your agency where the check did not clear.

3. Modify the information as needed and then click OK.

Process a Batch

Use the Batch tab in the Payment Entry window to process a batch after you have added and verified all
payments, reversals, or adjustments. Transactions appear on the client's invoice or against the account
balances as (DA or DAR adjustments). To process a batch

28
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If the batch isn't already open, do the steps to Open a Batch. The Payment Entry window
appears.
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3 roenoy o 7T
| Batch Account Reports j
[Batch | Account
~ Batch Operations
New |  Open | | CoseBatch | EdtBach | DeleteBatch | | Process
Current Batch -
Number  Type Date Created By Expected Amount  Count  Actual Amount Count
[ 7 Trus=7202 | brnattin [ soo0 ] o | sso000 | 1 |
' Batch Summary
Item ID Ervered File Number Name Amount | Currency
el 14 S/21/2002 | 1032 |BROOKS, SCOTT | §500.00 USD
1 ‘.l j -:J
Add ltem l Edit {ter Delels Iten | Exit

2. Click the Batch tab.
3. Do one of the following:
*  Click Process.
*  From the Batch menu, select Process Current Batch.
A confirmation dialog box appears.
4. Click Yes. When processing is complete, a message dialog box appears.

5. Click OK.

Close a Batch

Use the Batch tab in the Payment Entry window to close a batch.

To close a batch

1. If the batchisn't already open, do the steps to Open a Batch. The Payment Entry window
appears.
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% Payment Entry - PU batch# 15

X

_ count Reports
Batch IAccount|
~ Batch Operations ,
New |  Open | CloseBatch |  EditBatch | DeleteBatch | | Process |
Current Batch -
Number  Type Date Created By Expected Amount  Court  Actual Amount  Count
[ 15 [ru] 52202 | ADMIN | soo0 [ o | ss0000 [ 1 |
Batch Summary ‘
Item ID Ertered File Numbe Name Amount | Cunrency |
» 10 572172012 1016 DUGAN, SUSAN $500.00! USD
KN |

|
Addltem |  Editltem | Deleteltem E |

2. Do one of the following:

3. On the Batch tab, click Close Batch.

4. From the Batch menu, select Close Current Batch.

Delete a Transaction from a Batch

Use the Batch tab in the Payment Entry window to delete a transaction from a batch. If the system
already processed a batch, you cannot delete transactions from the batch. To correct a transaction that
the system processed, use a reversal posting (PUR, PCR, PAR, or DAR). To delete a transaction from a

batch

1. Do the steps to Open a Batch. The Payment Entry window appears.
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¢ Payment Entry - PU St ST X |!
Acount Reports '
Batch IAceount|
- Batch Operations
New |  Open | | ChseBach | EdtBaich | DeleteBaich| |  Fiocen |
Current Batch - -
Number  Type Date Created By Expected Amount  Count  Actual Amount  Count
[ 15 [ru]s2z02 ] ADMIN | soo0 | o | ss000 [ 1 |
Batch Summary I
ltem ID Entered File Numbet Name Amount Currency |
» 10 5/21/2012 1016 DUGAN, SUSAN $500.00] USD
Ll | i
Addltem |  Edtltem | Deleteltem | e ||

2. Click the Batch tab.

3. Inthe Batch Summary data grid, click the transaction and then click Delete Item. A confirmation
dialog box appears.

4. Click Yes. The system updates the Actual Amount and Count boxes to reflect the transaction
removal.

Delete a Batch

Use the Batch tab in the Payment Entry window to delete a payment batch. You cannot delete a
payment batch after the system has processed it. To delete a batch

1. If the batchisn't already open, do the steps to Open a Batch. The Payment Entry window
appears.
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b g

’l Batch Account Reports
| Batch IAceountl
[ — Batch Operations
MNew |  Open | CloseBatch | EditBatch | Delste Batch | Process |
Current Batch -
Number  Type Date Created By Expected Amount  Count  Actual Amount  Count
15 | ru| s/22m2 | ADMIN | soo0 ] o | sso000 | 1 |
Batch Summary
ltem 1D Entered File Numbet Name Armnount ]Cuuency .
» 10 5/21/2012 1016 DUGAN, SUSAN $500.00 USD

Lot .
Addltem |  Edtltem | Deleteltem | = |

2. Do one of the following:

On the Batch tab, click Delete Batch.

From the Batch menu, select Delete Current Batch. A confirmation dialog box appears.

3. In the confirmation dialog box, click OK.

Payment Accounts

Payment Accounts
Use the Account tab in the Payment Entry window to maintain transactions for a batch. You either create
a batch or open an existing batch to add, modify, or delete transactions.

Select an Account

Select an Account

Use the Account tab in the Payment Entry window to select an account for which to add transactions to
a batch. To select an account, you first create a batch or open an existing batch. You can then retrieve an
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account using the Latitude file number or client account number, or search for an account using simple or
advanced search criteria.

Retrieve an Account by Account Number

Use the Account tab in the Payment Entry window to retrieve an account using the Latitude file number
or client account number.

To retrieve an account by account number
1. Do one of the following:
* To create a batch, do the steps to Create a Batch.
* To open a batch, do the steps to Open a Batch and then click the Account tab.

The Account tab in the Payment Entry window appears.
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"5F Payment Entry - PU batch# 120 [=IeEs
Batch Account Reports
Batch Accowl
Account Selection ‘ Balch Totals —— i
| & OurNumber " CustAcct No [ u?m"’ | Search || L woo ]_O:J‘
— |
:Account Number _Balance Due ) [
| 1
I [ 1 Status  Desk Qlevel  Received |
-._r‘w. Paynent IH tory | Notes | amt | Promises |
Date Paid Method Sub Type
| d | [172er2m2 <] | - [~ SIF [~ PIF ¥ Note
Debtor Comment Check # Fes Schedue
I =l — Chnge |
: Amourt withheld
Promize Notes by forwardee
Desk
Money Buckets Cunrent Amt | Apply Amount | Fee % Fee Amount
Pincipal 3000 e $0.00 e |
Intecest $0.00 $0.00 0 $0.00 Ext
Collection Costs $0.00 $0.00 0 $0.00
ad Check Chgs $0.00 $0.00 i $0.00
Court Costs $0.00 | $0.00 0 $0.00
Attorney Fees $0.001 | $0.00 0] $0.00
Misc $0.00 | $0.00 | 0 $0.00
s0.00[ $0.00 | | $0.00
$0.001 | $0.00 | 0 $0.00
Transaction Charges $0.00(| $0.00 | 0] $0.00

Do one of the following:

in the box, and then click Ret

number in the box, and then
One of the following occurs:

If the account is a Particulars

account.

To retrieve the account by the Latitude file number, click Our Number, type the file number

rieve.

To retrieve the account by client account number, click Cust Acct No, type the account

click Retrieve.

of Debt (POD) account, a message appears indicating that the
system doesn't support adjustments on POD accounts. The system doesn't retrieve the

If a payment batch exists for the account, a message appears indicating that a payment for

the account is pending in an existing payment batch. Do one of the following:
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o To process the payment in the existing batch first, click No to cancel creation of
this payment and then process the existing payment batch.

o To continue with creation of this payment, click Yes. Information for the account
appears in the Payment Entry window.

+ If a payment batch exists for one or more of the linked accounts, a message appears
indicating that a payment for the linked account is pending in an existing payment
batch. Click OK. Information for the account appears in the Payment Entry window.

* If a payment batch doesn't exist for the account or one of the linked accounts and the
account is not a POD account, information for the account appears in the Payment
Entry window.
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Batch Account Linked Accounts Reports

Batch Account

~ Account Selection BalchTotak
@ OuNumber C CustAcctNo | _1200_Betieve I Soach]H N

'KILE, RICHARD | - CUSTOMER ONE
12 JAMES ROAD

|
APT G |745¢1om sue& i szmo.a usp

ALLENTOWN |PA 18101 .
I Is.unn X 500000 ]anl 02117201 |
56565 - TRUST ONE - US Dollar (USD) i
Links |p.ymm| History | Notes | Amt | Promses | «|1200KILE.R|CMR[vi£|

Date Pad Method Sub Type
| MI= Spead || 37292006 ~|| v][<None> | sF TP R b
Check # Fee Class Fee Schedue
I I IDEFLT 3' Change l
-~ Automated Spreading Oplions
" Toplobottom (" Evenémount ( Proporionalto Balance & Prodty, Propational Accapt All I
Linked Accounts
[~ |Select|  Amount| Fie Number | Account Number | Customer | Balance Nafre
13 ? $0 0011000 7733184767075 | 0000001 $357 47 | KILE . RICHARD

~ $0.00] 120 £250 00| KILE . RICHARD

+] |
Applied  $000 Linked Bal $3.217.47 Edit ltem '
Difference $0.00 Selected Bal $3.217.47

Search for an Account Using Simple Search

Use the Simple Search tab in the Search for Account window to search for an account using simple
search criteria.

To search for an account using simple search
1. Do one of the following:

« To create a batch, do the steps to Create a Batch.

36



Latitude Console Printable Help

To open a batch, do the steps to Open a Batch and then click the Account tab.

The Account tab in the Payment Entry window appears.
(¥ Payment Entry - PU batch#t 121

Batch A:cou}:t Reports

- Account Selection ~BalchTotals ——————
& OuNumber " CustAcctNo | Bameve | Search ‘[ $000 | 0 |

[ — |
IIl f_lsgggd_t ﬁunﬂml

Links  Papment lﬂimvy | Notes l AiM lPlomzses |

Date Paid Method Sub Type
172672m2 - | o~ [ SIF [T PIF ¥ Note
Comment Check # Fes Schedule
=l — _Change |
- Amourt withheld
by forwardes
—
‘- Desk
Money Buckets o Cunent Amt | Apply Amount  Fee % Fee Amount :

Pincipal 5000 $000 0 $0.00 | docent |

ntecest 50,00 $0.00 0 $0.00 _ e |
ion Costs $0.00 | $0.00 0 $0.00
ad Check Chgs $0.00 $0.00 0 $0.00
Court Costs $0.00f[ $0.00 0 $0.00
#ttomey Fees $0.00|| $0.00 0 $0.00
Misc $0.00/[ $0.00 0 $0.00
$0.00{| $0.00 0 $0.00
$0.001 [ $0.00 0 $0.00
Tranzaction Charges $0.00/ $0.00 0 $0.00

2. Click Search. The Search for Account window appears.
3. Click the Simple Search tab.
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5.

€ b“ or Accour

File Number:

Name #1
Name =2
SSN:
Address:
City:
State:

Zip Code:
Phone:
Orig Cred:
Account:

Btra Data:

Simple Search AdvaloedSeard\ Search Results |

For help with wild card searching, dlick here.

[strome =]

@

r#

a

Provide one or more search criteria and then click Search. The search results appear on the
Search Results tab.

1157
1164

1183

1127
Ll

BURKHART, CARL B
BASHAM, GREG
BROUSSARD, GREGORY

BRITE, STEVEN

BAMEMAICKT MICHAE N
m

| Address

2802 RYERSON PL
281EMAINST

805 DUNBURY RD

725 SHERWOOD AVE
130 S S9THST

4319 ELIZABETH ST
1319 MOUNT ROSE AVE
PO BOX 28 STAR ROAD
10515 54THST

619 HIGH ST

844 RAILROAD ST

110 HERITAGE LN
S7T48NBTHST

1402 4TH AVE
1004 € AWADN ST

| State
| AULENTOWN  |PA

| Zip Code | SSN

18101
18101
18101
18101
19143
19143
19143
19143
19143
18015
18015
18015

18042
1204

Maxdimum results:

[ =2

Search complete, 39 results returned,

ows_| [ ]

Click the account to retrieve and then click Select. One of the following occurs:
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If the account is a Particulars of Debt (POD) account, a message appears indicating that the
system doesn't support adjustments on POD accounts. The system doesn't retrieve the account.

If a payment batch exists for the account, a message appears indicating that a payment for the
account is pending in an existing payment batch. Do one of the following:

o To process the payment in the existing batch first, click No to cancel creation of this
payment and then process the existing payment batch.

o To continue with creation of this payment, click Yes. Information for the account appears
in the Payment Entry window.

If a payment batch exists for one or more of the linked accounts, a message appears indicating
that a payment for the linked account is pending in an existing payment batch. Click OK.
Information for the account appears in the Payment Entry window.

If a payment batch doesn't exist for the account or one of the linked accounts and the account is
not a POD account, information for the account appears in the Payment Entry window.
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Batch Account Linked Accounts Reports

Batch Account

-~ Account Selection Batch Totak————
® OwNumber C CustAcctNo | 1200 _ Betrieve l Seawth $0.00

[KILE, RICHARD f’“ e CUSTOMER ONE I
12 JAMES ROAD

ak Number
AFT G 74541021574653 | szmo.a usop

ALLENTOWN [Pa [18101 Desk
[ [ NEW 0000000 a2/M/20m |

56565 - TRUST ONE - US Dollar (USD)
Links lPlymotl History | Notes | M | promises | «i1mms almrvi->_>_|
Date Pad Method Sub Type
| M|é Spead || 37292006 ~|| v|[<Nones — ~|I™ sIF T RPF F tioie
Check B Fee Class Fee Schedul
I I 'DEFLT ;]I Change |
-~ Automated Spreading Oplions
" Toplobottom (" Evendmount ¢ ProporionaltoBalance & Prorty, Propastional Accapt Al
Linked Accourts
[ |Select|  Amount| File Number | Account Number | Customer | Balance Naime
| $0 00| 1000 7735184767075 | 0000001 $367 47| KILE . RICHARD

2 $0.00] 1201 $250 00| KILE, RICHARD

o] |
Applied  $000 Linked Bal $3.217.47 Edit ltem I
Difference $0.00 Selected Bal $3.217.47

Search for an Account Using Advanced Search

Use the Simple Search tab in the Search for Account window to search for an account using advanced
search criteria.

To search for an account using advanced search
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1. Do one of the following:
» To create a batch, do the steps to Create a Batch.
To open a batch, do the steps to Open a Batch and then click the Account tab.

The Account tab in the Payment Entry window appears.

\a# Payment Entry - PU batch# 120

Batch A:couht Reports

Batch  Account

 Account Selection Balch Totals :
@ QuiNumber  CustAcctNo | | Seamere | Seach Il‘[ s000 | 0 |

Links  Payment Itt_umvy | otes | am | eromses |

Amount Date Paid Method Sub Type
[ seead | [1172872m2 =] | = [T SIF [T PIF ™ Note
Debtor Comment Check # Fes Schedue
I || l I _Change |
. | Amourt withheld
" Desk
Money Buckets ! Cunent Amt | Apply Amount |~ Fee % Fee Amount .
Prrcipal ' $0.00][ $0.00 0 $0.00 ol
nlerest $0.00 [ $0.00 0 $0.00 B |
Collection Costs ; $0.00/ $0.00 0 $0.00
Bad Check Chgs ' $0.00 $0.00 0 $0.00
Court Costs s0.00 $0.00 0 $0.00
{ttormey Fees $0.00( | $0.00 0 $0.00
Misc $0.00{[ $0.00 0 $0.00
$0.00| $0.00 0 $0.00
; s0.00 $0.00 0 $0.00
Transachion Charges | $0.00 $0.00 0 $0.00

2. Click Search. The Search for Account window appears.

3. Click the Advanced Search tab.
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Simple Search  Advenced Search | search Resuits
=] d Accounts Drag and drop new conditions onto this surfi

# ['J Credit Bureau Repornng

“
®
i
@8-

LD ruictamar Arrne nt Kium N
n | »

Maximum results: 250 -

4. Click the plus sign (+) to expand a folder.

5. Click an item and drag and drop it into the "conditions" pane. Drag and drop as many items as
necessary.

6. Click Search. The search results appear on the Search Results tab.
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BAMEMIACKT MICHAE N

m,.

| 2802 RYERSON PL

805 DUNBURY RD

725 SHERWOOD AVE
130 S 59TH ST

4319 ELIZABETH ST
1319 MOUNT ROSE AVE
PO BOX 28 STAR ROAD
10515 54THST

619 HIGH ST

844 RAILROAD ST

110 HERITAGE LN
S748N6THST

1402 4TH AVE
1004 € LAWADN €T

| State

| Zip Code | SSN

01
18101
18101
18101
18101
19143
19143
19143
19143
19143
18015
18015
18015

18042
1’042

Maxdmum results:

[ 0]

Search complete, 39 results returned,

= =]
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7. Click the account to retrieve and then click Select.

One of the following occurs:

If the account is a Particulars of Debt (POD) account, a message appears indicating that
the system doesn't support adjustments on POD accounts. The system doesn't retrieve
the account.

If a payment batch exists for the account, a message appears indicating that a payment
for the account is pending in an existing payment batch. Do one of the following:

o To process the payment in the existing batch first, click No to cancel creation of
this payment and then process the existing payment batch.

o To continue with creation of this payment, click Yes. Information for the account
appears in the Payment Entry window.

If a payment batch exists for one or more of the linked accounts, a message appears
indicating that a payment for the linked account is pending in an existing payment
batch. Click OK. Information for the account appears in the Payment Entry window.

If a payment batch doesn't exist for the account or one of the linked accounts and the
account is not a POD account, information for the account appears in the Payment
Entry window.



Latitude Console Printable Help

Batch Account Linked Accounts Reports

Batch Account
~ Account Selection . ~Batch Totals———————
@ OuNumber C CustAcctNo | 1200 aml&.mlHl 000 | 0 |
[KILE. RICHARD I -CUSTOMER ONE |
12 JAMES ROAD
APT G | |74541omsum i $2,000.00 USD
ALLENTOWN |PA 18101 | .
| \| NEW mooom i g5 | o2mz2om |
{56565 - TRUST ONE - US Dollar (USD) S i
Links leum' Notes | AM | Promses | «|1zoumus.n|u-mtvi£]
Date Pad Method Sub Type
| MI__,.__]DQSIZUIGJI ~|[None> <] SF T RE o
Check H Fee Class Fee Scheduis
I I IDEFLT 3' Change |
~ Automated Spreading Oplions
" Toptobottom ¢ EvenAmount ( Proporional to Balance (& Procty, Propational Accept Al |
Linked Accounts
I~ | Select|  Amount| File Number | Account Number | Customes | Balance Name
» ? $0 00| 1000 7732184767075 | 0000001 $367 47| KILE. RICHARD +
F $0.00| 1201 | 98774586630012 0000001 |  $25000|KILE, RICHARD
3
i+ | o]
Appied  $0.00 Linked Bal  $3.217.47 Edtlten | Est
Difference $0.00 Selected Bal $3.217.47

Wildcard Search

If you don't know the precise spelling of a name, you can use wildcard search to search on a partial name.
The system displays all records that match the specified characters. For example, "SMITH" returns
"SMITH" and "SMITHERS." You can use the following characters in a wildcard search:

% (percent sign): Represents multiple characters. For example, SM% returns all names that begin with
"SM."
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_ (underscore): Represents a single character. For example, SM_LE returns all names that are five
characters in length, begin with "SM," and end with"LE" (such as SMILE, SMULE, SMALE).

To use wildcard search
1. Inthe Name #1 list box, select the name type.
2. Inthe Name #1 box, type a full or partial name.

3. Clear the check box at the end of the Name #1.

| S‘lmle Search I Advanced Search | Search Resuilts | For help with wild card searching, dick hg[s.. '

File Number: |

Name #1 |Last Name lE IE]
Name =2 IFtst Name E" W =
SSN: |

City: I

State: |

Zip Code: |

Phone: |aiphones ||

License =: [

Customer: | No items selected. ij
Account: |

Status: [ No items selected. a|
Desk: [ No items selected. a
D=1 I

D 32: I

Extra Data: | No items selected.

Maximum results: | 250 3.

Il

4. Click Search. The results display on the Search Results tab. If the system doesn't find any
matches, a message displays indicating such.
I Note: You can also do a wildcard search on the Name #2 box, along with the Name #1 box. I

Add a Payment to an Account

Use the Payment tab on the Account tab in the Payment Entry window to add a payment to an unlinked
account, or to a linked account that you don't want to split payments. Information displayed on the
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Payment tab varies based whether the account is a standard-structured account, Particulars of Debt
(POD) account, or a linked account.

Note: If the selected account is a linked account and you are splitting the payment among the linked
accounts, click the Links tab and do the steps to Split a Payment Between Linked Accounts.

To add a payment to an account

1.

In the Main Menu window, from the Apps menu, click Payment Entry. The Payment Entry
window appears.

Do one of the following:

If you know the file or account number, do the steps to Retrieve an Account by Account Number.

To search for an account using simple search, do the steps to Search for an Account Using Simple
Search.

To search for an account using advanced search, do the steps to Search for an Account Using
Advanced Search.

On the Account tab in the Payment Entry window, click the Payment tab.
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<# Payment Entry - PU batch# 122
Batch Account Reports
Batch Account |
Account Selection Batch Totals -
@ OwNumbee C CustAcctNo | 1241 Retieve | Seach || [ s000 [ 0 |
PARSONS. SUSAN 0000002 - Portfolio 2 ]
VIEMANS Account Nurber BalacoDue |
|4227097222356268 | $744.37/USD |

SOUTH HADLEY IM& [010752849 ak QLevel coerved

[ NEW ATLADMIN | 015 | 05/13/2010 |
00000 - General Trust - US Dollar (USD)
Links  Payment Iij_isloryl Notes | AM |Pmmrsr:fs I

Amount Date Paid Method Sub Type
[ $0.00 [ Sanar | [11/2872m2 -] | ~] [T SIF T PF W Noe
Debtor Comment Check # Fee Schedule
[0PARSONS, SUSAN =l [ 0003 - 100% _Change |
Proenise Notes g W—
| | 0
Desk ‘
Money Buckets Currert Amt Apply Amount - Fee % Fee Amourt
Principal $676.70 | $0.00 100 $0.00 —l
rierest $0.00 | $000[ 100 00 __Es |
golecum Costs 6767 | 000 100 $0.00
ad Check Chgs $0.00/] $0.00 100 $0.00
Court Costs $0.00 | $0.00 100 | $0.00 |
ARtomey Foss $0.00| soo0| 100 000
Mesc $0.00| 000 100 4000 |
30,00 $0.00 100 saon!
$0.00 $0.00 100 $0.00
Trarsaction Charges $0.00 | $0.00 100 $0.00

Amount: Payment amount received.

Date Paid: Defaults to the batch date. To change the date, click the arrow and select the date from
the calendar.

Method: Payment method.
Sub Type: Code to categorize the batch type.
SIF: (Settled in Full) If selected, the client considers the payment a settlement to the account.

PIF: (Paid in Full) If selected, the payment covers the entire balance and the client considers the
account paid in full.

I Note: If selected, the system creates a note when posting the payment. I
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Debtor: Defaults to the primary customer on the account. You can select multiple customers
associated to the account.

Comment: More information regarding the payment or account.
Check #: Check number for a payment made by check.

Fee Schedule: Fee schedule assigned to the account. If your permissions allow, you can use a
different fee schedule for this payment. For more information, see Change Fees for a Single

Payment.

Note: If you set the Free Demand Days option in Fee Schedule maintenance for the account,
and the account age places it within the free demand period for the fee schedule, a message
appears. The message indicates that the account is within the Free Demand Period and the
system doesn't calculate fees.

Promise Notes: Use promise notes for:

* NSF accruals or to hold payment entry until you verify sufficient funds for a specific
customer on an account.

+ Fee review for forwarded accounts.
* Any miscellaneous account-specific information.
Money Buckets: Costs associated to an account.
Current Amount: Current balance of the corresponding money bucket.
Apply Amount: Dollar amount of the payment to apply to the corresponding money bucket.
Fee %: Percent of the dollar amount in the corresponding money bucket charged for fees.

Fee Amount: Dollar amount charged for fees. The system calculates this amount by multiplying the
percent in the Fee % box by the dollar amount in the Apply Amount box. You can change the
amount as necessary.

Amount withheld by forwardee: Dollar amount of the payment that the forwardee (for example,
attorney) who collected the payment withheld. The fees due to your agency don't include this
amount.

Desk: Desk currently holding the account. If your permissions allow, you can change the desk so
that you receive credit for the payment. For more information, see Change the Desk Assigned to
an Account.

4. Complete the information and then click Spread to apply payments to the Money Buckets set up

by your agency, based on the selected Fee Schedule.

Optionally, you can change the amounts in the Apply Amount, Fee %, and Fee Amount boxes in
the data grid. If the payment amount is not equal to the sum of the amounts in the Apply
column, a message appears in red. If the amount of the payment exceeds the balance owed, the
overpayment amount appears in red under the Amount withheld by forwardee box. The system
doesn't use this amount for calculating your organization's fees, so invoice amounts to the client
are still correct.
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6. When the sum of the amounts in the Apply column equals the payment amount, click Accept.
The system applies the payment to the customer's account and includes it in the current batch.
Add a Payment to a POD Account

Use the Payment tab on the Account tab in the Payment Entry window to add a payment to a
Particulars of Debt (POD) account. POD accounts use one or more entries (invoices), indicating debt
segments of principle balances.

To add a payment to a POD account

1. Inthe Main Menu window, from the Apps menu, click Payment Entry. The Payment Entry
window appears.

2. Do one of the following:

* If you know the file or account number, do the steps to Retrieve an Account by Account Number.

* To search for an account using simple search, do the steps to Search for an Account Using Simple
Search.

» To search for an account using advanced search, do the steps to Search for an Account Using
Advanced Search.

3. On the Account tab in the Payment Entry window, click the Payment tab. A POD data grid appears
with invoices listed in date order from oldest to newest.

50



Latitude Console Printable Help

Batch Account Reports

Tele ]

Betch  Accourt |
- Account Selection - Batch Totals -
@ OuMumber € CustAcetNo | 1207 _Retieve | Seaeh]‘ [ s000 [ o |

FINTO. MICHAEL

0000015 - POD Customet ]
2 ARUNGTON ST
4227097249110250 | $737.00/ USD
HYANNIS |Ma 026013283 :
‘ [ NEW ADMINT | 015 | 05/13/2010
00000 - General Trust- US Dollar (USD)
Unks  Payment l}_!ﬂory l Notes l AN I Promises I
Amount Date Pad Method Sub Type
| (R | Soea | (1172672002 =] | | [T SIF [~ PIF & Note
Debtor Comment Check # Fee Schedule
[O-PINTD, MICHAEL ~ll | |0006 - Callector Fee 20%  Change
. Amount wihheld
Promise Noles by forwardee
[ 0
o D& ———
[ ADMINT | ‘
PODsz-
Press Accepl to appl payment automaticaly o enter amounts below SCC8p |
POD Invoice | Date | Invoie Amt| Curert Bal | Apphamt |  Fee |C Ext
P | 22958 | 271572011/ $300.00 $300.00 _$000] $0.00
114744 2/15/201(| $500.00 $500.00 $0.00 $0.00
36335 271572000/ $1.000.00 | $1,000.00 $0.00 $0.00
01244 215/200(] $250.00 $250.00 $0.00 $0.00
]| 2

Amount: Payment amount received.

Date Paid: Defaults to the batch date. To change the date, click the arrow and select the date from

the calendar.

Method: Payment method.

Sub Type: Code to categorize the batch type.

SIF: (Settled in Full) If selected, the client considers the payment a settlement to the account.

PIF: (Paid in Full) If selected, the payment covers the entire balance and the client considers the

account paid in full.

I Note: If selected, the system creates a note when posting the payment.
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Debtor: Defaults to the primary customer on the account. You can select multiple customers
associated to the account.

Comment: More information regarding the payment or account.
Check #: Check number for a payment made by check.

Fee Schedule: Fee schedule currently assigned to the account. If your permissions allow, you can
use a different fee schedule for this payment. For more information, see Change Fees for a Single

Payment.

Note: If you set the Free Demand Days option in Fee Schedule maintenance for the account,
and the account age places it within the free demand period for the fee schedule, a message
appears. The message indicates that the account is within the Free Demand Period and the
system doesn't calculate fees.

Promise Notes: Use promise notes for:

* NSF accruals or to hold payment entry until you verify sufficient funds for a specific
customer on an account.

+ Fee review for forwarded accounts.
* Any miscellaneous account-specific information.
Invoice: POD invoice number.
Date: Date the system generated the invoice.
Invoice Amount: Total dollar amount due on the invoice.
Current Bal: Current balance of the invoice.
Apply Amt: Dollar amount of the payment to apply to the invoice.
Fee: Dollar amount on the invoice charged for fees.
Customer Branch: Client branch associated to the invoice.

Amount withheld by forwardee: Dollar amount of the payment that the forwardee (for example,
attorney) who collected the payment withheld. The fees due to your agency don't include this
amount.

Desk: Desk currently holding the account. If your permissions allow, you can change the desk so
that you receive credit for the payment. For more information, see Change the Desk Assignhed to
an Account.

Complete the information and then click Spread to apply payments to the POD invoices in the
order listed (oldest to newest).

Optionally, you can change the amounts in the Apply Amt and Fee Amount boxes in the data grid.
If the payment amount is not equal to the sum of the amounts in the Apply column, a message
appears in red. If the amount of the payment exceeds the balance owed, the overpayment
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amount appears in red under the Amount withheld by forwardee box. The system doesn't use
this amount for calculating your organization's fees, so invoice amounts to the client are still
correct.

6. When the sum of the amounts in the Apply column equals the payment amount, click Accept.
The system applies the payment to the customer's account and includes it in the current batch.

Fees
Fees

You can change the fee percents or amounts for one or more money buckets for a single payment. You
can also change the fee schedule for a single payment.

Change Fees for a Single Payment

Use the Payment tab on the Account tab in the Payment Entry window to change the fees for a single
payment. You can change the fee schedule or modify the fee percent or amount for one or more money
buckets.

To change the fees for a single payment

1. Inthe Main Menu window, from the Apps menu, click Payment Entry. The Payment Entry
window appears.

2. Do one of the following:

+ If you know the file or account number, do the steps to Retrieve an Account by Account Number.

» To search for an account using simple search, do the steps to Search for an Account Using Simple
Search.

« To search for an account using advanced search, do the steps to Search for an Account Using
Advanced Search.

3. Onthe Account tab in the Payment Entry window, click the Payment tab.
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) batel

Batch Account Reports

Batch Awomtl

~ Account Selection Batch Totals

@ OwMNumber ( CustAcctNo | 1241 _Betieve | Search IJ ﬁ 000 | 0
PARSONS. SUSAN ﬁ% i3 ]
111 MAIN ST

; fm Number B
4227097222356263 | $744,37/USD

SOUTH HADLEY [MA [010752843 | sk Recewed
| NEwW | ATLADMIN 015 | 05/13/2010 |

00000 - General Trust - US Dollar (USD)
Links  Payment Il-_ldofyl Notes | Ant | Promeses |

Amount Date Paid Method Sub Type
| $0.00 | Sonaad | [11/2672012 =] | | [T SIF [" PF W Note
Detior Comment Check # Fee Schedule
|OPARSONS, SUSAN ~|l | {0003 - 100% Change |
Proenise Notes F“‘fm_
s
|
- Money Buckets |~ Curent Amt |- Apply Amount |- Fee X~ Fee Amourt
Prncipal \ $676.70) $0.00 100 $0.00
Interest | $0.00 | $0.00 100 $0.00
oliection Costs $67.67 $0.00 100 $0.00
ad Check Chgs ‘ $0.00/] $0.00 100 $0.00
Court Costs \ $0.00 | $0.00 100 $0.00
Aomey Fees \ 30 $0.00 100 4000
M | 30, $0.00 100 $0.00
\ $0.00 $0.00 100 $0.00
| $0.00| $0.00 100 $0.00
Transaction Charges $0.00 $0.00 100 $0.00

4. Click Change next to the fee schedule. The Fee Schedules window appears.
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jsmmsmﬁ ~l New ||
I~ FeeCopPercent [0 [~ FeeCopamount [0 |
| 00 || _ofion || 000 || 00 || OO || OO0 || OO0 || Ot || 000 |
Balance Based L1818 Elr——1|i [ | If T | i | i
gg% gQ To To To To To I To To To To To
e Py pe pa| o | (100000000 | | I I I | I r — I
Principal (o] |P & [3]| [ J|[ J{ 1 Jil| i J| Ji I il J
et EET) CALCA A NER | I J{ I Ji|[ il I Ji Ji[ ][ ]
Pofection Costs JEE) ol ot N || R | i1 i [ [ J{ Ji I ][ J
[ed Check Chaiges J0voo]) | e (2] (o | ! Ji[ Jil| [ [ I I |1l J
Pout Costs T o T T J{[ i1 I il J| I I il J
Pioeney Fees T o S | RN J{[ Ji[ i [ JiL J|C Ji [ il ]
| S 1) [ 2 || I J{ )1 il I J| Ji Ji il |
Poney Buckat® [oo)f | | e | J{ 11 Jil| I J{ Ji i ][ J
ECC) ol N | TN i Ji[ 1| i [ J| i I il ]
[Transaction Charges T Lt N N 1| [ I Il ]l JjL Ji i ][ J
| Deste | oK /Bt

5. Inthe Select Fee Schedule list box, click the fee schedule. For more information about the
remaining values, see Fee Schedule — Age Based, Fee Schedule — Balance Based, or Fee Schedule
— Liguidation Based, depending on the type of fee schedule.

6. Click OK/Exit. In the Payment Entry window, the Fee Schedule, Fee %, and Fee Amount boxes
now have an orange background to indicate modified values.
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Batch Account Reports

Batch Account
& QuiNumber  CustAcctNo | 1207 _Betieve | Semch || | 000 | 0 |
PINTO, MICHAEL 2000015 - POD Custormer ]
26 ARLINGTON ST
|42z70972491 10250 $737.00USD
HYANNIS [Ma [026013263 Received
| | NEW ADMIN1 015 | 05/13/2010 |
00000 - General Trust- US Dollar (USD)
Links anlent It-istuyl Notes | AlM Iprom-ses I
Date Paid Method Sub Type
| mo Sawad | [1172872m2 =] | || [~ SIF [~ PIF [ Note
Debtos Comment Check # Fee Schedue
[oPINTO MicHaEL ]| T SR |
; -~ Amourt withheld ——
i i by forwardes
[ 0
~Desk—
o]
~PODs
[ ﬁesszowwwummww ] Accept
Privced $308 55/ soco (GG (G Ext |
fiterest $000( 3000 |00 [NS000
on Costs $000 3000 NS NS00
d Check Charges $0.00 $0.00 (IS SO0
[Coust Costs $0.00 s0.00 NG s
Attocney Foes $0.00) soco [IG a0
Wisc $0.00 s000 [0 E000
$000 s0.00 NG o0
5000 $000 (IS [E00
[Transecton Chages__ || sooof  so00 [N NSRS

7. To change the fee percent or amount, on the Payment tab, do one of the following:

* Inthe Fee % box, type a new fee percent and press the Tab key. Latitude Console adjusts the Fee
Amount box to reflect the new percent.

* Inthe Fee Amount box, type a new fee amount and press the Tab key. Latitude Console adjusts
the Fee % box to reflect the new amount.

The Fee % and Fee Amount boxes now have an orange background to indicate modified values.
8. Click Accept.
Fee Schedule — Age Based
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Accounts set up with age-based fee schedules accumulate collection fees based on an account date
range. Calculations increase or decrease percentages charged for collections on accounts at specified
aging intervals. For example, you can set a certain percentage of the amounts collected to charge for the
first 30 days of holding the account, while setting another percentage to use for the next 30-60 days.

+ Fee Schedules =
Select Fee Schedue  [ERRILOTET = Hew
From [ReceivedDate  =| To [EnteredDate = | [~ Fee Cap Percent [0 ™ Fee Cap amount [0

N o wlwlwl > _Of/0n || _Of/On || _0WOn | O || _Of/0n | 00 || _QiOn || 0 | _Oin |

ge Based |72 2=18l =2 | o I [ [ I [ [ [ |

% AHE ge To To To To To To To To To To
o e on L8 | 0000 || | I ' | ' |
Fincipal [w]|® 7 @[] ™ ] ' ] ' '
Inkerest I EEEE 100
[Collection Costs [o]|F F F 3] 100
[Biad Check Chge [o]|#|F | F [ 2 100
Misc ]| F 7| [s 100
[Court Coat [wlF F 7 7 100
Pilomey Fees EN G 100
ivalable for use EN2EAEE 100
[valable fod wise []|F|F |7 [0 100
Miansaction Chaigas [ollpl Flr M 100 ]
pelete | [ ox/Ea

Select Fee Schedule: Fee schedule to use.
New: Opens the Fee Schedules dialog box to allow you to add a fee schedule code.
From: Date to use to start calculating fees.
Received Date: Calculate fees starting on the account placement date.
Client DLP: Calculate fees starting on the date of the last payment made to the client.
Client DLC: Calculate fees starting on the date of the last charge made to the account.
Our DLP: Calculate fees starting on the date of the last payment made to your organization.

[Blank]: Calculate fees starting from a user-defined date. These three options represent the user-
defined values from your organization's control file.

To: Date to use to stop calculating fees.
Entered Date: Calculate fees up to the payment entry date.
Received Date: Calculate fees up to the account placement date.
Client DLP: Calculate fees up to the date of the last payment made to the client.
Client DLC: Calculate fees up to the date of the last charge made to the account.
Our DLP: Calculate fees up to the date of the last payment made to your organization.

[Blank]: Calculate fees up to the user-defined date. These three options represent the user defined
date fields from your organization's control file. The option names are based on how your control
file is set up.

Fee Cap Percent: Percent of the original balance at which to stop applying fees to the principal bucket
once you recover that amount.
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Fee Cap Amount: Amount of the original balance at which to stop applying fees to the principal bucket
once you recover that amount.

Note: If the client has a fee cap amount, the system uses the lesser of the two fee cap amounts.

[Money Buckets]: List of money buckets set up for your agency. These buckets group dollar amounts
associated to an account (for example, principal, interest, collection costs).

Alloc%: Percentage of the payment amount, or remaining payment amount in the case that the system
allocates other buckets first, to allocate toward collection costs for each money bucket.

Invoice PU: If selected, the system includes on the client's invoice payments that customers send to your
organization.

Invoice PC: If selected, the system includes on the client's invoice payments that customers send to your
organization for accounts that an outside collection agency or attorney holds.

Invoice PA: If selected, the system includes on the client's invoice payments that customers send to
outside collection agencies or attorneys that hold the accounts.

Apply Priority: Determines the order in which to apply payments. The system applies payments received
to the money bucket with a priority of "1" first and subsequent buckets in numerical order.

To: The first To column is always active, and indicates the first (or only) date range to use for the specified
fee. For example, if the fee is based on the Received Date and Payment Entry date and the range is 0 to
29, the fees apply during the first thirty (30) days that your agency holds the account. If this fee is the
only fee that applies, accept the default of 0 to 100000000 (no other fee schedule columns are active).

Off/On: Turns on or off the ability to set up a subsequent column of fees to apply. To set up more fees,
click Off/On and specify the next range of days to use for applying fees. Based on the To example, the
next date range starts at 30.

[Percent]: Percentage to use as the fee for each money bucket for each active date range column. For
example, if you specify 50%, all payments received that apply toward the Principal and Interest buckets
generate an agency fee of 50% of the money collected.

Fee Schedule — Balance Based

Accounts set up with balance-based (dollar) fee schedules accumulate collection fees based on account
balances. For example, you can set a certain percentage to charge for accounts with a balance of $1,000,
while setting another percentage to use for accounts with balances greater than $1,000 but less than
$1,500.
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s W WA B =

Select Fee Schedue  |[ITERRITES | New |

Balance Based & [ s ite

AlocX

[™ Fee Cap Pescent |0 [~ Fee Cap amount |0

_Ofi/On || _QffOn || _Of0n || __OfM0n || _O0n | __Of/On | __ OO0 | __Offn || __Offi0n |
0 [ | | [ [ | | |

To ot - Toi o Ton 4 fon e Tof ). T To To To
[1000o0000 | | | [ I [ [ [ [ [

PRIORITY

APPLY

Delete |

Pingd  |o||F @ @[3 100 | M | |
neet  |[)|F P F|[3 100 I M | |1
[eckechonCosten [0y | 4 0 || I | ||
pedthesChages ____|[100) | [2]|[_0 || | | |
ConiCos  |o)|r r r[[5 0 | 1 | I
PiomeyFees  |[100)|~ ([ 0 | J| N
Mee | e[z 0 I} M | I
Money Buckel & [o]|r|rir([s 0 Il 1] | [
. Jm)|ririr|[s 0 | H | I
Tlansa:mntfige: [71073 ririr 1 0 ‘ | | ‘ ‘ | ‘
| &

Select Fee Schedule: Fee schedule to use.
New: Opens the Fee Schedules dialog box to allow you to add a fee schedule code.

Fee Cap Percent: Percent of the original balance at which to stop applying fees to the principal bucket
once you recover that amount.

Fee Cap Amount: Amount of the original balance at which to stop applying fees to the principal bucket
once you recover that amount.

Note: If the client has a fee cap amount, the system uses the lesser of the two fee cap amounts.

[Money Buckets]: List of money buckets set up for your agency. These buckets group dollar amounts
associated to an account (for example, principal, interest, collection costs).

Alloc%: Percentage of the payment amount, or remaining payment amount in the case that the system
allocates other buckets first, to allocate toward collection costs for each money bucket.

Invoice PU: If selected, the system includes on the client's invoice payments that customers send to your
organization.

Invoice PC: If selected, the system includes on the client's invoice payments that customers send to your
organization for accounts that an outside collection agency or attorney holds.

Invoice PA: If selected, the system includes on the client's invoice payments that customers send to
outside collection agencies or attorneys that hold the accounts.

Apply Priority: Determines the order in which to apply payments. The system applies payments received
to the money bucket with a priority of "1" first and subsequent buckets in numerical order.

To: The first To column is always active, and indicates the first (or only) dollar range to use for the
specified fee. For example, if the fee is set to apply for account balances from $0 to $999.99, the fee code
applies for balances up to $1000. If this fee is the only fee that applies, accept the default of 0 to
100000000 (no other fee schedule columns are active).

Off/On: Turns on or off the ability to set up a subsequent column of fees to apply. To set up more fees,
click Off/On and type the next dollar range to use for applying fees. Based on the To example, the next
dollar range starts at $1000.00.
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[Percent]: Percentage to use as the fee for each money bucket for each active dollar range column. For
example, if you specify 50%, all payments received that apply toward the Principal and Interest buckets
generate an agency fee of 50% of the money collected.

Fee Schedule - Liquidation Based

Liquidation fees allow a sliding fee percentage based on the percentage paid per account. Percentages
are retroactive once the next bracket is reached. For example, if an account pays 50%, the fee is 30%, but
if the account pays 90% the fee increases to 40%. Multiple payments increase the fee, as the percentage
paid increases and moves the account into the next fee bracket. New fee brackets are retroactively

applied to increase fees on prior payments, so the total fee on the account indicates the higher fee
amount.

Accounts set up with balance-based (dollar) fee schedules accumulate collection fees based on account
balances. For example, you can set a certain percentage to charge for accounts with a balance of $1,000,
while setting another percentage to use for accounts with balances greater than $1,000 but less than
$1,500.

Example:

50% paid = 30% fee and 90% paid = 40% fee, using an account where the balance is $1000.00.
1. The customer pays $750.00 (75% of the balance) with a fee of 30% = $225.00.

2. Another payment is made for $200.00, which brings the total paid amount to $950.00, or 95% of
the balance.

3. The feeisincreased to 40% or $100.00 for that one payment, but that 40% also applies
retroactively to previous payments.

4. An additional $75.00 fee for the $750.00 payment is added, bringing the total fee for the second
payment to $175.00.

A breakdown of this example is shown below:

Original [Current Paid Fee )Additional [Total
Balance |Balance Fee Fee

$1000 5250 5750 5225 SO 5225
$1000 S50 5200 580 S75 5380
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=3 Fee Schedules “
Selact Fas Schaduls |?- Ligquidation Bazed j Bow I
I~ FesCap Peicent ||| [~ FeaCap amourd [ll
wiwlw b Qfffdn | Qif/0n QifQn_| QiffQn_| Qii/Qn | QffQn_| Qif/0n QifQn_| QifQn_|
Liquidation Based ?’ | 88|l Eiro—|] I I | - '
© é E S '1':2 _To To To _To To T To _To AC To
ik pU| pe | oa| S0 | [T00000000 | [ [ [ [ [ [
_Pln:l)d | rir\r 1 0 [
.Inttltsi wmirri- : 2 0
[Cobecton Coits |[wo]| | 3 0
Bad Check. Chgs |00 {1 [a 0
:H:;c [ Ll 5 1]
fConet Cost || T E 0
:Alrofmyl'ec: )L 7 ]
:Awedablelal use J[w0o]| T 8 0
[Bovadable for use 100 || T E] o
[Tramsaction Charges: . wmiirrir 10 0 [ ]
Save | Delete [ oK

Select Fee Schedule: Fee schedule to use.
New: Opens the Fee Schedules dialog box to allow you to add a fee schedule code.

Fee Cap Percent: Percent of the original balance at which to stop applying fees to the principal bucket
once you recover that amount.

Fee Cap Amount: Amount of the original balance at which to stop applying fees to the principal bucket
once you recover that amount.

Note: If the client has a fee cap amount, the system uses the lesser of the two fee cap amounts.

[Money Buckets]: List of money buckets set up for your agency. These buckets group dollar amounts
associated to an account (for example, principal, interest, collection costs).

Alloc%: Percentage of the payment amount, or remaining payment amount in the case that the system
allocates other buckets first, to allocate toward collection costs for each money bucket.

Invoice PU: If selected, the system includes on the client's invoice payments that customers send to your
organization.

Invoice PC: If selected, the system includes on the client's invoice payments that customers send to your
organization for accounts that an outside collection agency or attorney holds.

Invoice PA: If selected, the system includes on the client's invoice payments that customers send to
outside collection agencies or attorneys that hold the accounts.

Apply Priority: Determines the order in which to apply payments. The system applies payments received
to the money bucket with a priority of "1" first and subsequent buckets in numerical order.

To: The first To column is always active, and indicates the first (or only) percentage range to use for the
specified fee. For example, if the fee is set to apply for percentages from 0 to 39.99, the fee code applies
for total payment amounts that comprise less then 40% of the balance. If this fee is the only fee that
applies while your agency holds the account, accept the default of 0 to 100000000 (no other fee schedule
columns are active).

Off/On: Turns on or off the ability to set up a subsequent column of fees to apply. To set up more fees,
click Off/On and type the next percentage range to use for applying fees. Based on the To example, the
next percentage range starts at 40%.
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[Percent]: Percentage to use as the fee for each money bucket for each active percentage column. For
example, if you specify 18%, the system applies an 18% fee to accounts where all combined payments are
less than 40% (based on the example for To) of the balance.

Change the Desk Assigned to an Account

Use the Select Desk dialog box to change the desk assigned an account.

To change the desk assigned to an account

1. Inthe Main Menu window, from the Apps menu, click Payment Entry. The Payment Entry
window appears.

2. Do one of the following:

+ If you know the file or account number, do the steps to Retrieve an Account by Account Number.

» To search for an account using simple search, do the steps to Search for an Account Using Simple
Search.

+ To search for an account using advanced search, do the steps to Search for an Account Using
Advanced Search.

3. Onthe Account tab in the Payment Entry window, click the Payment tab.
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v - P batel

Batch  Account Reports
Batch Account |
- Account Selection Baich Totals
@ OuNumber  CustAcctNo | 1241 _Betiieve | Search | h 000 | 0 |
PARSONS. SUSAN e ]
111 MAIN ST e B
|4227097222356268 { 474437, USD
SOUTH HADLEY [Ma 010752849 | ey il Recied
| % ATLADMIN 015 | 051372010 |
00000 - General Trust - US Dollar (USD)
Links EWIM'W' AN |onmtses|
Amount Date Paid Methad Sub Type
| $0.00 | Soead | [11/26/2012 =] | =~ [T SIF [ PIF ¥ Note
Debtor Comment Check # Fee Schedule
|OPARSONS, SUSAN ~|l | {0003 - 100% Change |
Proenise Notes [
| —
|
- Money Buckets |~ Curent Amt - Apply Amount - Fee X Fee Amourt
Prncipal \ $676.70 $0.00 100 $0.00
Interest \ $0.00 | $0.00 100 $0.00
ollection Costs ‘ $67.67|| $0.00 100 40.00
ad Check Chgs ‘ $0.00f $0.00 100 $0.00
Court Costs \ $0.00 | $0.00 100 | 0,00
Altomey Fees \ 10 $0.00 100 4000
Misc \ 10 $0.00 100 $0.00
i $0.00/[ $0.00 100 40.00
| $0.00| $0.00 100 $0.00
Tiansaction Charges | $0.00/f $0.00 100 $0.00

4. Click in the Desk box. The Select Desk dialog box appears.
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i J VI_AII Branches

‘ Search l

!
| (% Drder by Desk Code

Desk Code Desk Name

C1 Collector 1 Desk 00000
DIALERAPPD Digler Append Desk 00000
DIALERMERG Dizler Merge Desk 00000
DIALERNEW Disder New Desk 00000
NEW New Business Inventory 00000
POD Pod Collector 00000
| wEST Westside Desk 00001

Cancel _|

To display desks for a specific branch, in the Branch box, click a branch.

To search for a desk by desk code or desk name, in the Search box, type one or more characters
and then click Find.

The search results are sorted by desk code by default. To sort the search results by desk name,
click Order by Desk Name.

To select a desk, double-click the desk or click the desk and then click OK. The system populates
the Desk box on the Payment tab with the select desk code.

Split a Payment Between Linked Accounts
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Use the Links tab on the Account tab in the Payment Entry window to split payments between linked
accounts. If you have multiple linked accounts for the same customer, you can split the payment and
apply a portion of the amount to each account. The Links tab only displays accounts with bank
information that is compatible with the initially selected account. If an account isn't a linked account,
the Links tab is unavailable.

l Note: If you are only adding a payment for the selected linked account (not splitting the payment),
lick the Payment tab and do the steps to Add a Payment to an Account. To split a payment between

linked accounts

1. Inthe Main Menu window, from the Apps menu, click Payment Entry. The Payment Entry
window appears.

2. Do one of the following:

« If you know the file or account number, do the steps to Retrieve an Account by Account Number.

* To search for an account using simple search, do the steps to Search for an Account Using Simple
Search.

» To search for an account using advanced search, do the steps to Search for an Account Using
Advanced Search.

3. On the Account tab in the Payment Entry window, click the Links tab.
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Batch Account Linked Accounts Reports

Batch Aoeom!l
 Account Selecton . Batch Totals———————
& OwNumber C CusthcetNo | 1200 _Bebieve | seach ||| w00 | © |
[KILE. RICHARD ' [0000001 - CUSTOMER ONE ]
12 JAMES AOAD
APT G j |745¢10e15?4e& | $2,000.00 USD
ALLENTOWN [Pa [igi01 r -
[ hew (000000 875 | 02172011

56565- TRUST ONE - US Dollar (USD) oo Liked A
Links IP-MINMI Notes | Am | Promises | <<|12mme.muuntvi_>_>_|

Date Pad Method Sub Type
| MI= Spaad || 37292006 > || w][Nones — ~]Im siF TP N
Check # Fee Class Fee Schedue

| | |DEFLT =l Change I
~Automated Spreading Options

" Toptobottom ¢ EvenAmount ( Proportional toBalance (& Prodty, Propostional ’ Accapt All |

Linked Accounts
[ | Select|  Amount| Fie Number | Account Number | Customes | Balance Name
Pl $0 001000 733184767075 | 0000001 $367 47 | KILE . RICHARD ‘
F $0.00] 120 | 98774586630012 | 0000001 | $250 00| KILE . RICHARD
3

o] | )
Applied  $000 Linked Bal  $3.217.47 Edit ltem l Ext I
Ditference $0.00 Selected Bal $3.217.47

Amount: Payment amount received.

Date Paid: Defaults to the batch date. To change the date, click the arrow and select the date from

the calendar.
Method: Payment method.

Sub Type: Code to categorize the batch type.

SIF: (Settled in Full) If selected, the client considers the payment a settlement to the account.

PIF: (Paid in Full) If selected, the payment covers the entire balance and the client considers the

account paid in full.
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Note: If selected, the system creates a note when posting the payment.
Comment: More information regarding the payment or account.
Check Number: Check number for a payment made by check.

Fee Schedule: Fee Schedule is blank, indicating that each linked account uses its own fee
schedule.

Automated Spreading Options

Top to bottom: If selected, the system spreads the payment over each linked account in the
order the accounts appear in the data grid.

Even Amount: If selected, the system spreads the payment evenly over each linked account.

Proportional to Balance: If selected, the system spreads the payment over each linked
account proportional to the current balance.

Priority, Proportional: If selected, the system spreads the payment over each linked account
by priority of the check and proportional to the current balance.

Linked Accounts

Note: The columns that appear in the data grid are based on your selections in the Grid: Linked
Accounts dialog box. For more information, see Hide or Show Linked Accounts Columns.

Select: If selected, the system applies the payment to the account. Defaults to the primary
customer on the account.

Amount: Payment amount to apply to the account.

File Number: Unique code that the system assigned to identify the account.

Account Number: Code that the client assigned to identify the account.

Customer: Code that identifies the client.

Balance: Current balance on the account.

Name: Name of the customer on the account.

Tips:
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To change the order of the columns in the data grid, click a column and drag and drop it to the new
location.

To change the sort order of the rows in the data grid, click a column heading. The system supports
primary and secondary sorting (by one column, then another). The system saves the sort order and uses
it the next time you open a linked account.

Applied: Total payment amount to apply.
Difference: Difference between the payment amount received and the amount applied.
Linked Bal: Total account balance for all linked accounts.
Selected Bal: Total account balance for all selected accounts.
4. Complete the payment information.
5. To specify which accounts to split the payment among, do one of the following:
* To select all linked accounts, click the check box next to the Select column.

* To select specific linked accounts, in the Select column of the data grid, select the check box for
the specific accounts.

Note: If a payment batch exists for a selected linked accounts, a warning message appears
indicating that a payment for the linked account is pending in an existing payment batch. Click O

6. Click Spread to apply payments to the selected linked accounts based on the specified spreading
option.

7. Optionally, to change the payment amount for a linked account, do the following:
a. In the Amount box in the data grid, type the payment amount.

b. Press the Tab key. The system recalculates the applied and difference amounts. If the applied
amount is greater than the payment amount, the difference appears in red. If the applied amount
is less than the payment amount, the difference appears in green.

8. When the applied amount equals the payment amount, and the amount applied to the linked
accounts is correct, click Accept All. The system applies the payment to the specified linked
accounts and includes it in the current batch. The system clears the Account tab.

9. You can select another account to add payments to this batch, or click Exit.

Hide or Show Linked Accounts Columns

Use the Grid: Linked Accounts dialog box to show or hide columns in the Linked Accounts data grid on
the Links tab.

To show or hide linked accounts columns

1. Inthe Main Menu window, from the Apps menu, click Payment Entry. The Payment Entry
window appears.
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2. Do one of the following:

+ If you know the file or account number, do the steps to Retrieve an Account by Account Number.

« To search for an account using simple search, do the steps to Search for an Account Using Simple
Search.

* To search for an account using advanced search, do the steps to Search for an Account Using
Advanced Search.

3. On the Account tab in the Payment Entry window, click the Links tab.

Batch Account Linked Accounts Reports

Batch Accomtl

- Account Selection ~Batch Totals
& OuNumber O CustécetNo | 1200 BetrMISaethl s | 0 |
[FILE.FiGHaFD l 0000001 - CUSTOMER ONE ]

12 JAMES ROAD

APT G 1 |745nomsus& | $2,000.00 USD
ALLENTOWN [Pa 12101 | =

l NEW 0000000 g/s | aznzam

56565 - TRUST ONE - US Dollar (USD) inked A

Links lwlnmﬂ | Am | #romses | <<i1200m|.s.mc>mcvi_>_>_]

Date Paid Method Sub Type
[ M[__._Mlszzszzmsjl ~][Nores v siF ™ P ot
Comment Check B Fee Class Fee Schedue

I I IDEFLT jl Change I
~Automated Spreading Oplions

" Toptobottom (" EvenAmount ( Proportionalto Balance (& Prodty, Propostional ‘ Accapt All |
i Linked Accourts

[ | Select|  Amount| Fie Number | Account Number | Customes | Balance Name

b F 3000|1000 7732184767075 | D000 $367 47 | KILE, RICRARD e

F $0.00] 1201 | 98774566630012 0000001 | $25000|KILE. RIEHARD
¥

o] | 2
Apgied  $0.00 UnkedBal $321747  Edthem | £t
Difference $0.00 Selected Bal $3217.47

4. Right-click in the data grid and then click Customize. The Grid: Linked Accounts dialog box
appears.
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Note: Selected check boxes appear as columns in the data grid on the Links tab; cleared check
boxes do not.

Grid: Linked Accounts

bhe;:k or unﬁheck to make cohrm vnsble or Mo.
Select item them move it up or down with the Up/Down
ariows to change the colamng position,

Select A1 ISeiec(NoneJ Restore Defaults

Column Name A
FleNumber
AccountNumber
[¥] Customer
Balance

Name

Status

Desk

Recerved
ChaigeOH
Semvice

Prionty
UseDatel
UseiDate2

W] UzeiDate3
Delinquency
[¥] CustLastChig v
Z m >

el

[~ Pessistchanges | oK I Cancel

5. Do one of the following:

* To select all check boxes, click Select All.

* Toclear all check boxes, click Select None.

* To restore the check boxes to the default selections, click Restore Defaults.

» To select specific check boxes, select or clear the individual check boxes.

6. Do one of the following:

To apply the selections to the current session and future sessions, select the Persist Changes
check box.

To apply the selections to the current session only, clear the Persist Changes check box.

7. Click OK. The system closes the dialog box and updates the data grid on the Links tab.

Apply a Promise Arrangement

Use the Promises tab on the Account tab in the Payment Entry window to apply a promise
arrangement to an account or group of linked accounts. If your organization didn't establish a promise
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arrangement previously for an account or group of linked accounts, the Promises tab is unavailable. To

apply a promise arrangement

1.

In the Main Menu window, from the Apps menu, click Payment Entry. The Payment Entry

window appears.

Do one of the following:

If you know the file or account number, do the steps to Retrieve an Account by Account Number.

To search for an account using simple search, do the steps to Search for an Account Using Simple

Search.

To search for an account using advanced search, do the steps to Search for an Account Using

Advanced Search.

On the Account tab in the Payment Entry window, click the Promises tab.

|| Account Selection

1011 Retieve | Saeh” [

-~ Batch Totals

000 | 0 |

@ OurNumber ¢ CustécctNo |

SMITH, GINA

2589 BAHIAVISTA ST

ALLENTOWN |Pa 118101
|United States

iootmm - CUSTOMER ONE

i7739154511818

|
B
[ $308 56 USD
Received

Staty Desk evel
PPA 0000000 820

021172011 |

56565 - TRUST ONE - US Dollar (USD)

ST

Links | payment | History | Notes | An | Promises |

.....

In the data grid, click a promise arrangement to select it.

Promises
Promise Id File Number Due Date Debtor Saq[Amom! Desk
| AEE) 1011 1211772012 1 | $200.00 0000000
933 l1om 1 2/19/2013 1 | $200.00 | 0000000
935 {1011 4172013 |1 3108586 | 0000000
Speead Selected Amrangement Amount Ext I
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5. Click Spread Selected Arrangement Amount. The Payment or Links tab appears, reflecting the
promise arrangement.

6. On the Payment tab, click Accept to apply the promise arrangement.

Reverse a Payment

Use the History tab on the Account tab in the Payment Entry window to reverse a payment in a PUR or
PCR batch.

To reverse a payment

1. Inthe Main Menu window, from the Apps menu, click Payment Entry. The Payment Entry
window appears.

2. Do one of the following:

+ If you know the file or account number, do the steps to Retrieve an Account by Account Number.

» To search for an account using simple search, do the steps to Search for an Account Using Simple
Search.

+ To search for an account using advanced search, do the steps to Search for an Account Using
Advanced Search.

3. Onthe Account tab in the Payment Entry window, click the History tab. Only payments that you
can reverse appear in the data grid.

72



Latitude Console Printable Help

5# Payment Entry - PUR batch# 48 o=
| Batch Account Reports
Batch Accoudl
Account Selection BatchTotals
E Ou Number ( CustAcctNo | 1001 [ Botiove | _Search | “ L
- Customer
|| [VOZAR. ANDREW (0000001 - CUSTOMER ONE |
112 GARFIELD AVE e
(7738173331138 $2,355.77/USD
ALLENTOWN [Pa 18101 o k. o Recsived
[ [ acT 0000000 ]| 599 | 02/11/720m |

56565 - TRUST ONE - US Dollar (USD)
Links | Payment History | Notes | 4Nt | Promises |

Payment History
A 1D Entered Paid Type | Amount | Linked&mt| Cum Method Check#t
) 'm 27 11072013 12102013 PU $100.00 $100.00 USC
| »
Select Item to Reverse and chick Reverse [tem' Reverse ltem Exit I

4. Inthe data grid, click a payment and then click Reverse Item. The Confirm Reversal dialog box
appears.

Number; 1001
Name: VOZAR, ANDREW
Amourt: $0.00

Enter Comment [optional)

DatePa‘dl 171072013 -I Sub Batch Type |<None> 'I
[ Is Cormection | ok |  Cancel |

Enter Comment: More information about the payment reversal. This comment appears as a note
on the customer's account.

Date Paid: Payment reversal date.
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5.

6.

Sub Batch Type: Code to categorize the batch type.

Is Correction: If selected, indicates that the payment reversal is to correct a clerical error. If not
selected, indicates that the payment reversal is for an NSF (check bounce). Select this check box
when transferring an overpayment to another account or refunding an overpayment.

Modify the information as necessary and then click OK. A confirmation dialog box appears.

Click OK. The payment reversal appears in payment history after the system processes the batch.
If the payment reversal is for an NSF, the system changes the account status to "NSF" for the
driver and linked accounts. It changes the queue level to "012" for the driver account and leaves
the queue level set to "875" for the linked accounts.

Adjust a Balance

Use the Payment tab on the Account tab in the Payment Entry window to adjust the balance for a DA

or DAR batch. These adjustments are not calculated fees. To adjust a balance
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1.

In the Main Menu window, from the Apps menu, click Payment Entry. The Payment Entry
window appears.

Do one of the following:

If you know the file or account number, do the steps to Retrieve an Account by Account Number.

To search for an account using simple search, do the steps to Search for an Account Using Simple
Search.

To search for an account using advanced search, do the steps to Search for an Account Using
Advanced Search.

On the Account tab in the Payment Entry window, click the Payment tab.
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Batch Account Reports
Batch  Account
Account Selection Batch Totals 3
|G OuNumber O CusthcctNo | W [ Letere | Sead'lH[ soo0 | 0 |
GOMEZ. YVONNE F’*—mg&"l‘fz' e |
8083 ELIZABETH LN Account Number Balance Due
(7738131405241 | $1,135.92|USD
TOBYHANNA IF‘A ]1 84653524 sk Received
| | NEW ADMIN1 05 | 0513/2010 |
00000 - General Trust - US Dollar (USD)
Links  Payment ll-_i@oryl Notes l Al lPromise:-. |
Date Paid Method Sub Type
f1172872012 =] | ] [~ SIF [~ PIF ¥ Note
Comment Check # Fee Schedule
| 0-GOMEZ, YWONNE ~|| [ [ Change |
Promise Notes
Enter the Decrease amounts directly mto the ‘Appl' boxes.
Money Buckets Current Amt - Apply Amount
Pincipal [ s1032es s0.00 oot
Interest $0.00 $0.00 __Em |
Collection Costs ‘ $103.27) $0.00
ad Check Chgs $0.00 | $0.00
Court Costs $0.00 | $0.00
Altomey Fees $0.00 $0.00
Misc $0.00 $0.00
$0.00| $0.00
$0.00 | $0.00
Transaction Charges $0.00 | $0.00

4. Complete the information. The Date Paid is the adjustment date.

5. Ensure that you selected the Note check box to have the system add an adjustment note to the
account.

6. Inthe Apply Amount boxes, type the adjustment amount for each applicable money bucket.
Note: Do NOT type in negative amounts. For a DA batch, the system decreases the account

balance. For a DAR batch, the system increases the account balance.

7. Click Accept.
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AIM Information

AIM Information

Use the AIM tab on the Account tab in the Payment Entry window to add transaction information that
the Agency Interface Module (AIM) program uses. For more information, see the AIM help.

You can add transaction information manually or import it from agencies. The transactions are:

Paid to Us (PU) and Paid to Client (PC): The system credits these payments to the agency holding
the account currently. If your organization recalled the account and holds it in-house currently,
the system doesn't credit the payment to an agency. The system reports these payments to
agencies using the next CPAY file generated.

Paid Agency (PA): We don't recommend these payments; instead, import an agency payment file
(APAY) to process these payments.

Imported Payment: The system imports these payments through AIM and always sets them as PA
payment types. The system credits them to agencies based on settings on the Importing tab in
the Options window in AIM.

Add AIM Information for a PU or PC Batch

Use the AIM tab on the Account tab in the Payment Entry window to add AIM information for a Paid to
Us (PU) or Paid to Client (PC) batch. You cannot modify this information after the system has processed
the batch of transactions. If an account isn't an AIM account, the AIM tab is unavailable. To add AIM
information for a PU or PC batch

1.
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In the Main Menu window, from the Apps menu, click Payment Entry. The Payment Entry
window appears.

Do one of the following:

If you know the file or account number, do the steps to Retrieve an Account by Account Number.

To search for an account using simple search, do the steps to Search for an Account Using Simple
Search.

To search for an account using advanced search, do the steps to Search for an Account Using
Advanced Search.

On the Account tab in the Payment Entry window, click the AIM tab.
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| Batch ACCOWI
Account Selection Batch Totals
Lol

& QuwMNumber  CustAcctNo | 1241 Hetneve l Search I ; $200.00 I !
R 0000001 - CUSTOMER ONE ]
APT 24 0178754212012 1 $2.000.00| USD
SACO LM,E*U“,@, | [States  Desk  Qlevel Recewved

[ | NEW 0000000 m5 | 07/25/201 |

56565 - TRUST ONE - US Dollar (USD)

.............

.............

AIM Credtng Agency/Attomey | Collecbons Plus Secvices -1+ |
AIM Agency/Attomey Fee {0.00
Net Amount Due to Agency/Attorney {0.00

l] AIM Batch 1D h

s — e — I

AIM Crediting Agency/Attorney: The name of the agency or attorney to credit.
AIM Agency/Attorney Fee: The current commission or fee schedule for the agency or attorney.

Net Amount Due to Agency/Attorney: The amount your company owes as commission to the
agency or attorney. This amount appears in the Daily Batch Report under Agency Fee Due.

AIM Batch ID: The placement batch for the account to credit. Latitude Console populates this
information and tracks it back to the agency in the Agency Evaluator report.

4. Complete the information and then click the Payment tab.
5. Click Accept.
Add AIM Information for a PA Batch

Use the AIM tab on the Account tab in the Payment Entry window to add AIM information for a Paid
Agency (PA) batch. You cannot modify this information after the system has processed the batch of
transactions. If an account isn't an AIM account, the AIM tab is unavailable.

To add AIM information for a PA batch
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1. Inthe Main Menu window, from the Apps menu, click Payment Entry. The Payment Entry
window appears.

2. Do one of the following:

+ If you know the file or account number, do the steps to Retrieve an Account by Account Number.

» To search for an account using simple search, do the steps to Search for an Account Using Simple
Search.

« To search for an account using advanced search, do the steps to Search for an Account Using
Advanced Search.

3. On the Account tab in the Payment Entry window, click the AIM tab.

(
Account Selection | Batch Totals |
@ OwNumber ( CustAcctNo | 1241 _Reteve | Seach || ||  $000 | 0 |
STy NEGAN '|0000001 - CUSTOMER ONE |
236 NORTH HEMMING ROAD e —
APT 24 0178754212012 $2.000 00| USD
SAC0 |ME (04072 : sk Qlevel :
| [ﬂ:?gv 000000 | 015 | 07/25/20m
56565 - TRUST ONE - US Dollar (USD
ks | payment | Hetory | Hotes [ AM {eromses |

AlM Credbng Agency/Attomey | Collections Plus Services - 1- v |
AIM Sending Agency/Attomey | Collections Plus Services -1- v
AlM Agency/Altomey Fee {0.00

Net Amount Due to Agency/Attorney {0.00

Unique ID of Transaction 2t Agency/Attamey (optonal] |

AlM Batch ID [

These changes should go through AIM. If the AIM fields are not set correctly
here you may not receive the desired results for batch tracking. If the AIM
Crediting and AIM Sending Agency/Attormey values match. this transaction
will not be sent in the CPAY file.

Eat |

AIM Crediting Agency/Attorney: The name of the agency or attorney to credit.
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AIM Sending Agency/Attorney: The name of the agency or attorney reporting the payment.

AIM Agency/Attorney Fee: The commission amount the agency or attorney earned for this
payment. The system doesn't calculate this fee; instead, you provide it. This amount appears in the
AIM Payment History report.

Net Amount Due to Agency/Attorney: The amount your company owes as commission to the
agency or attorney. The system doesn't calculate this fee. Type the amount your company is to
remit back to the agency/attorney. This amount appears in the Daily Batch Report under Agency
Fee Due.

Unique ID of Transaction at Agency/Attorney (optional): The unique code the agency/attorney
uses to identify the transaction.

AIM Batch ID: The placement batch for the account to credit. If the account is not placed currently
or the transaction gets credited to a different agency, provide the placement batch number. If you
don't provide the correct AIM Batch ID (placement), the AIM Agency Evaluator report does not
show credit toward the agency for this payment.

4. Complete the information and then click the Payment tab.

5.

Click Accept.

Modify AIM Information for an Imported Payment

Use the AIM tab on the Account tab in the Payment Entry window to modify AIM information for an
imported payment. You cannot modify this information after the system has processed the batch of
transactions. If an account isn't an AIM account, the AIM tab is unavailable. To modify AlM
information for an imported payment

1.

4.

5.

In the Main Menu window, from the Apps menu, click Payment Entry. The Payment Entry
window appears.

On the Batch tab, in the Batch Summary data grid, click an imported payment to select it.

Click Edit Item. The system displays the Account tab and populates it with the account
information.

Click the AIM tab and modify the information as necessary.

Click the Payment tab and then click Accept.

View a Promise Note

Use the Promise Note dialog box to review promise notes for the account. You can use promise notes for:

NSF accruals or to hold payment entry until you verify sufficient funds for a specific customer on
an account.

Fee review for forwarded accounts.

Any miscellaneous account-specific information.
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Note: If a promise note exists for the account, the Promise Note dialog box displays as soon as the
system retrieves the account in the Payment Entry window.

To view a promise note

80

1.

In the Main Menu window, from the Apps menu, click Payment Entry. The Payment Entry
window appears.

Do one of the following:

If you know the file or account number, do the steps to Retrieve an Account by Account Number.

To search for an account using simple search, do the steps to Search for an Account Using Simple

Search.

To search for an account using advanced search, do the steps to Search for an Account Using
Advanced Search.

The Account tab in the Payment Entry window appears.
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- # Payment Er U batch# 122

Batch AccountReports
Batch Account
- Account Selection ~BatchTotals
| Qb C Cithoctio [ 7287 _Beuoe | Sesch ||| [ 000 ] 0]
PARSONS. SUSAN (. —— ]
111 MAIN ST ! B
Iumsnzzasszss | $744 37| USD
SOUTH HADLEY [MA Jor0752849 | ey QLevel -
| | NEW | ATLADMIN | 015 | 0571372010 |
00000 - General Trust - US Dollar (USD)
Lnks  Payment | History | Notes | an | promises |
Amount Date Paid Method Sub Type
| $0.00 | Somad | [11/26/2012 =] | ~IT [~ SIF " PF W Note
Debtor Comment Check #t Fee Schedule
| OPARSONS, SUSAN =l | {0003 - 100% Change |
; ~ Amount withheld ———
Proenise Notes [ *tws forsarcloe
[ 0
- Desk
ATLADMIN
Money Buckets -+~ CurentAmt |- Apply Amount | Fee % Fee Amount =
PFrincipal $676.70 $0.00 100 $0.00 —
Interest $0.00 | 000 100 $0.00 B |
oliection Costs $67.67/ $0.00 100 $0.00
ad Check Chas $0.00 | $0.00 100 $0.00
Court Costs $0.00 | $0.00 100 $0.00
Attomey Fees $0.00 $0.00 100 $0.00
Misc $0.00]| $0.00 100 $0.00
$000 [ $0.00 100 $0.00
$0.00 | $0.00 100 $0.00
Trarsaction Charges $0.00 | $0.00 100 $0.00

3. Inthe Account menu, click Display Promise Note. The Promise Note dialog box appears.

Please call the bank before processing to make sure

there are enough funds to cover the check.

4. To delete a note, select the Clear check box and then click OK.
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View a Report

Use the Payment Entry window to view the Daily Payment Report and the Payment Batch Report. The
Daily Payment Report shows payment transactions not remitted on an invoice. Use this report to review
invoice information before actually generating or printing invoices. This report also shows payments from
a previous month not included or remitted. This report assumes that you selected reversal matching
when invoicing and doesn't include Paid Us (PU) or Paid Us Reversal (PUR) transactions for the same
client within the same month. The Payment Batch Report shows payment transactions that the system
hasn't processed.

To view a report

1. Inthe Main Menu window, from the Apps menu, click Payment Entry. The Payment Entry
window appears.

2. Inthe Reports menu, do one of the following:

* To display the Daily Payment Report, click Daily Payment Report. The Daily Payment Report
appears in the Daily Payment Report - Report Viewer window.
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w

e
|4] Daily Payment Report - Latitude Report Viewer

Bepot  Yew 7‘11':073-:7 Help

Daily Payment Report

oo =) |

Total of Paia Us (PU)

$100 00

Less Total of Paid-Us Reversals (PUR) ($100.00)
Plus Total of Paid Clients (PC) $000
Less Total of Paid-Clent Reversals (PCR) $0.00
Total of Paid Agent (PA) 3000

Total of Paid Agent Reversals (PAR)

$0.00

25 >N 2l N
Daily Payment Report
Payments entered on Page 1 0f2
Friday September 28, 2012
Summary
Gross Collections

Daily Payment Report - Daily Payment Report

)

To display the Payment Batch Report, click Unprocessed Batches Report. The Payment Batch
Report appears in the Payment Batch Report - Report Viewer window.
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[ |4] Payment Batch Report - Latitude Report Viewer ! )
I ] b M |3 2 ®m -
Payment Batch Report
97282012  3:07:50PM Page1of2 |
Batch Number: 5 PU-Paidto Us
File Number  Total Amount Total Fee Pmt Method 1s Settlement Over Pad Amt Eorwardee Fee
1279 $100.00 $25.00 CHECK No $0.00 $0.00
1281 $50.00 $12.50 CHECK No $0.00 $0.00
$150.00 $37.50 $0.00 $0.00
Batch Number: 6 PU-Paidto Us
File Number Total Amount Total Fee Pmt Method Is Settlement Over Paid Amt Forwardee Fee
1282 $100.00 $25.00 CHECK No $0.00 $0.00
§100.00 $25.00 $0.00 $0.00
Batch Number: 7 PU-Paid to Us
Eile Number  Total Amount Total Fee Pmt Method 15 Settlement Qver Pad Ami Eorwardee Fee
1283 $75.00 $18.75 CHECK No $0.00 $0.00
§75.00 §18.75 $0.00 $0.00
Batch Number: 15 PU-Paid to Us
File Number Total Amount Total Fee Pmt Method Is Settiement Over Paid Amt Forwardee Fee
1N1A K500 N0 <125 00 CASH Na <N o0 SN 0N N
< m

Payment Batch Report - Unprocessed Batch Report - New Payment Batch

Overpayment Manager

Overpayment Manager

The Overpayment Manager program allows your organization to manage overpayments on accounts. You

can transfer the entire overpaid amount from one account to another, refund the entire overpaid

amount, or do a combination of the two. Ensure that your organization enabled the Access Overpayment
Manager permission. Set one or both policies to allow overpayment refunds to the customer or allow
transfer of overpayments to another account. For more information, see "Access Overpayment Manager

Permission" in the Latitude documentation.

View Overpayments

Use the Overpayment Manager window to view and print overpayments.

To view overpayments

1. Inthe Main Menu window, from the Apps menu, click Overpayment Manager. The Overpayment
Manager window appears.
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:[“Sdecﬁmﬁlwb;r : » Refund Policies
From: | 2/7/2013 Eﬂ Allowedtypes: ¥ P [T P& [ PC Minimum allowed amt: 101 |f
| 1o |22872013 El How many days must pass before allowing a refund 10 the debtor | 45 |
2 Transfer Policies
[V Show uninvoiced payments o
Allowedtypes: ¥ P F P4 F & Minimum allowed amt; 0.01

How many days must pass before allowing 2 transfer to another account: | 0

Drag a column header here to group by that column.

Select V Paymentid ¥ Number Y Customer W Desk YV Type V Sub V Entered V¥ SysMoYr ¥
Amount ¥V Overpaid V¥ Refundable ¥V Cur ¥ Pay Method ¥ Lnk ¥ QGlevel ¥ lnvoice ¥V

From: Beginning date for which to display overpayments.

To: Ending date for which to display overpayments.

Show uninvoiced payments: If selected, overpayments that your organization hasn't transferred

or refunded appear in the data grid. If cleared, only overpayments that the system has invoiced
appear in the data gird.

Maximum amount: Maximum refund or transfer amount for which to display overpayments.

2. Specify the filter criteria. Overpayments that meet the criteria appear in the data grid.
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| Selection Filter Refund Policies
From 482013 [+] Alowedtypes: 7 FU ™ P4 [T PC  Minimum allowed amt: [ 101
To :418/2013 IEH How many days must pass before allowing a refund to the debtor I 45
S S Transfer Folicies
p- M rar
Allowed types: ¥ 211 F ea = Minimum allowed amt: 001

Maximum amount: 10,000.00

How many days must pass before allowing 2 transfer to another account: I 0

Drag a column header here to group by that column

Select ¥V Paymentld 'V Number Y Customer 'V Desk Y Type ¥V Sub Y Entered YV SysMoYr ¥
Amount YV Overpaid YV Refundable ¥V Cur ¥ Pay Method ¥ Lnk Y Qlevel ¥V Invoice v

GODR0OT 0000C0OD U 0470872013 04/2013

ush 0

Not enough days have passed before alowing a refund of ovemayment to debtor. Print | Create Batchies) |

ocz collect2000 Selected: 31 Transfer Only |

3. To print the list of overpayments, click Print and in the next dialog box, click OK.

Transfer an Overpaid Amount to Another Account

Use the Overpayment Manager window to transfer the overpaid amount on one account and apply it to

another account. Overpayments are not available for transfer until 45 days after the overpayment. To
transfer an overpaid amount to another account

1. Inthe Main Menu window, from the Apps menu, click Overpayment Manager. The
Overpayment Manager window appears. The Overpayment Manager window appears.
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T Hefund péll\:les
Allowedtypes: IV PU [T P& [T PC Minimum allowed amt: 1.01
How many days must pass before allowing 2 refund 10 the debtor: I ]

I Transfer Policies
Allowedtypes: ¥ P F P4 7 FPC Minimum allowed amt; 0.01
How many days must pass before allowing a transfer to another account: I 0

Drag a column header here to group by that column.

Select V Paymentid ¥ Number Y Customer WV Desk ¥ Type V Sub V Entered V¥ SysMoYr ¥
Amount ¥V Overpaid V¥ Refundable ¥ Cur ¥ Pay Method ¥ Lnk YV Glevel YV lnvoice V¥

[V Show uninvoiced payments
Maximum amount: 10,000.00

2. Inthe Selection Filter section, in the From list box, click the beginning date for which to transfer
overpayments.

3. Inthe To list box, click the ending date for which to transfer overpayments. Overpayments for the
specified time period that the system hasn't applied or refunded appear in the data grid.
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-~ Selection Filter — Refund Policies
From: | 12112012 [z]] Allowedtypes: ¥V PU [T P2 [T 2C Minimum allowed amt: 1.01
To! : 1213172012 EH How many days must pass before allowing 2 refund 1o the debtor I 5

Transfer Policies
Allowedtypes: ¥ 20 F 24 F P Minimum allowed amt; 0.01
How many days must pass before allowing a transfer to another account: | 0

Drag a column headear hers to group by that column.

Select ¥V Paymentid ¥V Number Y Customer V Desk Y Type ¥V Sub Y Entered YV SysMoYr V¥
Amount V Overpaid V¥ Refundable ¥V Cur ¥V Pay Method YV Lnk Y Qlevel Y Invoice v
. 0oD0oN 0000000
UsD CREDIT CARD )
0000000 PU 127202012 122012
USD CREDIT CARD 0 0

[V Show uninvoiced payments
Maximum amount: 10,000.00

4. Inthe data grid, click an account. The status bar in the lower section of the window displays the
selected payment ID and whether you granted permission to transfer and refund payments.

5. Do one of the following:
«  From the Edit menu, click Partial/Split Amount.
» Inthe data grid, right-click an overpayment and then click Partial/Split Amount.

The Split Overpayment Amount dialog box appears. The system populates the Refund box with
the total amount overpaid.
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e por=s - ™
#> Split Overpayment Amount =) lﬂ¥ &3
Available Amount uso 4797
Refund 4797
Transfers 0.00
Number Amount

Apply Cancel

Refund and transfer granted

- A

6. In the Refund box, do one of the following:

* To transfer the entire refund amount, type 0 (zero).

* Torefund a partial amount and transfer the rest, type the amount to refund.
7. Click Add Transfer. The system adds a blank row to the data grid.

8. Inthe Number box, type the account number to transfer the overpayment to.
9. Inthe Amount box, type the dollar amount to transfer.

10. Click Apply. The Split Overpayment Amount dialog box closes.

11. Complete these steps for each account in the data grid that you want to transfer funds and then
create an overpayment batch. For more information, see Create an Overpayment Batch.

Refund an Overpaid Amount

Use the Overpayment Manager window to refund an overpaid amount. Refunds create a Paid Us
Reversal (PUR) on the account for the full overpayment amount. Overpayments are not available for
refund until 45 days after the overpayment. To refund an overpaid amount

1. Inthe Main Menu window, from the Apps menu, click Overpayment Manager. The
Overpayment Manager window appears. The Overpayment Manager window appears.
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] Fefund Policies
Allowedtypes: ¥ PU [T P& [T PC Minimum allowed amt: 1.01
How many days must pass before allowing a refund 10 the debtor: I 45

I Transfer Policies
Allowedtypes: ¥ Pl F Pa 7 P Minimum allowed amt: 0.01
How many days must pass before allowing 2 transfer to another account: | 0

[V Show uninvoiced payments
Maximum amount: 10.000.00

Drag a column header here to group by that column.

Select V Paymentld 'V Number Y Customer WV Desk ¥ Type V Sub ¥V Entered V¥ SysMoYr ¥
Amount ¥V Overpaid V Refundable ¥V Cur ¥ Pay Method ¥ Lnk ¥V QGlevel ¥V lnvoice V

2. Inthe Selection Filter section, in the From list box, click the beginning date for which to refund
overpayments.

3. Inthe To list box, click the ending date for which to refund overpayments. Overpayments for the
specified time period that the system hasn't applied or refunded appear in the data grid.
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|~ Selection Filter Refund Policies
From: | 12112012 E]] Allowedtypes: ¥ PU [T P2 [T 2C Minimum allowed amt: 1.0
To | 12312012 [z” How many days must pass before allowing a refund 1o the debtor [ &
3 Transfer PFolicies
[V Show uninvoiced payments bz
Allowedtypes: ¥ 2 F 24 F P Minimum allowed amt; 0.01

Maximum amount: 10,000.00

How many days must pass before allowing a transfer to another account: | 0

Drag a column header hers to group by that column.

Select V Paymentid ¥V Number YV Cusiomer W Desk ¥V Type V Sub V Entered V SysMoYr ¥
Amount V Overpaid ¥V Refundable ¥V Cur ¥ Pay Method ¥ Lnk YV Qlevel V lnvoice V¥
‘ 0000oN 1272072012 1272012
USD | CREDIT CARD ) - 0
0000001 0000000 PU 127202012 1272012
USD  CREDIT CARD 0 0

4. Inthe data grid, click an account. The status bar in the lower section of the window displays the
selected payment ID and whether you granted permission to transfer and refund payments.

5. Do one of the following:
*  From the Edit menu, click Partial/Split Amount.
» Inthe data grid, right-click an overpayment and then click Partial/Split Amount.

The Split Overpayment Amount dialog box appears. The system populates the Refund box with
the total amount overpaid.
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—

rQSpli!OverpaymemAmoum =@ 8 |

Avzilable Amount uso 4797

Refund 4797

Transfers 0.00
Number v Amount

Conc

Refund and transfer granted

" >

6. In the Refund box, do one of the following:
* To refund the entire amount, leave the amount as is.
* To refund a partial amount, type the amount to refund.

7. Click Apply. The Split Overpayment Amount dialog box closes.

8. Complete these steps for each account in the data grid that you want to refund an overpayment
and then create an overpayment batch. For more information, see Create an Overpayment Batch.

Create an Overpayment Batch

Use the Overpayment Manager window to create a batch to process transfers and refunds of
overpayments.

To create an overpayment batch

1. Inthe Main Menu window, from the Apps menu, click Overpayment Manager. The
Overpayment Manager window appears. The Overpayment Manager window appears.
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] ‘Aefund Policies
Allowedtypes: ¥ PU [T P& [T PC

Minimum allowed amt: 1.01
How many days must pass before allowing 2 refund 10 the debtor: l 4

I Transfer Policies
Allowedtypes: ¥ Pl F P4 7 PC Minimum allowed amt; 0.0
How many days must pass before allowing a transfer to another account: I 0

Drag a column header here to group by that column.

Select V Paymentld 'V Number Y Customer YV Desk
Amount

YV Type V Sub V Entered V¥ SysMoYr ¥
¥ Lnk YV Glevel YV lnvoice V¥

¥V Overpaid V¥ Refundable ¥ Cur ¥ Pay Method

In the Selection Filter section, in the From list box, click the beginning date for which to create an
overpayment batch.

In the To list box, click the ending date for which to create an overpayment batch.

Overpayments for the specified time period that the system hasn't applied or refunded appear
in the data grid.
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| Selaction Filter — Refund Policies
From | 1212012 [+] Alowedtypes: 7 PU [~ P2 [T 2C  Minimum allowed amt: 101
Too 123202 [3] How many days must pass before allowing a refund to the debtor: | 5

Transfer Folicies
AMlowedtypes: ¥ 21 24 FF 2 Minimum allowed amt; 0.01
How many days must pass before allowing a transfer to another account: I 0

Drag a column headear hers to group by that column.

Select V Paymentid ¥V Number V Cusiomer WV Desk V Type V Sub V Entered 'V SysMoYr ¥
Amount V Overpaid ¥ Refundable ¥V Cur ¥ Pay Method V Lnk Y Qlevel

0000001 0000000

[V Show uninvoiced psyments
Maximum amount: 10,000.00

IS0 CREDIT CARD

4. Do the steps to Transfer an Overpaid Amount to Another Account or Refund an Overpaid Amount.

5. Do one of the following:

* Inthe Select column of the data grid, select the check box for each overpayment to include in the
batch.

* To select all overpayments listed in the data grid, from the Edit menu, click Select All.

6. Click Create Batch(es). The Batch Count dialog box appears.

Batch countis 2

Batch number: 53 (PUR) with 2 items.
Batch number: 54 (PU) with 1 items,
Exceptions: 0

93



Latitude Console Printable Help

Write down the batch number so you can process the batch when you are ready. For more
information, see Process a Batch. When you process the batch, the follow occurs:

A refund creates a batch for a Paid Us Reversal (PUR) on the account for the full overpayment
amount. If you associated a valid trust account to the original client and set the remit method to
check, check transactions are available in the check register.

A transfer creates two batches. One batch contains a PUR on the account for the overpayment
amount. The other batch contains a Paid Us (PU) on the account to which you transferred the
overpayment amount.

The system adds a note to the Notes panel that indicates the transfer or refund amount and date.

8. If there are exceptions, the View Exceptions dialog box appears.
9. To print the exception report, click Print.
Invoices

Use the Invoices program to generate invoices for client remittance, issue statements of receivables, set
up banks (trust accounts), and create checks for your clients based on collection activity in Latitude. For
information about using the Invoices program, see the Invoices documentation.

To open the Invoices program
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[ S =Y |

Actions Tools View Reports

Summary of Invoices | Summary of Open Items |
- & 0000000-DEFAULT

&3 0000001-CUSTOM All Customers
0000002-CUSTOM
4 0000003-POD CUS
--G& 0000004-CUSTOM [ View Date Range
- %gﬁ?ﬁf@,} 6732012 =] o |4102013 -]
0000007-FIRST CL
0000008-SECOND
0000003 THIRD CL
0000010-DISNEY € Consolidated Summary of Invoices for All Customess
0000011-ABC Cust Invoice Gross Colections Fees Summary

Invoice | Date |SysMo| PaidUs | PadCust | TotalPmts | Eamed DueUs | DueCust

Selected “All Customers™ g51aM | 411072013

Link or Unlink Accounts

Link or Unlink Accounts

Use the Link Maintenance window to link and unlink accounts. Linked accounts are separate accounts for

the same responsible party that you hold. Linked accounts can belong to the same client or different
clients.

Note: The system links accounts automatically for the same customer, based on SSN or other criteria
(depending on your organization's import, new business, and Custodian end-of-day settings).
Search for an Account to Link or Unlink

Use the Search / Add other Accounts tab in the Link Maintenance window to search for an account to
link or unlink.

To search for an account to link or unlink

1. Inthe Main Menu window, from the Apps menu, click Link/Unlink. The Link Maintenance
window appears.
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Hemove ftom Link I

2. Click the Search / Add other Accounts tab.
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View / Create Links | Search 7 Add other Accounts |
" Latitude Accourt 1D fi |__Seach |
* Mame
" Customer Account number
" SSN [0 Accounts Selected Select All | Select None |
' Search Results
I
Account ID Aecenved Name
Curent Balance | Status Customer | Uunk
l Add o Lind

3. Select an option to search by Account ID, Name, Customer Account number, or SSN.

4. Inthe Search box, type your search criteria and then click Search. Accounts that match the search
criteria appear in the Search Results pane.
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s B O Ot

; View / Create Links ¢
" Lathude Account D [and [ Seach |
@ Name
" Customer Account rumber
" SSN [ DAccounts Selected Select Al | Select None |

Search Resuks
-
Account 1D Aecerwed Name
Curent Balance Stabus Customer | Link
> 2053 6/22/2010 |ANDERSON, ANDREW A
$13500.00 RCL 0000011 - SODIN 8291 18

759 5/13/2010 | ANDERSON, ELIZABETH

5/13/2010 | ANDRADE, ROBERT
NEW | 0000002 - Postfolio 2

L

I Note: A number in the Link column indicates that the account is linked to one or more other
accounts.

Create a Link Between Accounts
Use the View / Create Links tab in the Link Maintenance window to create a link between accounts.

To create a link between accounts

1. Inthe Main Menu window, from the Apps menu, click Link/Unlink. The Link Maintenance
window appears.
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r y

M Link Maintenance (=] @ |
| View / Create Links! | Seaich/Add othes Accounts |

‘ Link Number I Gol Lmk I Mew Link I

|| Accourks in this Link |

l Account |D Recaived Name
Cunient Balance Stabus Customes

2. Onthe View / Create Links tab, click New Link. Latitude Console populates the Link Number box
with the next sequential unique link number.

3. Click the Search / Add other Accounts tab.

4. If you haven't already searched for accounts to link, do the steps to Search for an Account to Link
or Unlink.

5. Inthe Search Results pane, click the account to link and then click Add to Link. The link number
appears in the Link column.

6. Continue linking accounts that are currently displayed in the Search Results pane, specify new
search criteria to locate other accounts to link, or close the Link Maintenance window.

Add an Account to a Link

Use the View / Create Links tab in the Link Maintenance window to add an account to a link. To

add an account to a link

1. Inthe Main Menu window, from the Apps menu, click Link/Unlink. The Link Maintenance
window appears.
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.
M Link Maintenance L=l @ |sess
View / Cieate Links! | Search / 4dd other Accounts l

Link Number I Gol Llr& I Mew Link l

| Accourts in this Link ]

Account |D ] Recaived Name
Cunent Balance ] Stabuz Customes

2. Onthe View / Create Links tab, in the Link Number box, type the link number to add accounts to
and then click Get Link. The accounts associated to the link appear in the Accounts in this Link
pane.

3. Click the Search / Add other Accounts tab.

4. If you haven't already searched for accounts to link, do the steps to Search for an Account to Link
or Unlink.

5. Inthe Search Results pane, click the account to link and then click Add to Link. The link number
appears in the Link column.

6. Continue linking accounts that are currently displayed in the Search Results pane, specify new

search criteria to locate other accounts to link, or close the Link Maintenance window.

Delete an account from a link

Use the View / Create Links tab in the Link Maintenance window to delete an account from a link.

To delete an account from a link

1. Inthe Main Menu window, from the Apps menu, click Link/Unlink. The Link Maintenance
window appears.

100



Latitude Console Printable Help

3

£ -
& Link Maintenance (o] & [
| View / Create Links: |  Search / Add othes Accounts |

| Accourks in this Link |

Account |D Recaived Name
Cunient Balance Stabus Customes

2. On the View / Create Links tab, in the Link Number box, type the link number to remove
accounts from and then click Get Link. The accounts associated to the link appear in the Accounts
in this Link pane.

3. Click the account to delete and then click Remove from Link.

Query Tools
Query Tools

Latitude Console provides a set of powerful query tools that allow managers or other senior collection
personnel to perform advanced SQL tasks using a customizable user interface. These query tools include
the following:

Account Analysis: Retrieves accounts that meet specific criteria and then sorts, groups, or
summarizes the information for review.

Condition Builder: Modifies selection criteria that is available for use in query tools.

Credit Report Requester: Requests credit bureau reports for multiple accounts, based on

customized selection criteria.

Custom Queue Manager: Creates custom queues using specified selection criteria.

Desk Mover: Moves accounts to specific desks based on specified selection criteria.
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+ Letter Requester: Requests letters for multiple accounts based on specified selection criteria.

* Pool Queue Manager: Creates pools of work for collectors based on specified selection criteria.

* SQL Author: Creates and stores custom SQL statements for use in other query tools or programs.

» Status Changer: Changes the status for groups of accounts based on specified selection criteria.

Queries

Queries

Use a query tool to create and run queries so you can perform actions on multiple accounts at once,
based on criteria you specify. For more information, see Query Tools.

Create a Query
Use the panes in a query tool window to create a query.
To create a query

1. Open a query tool window.

2. To exclude duplicate records from the query results, select Exclude Duplicate Records. For
example, if you created a condition for SSN, the results only include one account with that SSN.

3. To limit the query results to a specific number of records, select Maximum Records and then, in
the box, type the maximum number of records to include in the results.

4. If there is a Select Columns pane, do the following as necessary:

5. Add one or more columns to the query.

6. Delete one or more columns from the query.

7. Modify the order of the columns.

8. Rename any columns.

5. In the Conditions pane, do the following as necessary:

» Create one or more conditions for the query.

*  Modify one or more conditions.

+  Modify the order of the conditions.

*  Group conditions for evaluation.

6. Inthe Order pane, do the steps to Specify the Sort Order for Query Results.

7. To count the number of records that match the selection criteria, in the toolbar, click Count. The
results appear in the Query Designer dialog box. Click OK.
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8. To run the query, in the toolbar, click Run. The results appear on the Results tab. For more
information, see Query Results.

9. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dialog @
Look In: |My Quenes < | M Delete % Export To Fie
Name | Date Created |
Accounts is Parent 12/158/2012
Account Status is Open 12/18/2012
Query Name: I
_conce_| =T
||

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

Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.

Open an Existing Query

Use a query tool window to open an existing query. You can modify the query and save it under the same

name, which overwrites the existing query. You can also save the query under a new name, which creates
a query and leaves the original query as it was.

To open an existing query
1. Open a query tool window.

2. Inthe toolbar, click Open. The Open Query Dialog box appears.
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Open Query Dialog |
Look In: My Queries * M Delete % Import From Fie

Name | Date Created |

Accounts is Parent 12/14/2012

Account Status is Open 12/18/2012

Query Name: l

_ ool | [ ]

3. Click the query and then click Open. The query appears in the query tools window.
4. To modify the query, change the settings as necessary.

5. To count the number of records that match the selection criteria, in the toolbar, click Count. The
results appear in the Query Designer dialog box. Click OK.

6. To runthe query, in the toolbar, click Run. The results appear on the Results tab. For more
information, see Query Results.

7. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
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Save Query Dialog a
Look In: |My Quenes < | M Delete % Export To Fie
Name | Date Created |
Accounts is Parent 12/158/2012
Account Status is Open 12/18/2012
Query Name: I
_conce | T
b. In the Name column, click the query name and then click Save.

Tip: To create a query from the existing query, in the Query Name box, type a name for the
query and then click Save. The original query remains unchanged.

Select Columns Pane

Select Columns Pane

Use the Select Columns pane in a query tool window to specify the data columns to include in the query
result set. A default set of columns appears in the Select Columns pane when you first open a query tool
window.

I Note: Not all query tool windows have a Select Columns pane. I

Add a Query Column

Use the Select Columns pane in a query tool window to specify the columns to include in the query
results.

I Note: Not all query tool windows have a Select Columns pane. I

To add a query column

1. Create a Query or Open an Existing Query.

2. Inthe Data Selection pane, click the plus sign (+) next to a folder to expand it.

3. Click the data to include as a column in the query results and drag and drop it in the Select
Columns pane.

4. Dragand drop more data as necessary.
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Modify the Order of a Query Column

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

I Note: Not all query tool windows have a Select Columns pane. I
To modify the order of a query column

1. Create a Query or Open an Existing Query.

2. Inthe Select Columns pane, do the following:
* To move up a column in the list, click the column and then click the up arrow.

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

Modify the Name of a Query Column

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

I Note: Not all query tool windows have a Select Columns pane.
To modify the name of a query column

1. Create a Query or Open an Existing Query.

2. Inthe Select Columns pane, click the column and then click the Rename icon. The column name
changes to a box to allow you to modify it.

3. 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 changed the Customer column to
Client, the column name changes to Customer as Client.

Assign an Aggregate Function to a Column

Use the Select Columns pane in the Account Analysis or SQL Author window to assign an aggregate
function to a column. When you run the query, the aggregated values appear in the column instead of
the actual value. Non-aggregated columns create the groups represented by the aggregated data.

To assign an aggregate function to a column

1. Do one of the following:

Create an Account Analysis Query or Modify an Account Analysis Query.

Create a SQL Statement or Modify a SQL Statement.

2. Inthe Select Columns pane, click the column and then, in the toolbar, click the Aggregate icon.
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4.

% 9B -
{Z] File Number Count
{5 Custamer Sum
{&] Account Number Average
i} Status Masximum
(8] Queue Level
Minimum
21 Queve Date
Cans Standard Deviation
(5] Desk
5] Branch Population Standard Deviation
o Variance _—
(] Received Date Population Variance

Click a function. The original column name appears with the aggregate function name
appended. For example, if you selected the "average" function for the Current Balance column,
the Current Balance column name changes to Average of Current Balance.

ile Number

j

iF
U Custnmer

Rl

1 Account Number
[H] status
{57 Queue Level

L]

3] Queue Date

{51 Desk

(3] Branch

=

{3] Received Date

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.
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Maximum

Calculates the highest value within the grouping.

Minimum

Calculates the lowest value within the grouping.

Standard Deviation

Averages the difference from the mean value of the entire set of accounts
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.

Delete a Query Column

Use the Select Columns pane in a query tool window to delete a column and exclude it from the query

results.

I Note: Not all query tool windows have a Select Columns pane.

To delete a query column

1. Create a Query or Open an Existing Query.

2. Inthe Select Columns pane, right-click the column and then click Delete. A confirmation dialog

box appears.
3. Click Yes.

Conditions Pane

Conditions Pane

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

set.
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Create a Query Condition

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

query results.

To create a query condition

1. Create a Query or Open an Existing Query.

2. Inthe Data Selection pane, click the plus sign (+) next to a folder to expand it.

3. Drag and drop a data item into the Conditions pane. A dialog box appears, which allows you to
specify the criteria. The title of the dialog box and the information displayed depend on the
condition selected. The following example shows the Desk dialog box that appears when you drag

and drop the Desk data item into the Conditions pane.

(" Account Analysis

lﬂ'i@E :vB: I

Account Query |Results|

Bae- Dom US&V!MZ Count ’Rm

=-{) Desk
(] Desk Hstory
T Desk
J * Value is one of the following:
%7 Desk 1 @ val  the foll
gg::c"d' (" Value is notone of the following:
: Neme
€7 Desk Type |
®-1] Queve
&7 status Code | Description
%7 Account Linked? [Jooooooo  ADMIN 1DESK
% Account Open? COLLECTOR 1DESK
g“ms'f“’ DIALER APPEND DESK
© W“d';doﬁmm DIALER MERGE DESK
% Closed and Retume DIALER NEW DESK
£ Closed Dte NEW BUSINESS INVENTORY

P Sla M mbhar
|, LA

| Database: (Jocal) \olect2000 Ready

533 Rows Loaded

—J

et/

4. 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 assigned to the "Collector 1 Desk."

”ﬁ?X f}@ BREe e®®

Desk is "Collector 1 Desk”
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5. Drag and drop more data items as necessary.

6. To modify the order of the conditions, do the steps to Modify the Order of Query Conditions.

7. To group conditions for evaluation, do the steps to Group Conditions for Evaluation.

8. To specify if a condition is optional or required, do the steps to Set a Query Condition to Optional
or Required.

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

1. Create a Query or Open an Existing Query.

2. Inthe Conditions pane, do one of the following:
*  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.

3. In the dialog box, modify the criteria and then click Okay. The condition updates in the Conditions
pane.

Copy a Query Condition
Use the Conditions pane in a query tool window to copy a query condition.
To copy a query condition

1. Create a Query or Open an Existing Query.

2. Inthe Conditions pane, right-click a condition and then click Copy. The system copies the
condition to the Clipboard.

3. Inthe Conditions pane, right-click where you want to copy the condition and then click Paste. The
system pastes the condition in the specified location.
Group Query Conditions for Evaluation

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

To group query conditions for evaluation

1. Create a Query or Open an Existing Query.

2. Inthe Conditions pane, select the conditions to group.
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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. Right-click and then click Group. The system groups the selected conditions and flags the
beginning and ending of the group.

7X 23 BEE ®®

Begin Group #1 ( -
Contract Date is equal to Thursday, February 07, 2013
or Deskis “Collector 1 Desk”

) End Group #1

and Account s the parent link with other accounts

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

°r Conditions
FX 4% 2R ¢ oo

Desk is "Collector 1 Dask"

and Begin Group 21 (
Begin Group #2 (
Customer is "Customer One"
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 Two"
) End Group #3
) End Group #1

Modify the Order of Query Conditions

Use the Conditions pane in a query tool window to modify the order in which the system evaluates
conditions.

To modify the order of query conditions

1. Create a Query or Open an Existing Query.

2. Inthe Conditions pane, do one of the following:
* To move up a condition in the list, click the condition and then click the up arrow.

* To move down a condition in the list, click the condition and then click the down arrow.

Set a Query Condition to Optional or Required
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Use the Conditions pane in a query tool window to use Boolean operators (OR, AND) to set a query
condition to optional or required. 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.

To set a query condition to optional or required

1. Create a Query or Open an Existing Query.

2. To change the query to require accounts to meet only one of the conditions for inclusion in the
query results, click the second condition and then, in the toolbar, click the OR icon. The condition
changes from "and" to "or."

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 _]
74 48 X A= N il K Ko

Contract Date is equal to Thursday, February 07, 2013 -
arDeskis "Collactor 1 Desk” ~

3. To change the query to require accounts to meet all the conditions for inclusion in the query
results, click the second condition and then, in the toolbar, click the AND icon. The condition
changes from "or" to "and."

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.

“¢ Conditions =)
TX 4% REC @®®

Contract Date is equal to Thursday, February 07, 2013

and Deskis “Collector | Desk™

Delete a Query Condition

Use the Conditions pane in a query tool window to delete a condition from a query.
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To delete a query condition

1. Create a Query or Open an Existing Query.

2. Inthe Conditions pane, right-click the condition and then click Delete. A confirmation dialog box

appears.
3. Click Yes.
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:
* Dates
» Single option
* 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.
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Closed Date Iaj
Valueis |Equal To v| I Relative |/1/ 1/2012 |
oo |
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 . . e
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.

Closed Date )
valugls |Between L] [~ Relative I 1/ 12012 L]
and
[™ Relative I 2/ 12012 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 a
value).
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Closed Date

o vae K3

coc |

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.

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 |

valueis |Equal To _v_] v Relative I 2 ~H|days _V_j[ago __'J
cocs |
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.
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Account Linked? (=]

15 this account linked to other accounts?

¢ Account is the parent link with other accounts
" Account is a child link with other accounts
(" Account is not linked to other accounts ‘

" Account has not been tested for links
_cancel_| |,

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.

RN = e~

(% Value is one of the following:

" value is not one of the following:

| Filter |

Code  |Descripfon ~~~~~~ |DeskType |Branch  ~
O FEE DESK Administrator 00000
[ Lqu LIQUID LAT ACCTS Administrator 00000
[ new NEW BUSINESS INVENTORY Inventory 00000
M =00 POD COLLECTOR COLLECTOR 00000 il
POOL POOL DESK COLLECTOR 00000 j
[ recC RECEIVER DESK COLLECTOR 00001 =
O U COLLECTOR 00000

WEST WESTSIDE DESK Collector 00001 v

Query Results

Query Results
Use the Results tab in a query tool window to view the results of a query, and change the view.

To view query results

1. Create a Query or Open an Existing Query.

2. Inthe toolbar, click Run. The results appear on the Results tab.

The following example shows the Results tab in the Account Analysis window.
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0000001 - CUSTO

7730184767075

{015) NEW ACCOUN

0000001 - CUSTO

7738179391196

(599) ACCOUNT WO
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NEW - NEW STAT

(015) NEW ACCOUN

0000000 - DEFAU
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NEW - NEW STAT

(015) NEW ACCOUN
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NEW - NEW STAT

(015) NEW ACCOUN

0000001 - CUSTO
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NEW - NEW STAT

(599) ACCOUNT WO

0000007 - FIRST

12546911211

NEW - NEW STAT

(599) ACCOUNT WO

J '
16 Rows Loaded

Run a Query
Use a query tool window to run a query.

To run a query

1. Create a Query or Open an Existing Query.

2. To see how many records the system includes in the query before running the query, do the
following:

a. In the toolbar, click Count. The Query Designer dialog box appears.

b. Click OK.

3. In the toolbar, click Run. The results appear on the Results tab. For more information, see Query
Results. The following example shows the Results tab in the Account Analysis window.
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Account Query ml

o | -
|2 Export toExcel | = | Export to Comma Separated Fle |[1=

Drag a column header here to group by that column

i File Number A SV a!Customer ¥ 'Va|Account Number
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(599) ACCOUNT WO

0000000 - DEFAU
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NEW - NEW STAT

(015) NEW ACCOUN

0000000 - DEFAU
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NEW - NEW STAT

(015) NEW ACCOUN
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0000001 - CUSTO
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NEW - NEW STAT | (599) ACCOUNT WO

| '

0000007 - FIRST | 12546911211

16 Rows Loaded

Specify the Sort Order for Query Results

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

To specify the sort order for query results

1. Create a Query or Open an Existing Query.

2. Inthe Data Selection pane, click the plus sign (+) next to a folder to expand it.
3. Drag and drop a data item to use to sort the query results into the Order pane.

4. Dragand drop more data as necessary.

Note: If the query tools window has 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
Column.

5. To delete a data item from the sort, in the Order pane, click the data item and then click the
Delete icon. A confirmation dialog box appears. Click Yes.

6. To change the sort order for data items, in the Order pane, click the data item and then click the
up or down arrows to move the item in the list.
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7. To set the data item to sort in ascending order, in the Order pane, click the data item and then
click the Ascending icon.

8. To set the data item to sort in descending order, in the Order pane, click the data item and then
click the Descending icon.

Arrange Query Column Headings

Use the Results tab in a query tool window to change the order in which columns appear in the query
results.

To arrange query column headings

1. Create a Query or Open an Existing Query.

2. Inthe toolbar, click Run. The results appear on the Results tab. The following example shows the
Results tab in the Account Analysis window.

0000001 - CUSTO

7738184767075

"T(015) NEW ACCOUN

0000001 - CUSTO

7738179391196

ACT - ACTIVEAC

(599) ACCOUNT WO

0000001 - CUSTO

045313M8B01

ACT-ACTIVEAC

(599) ACCOUNT WO

0000001 - CUSTO

30099888777

NEW - NEW STAT

{015) NEW ACCOUN

0000002 - CUSTO

773820665544

ACT - ACTIVEAC

(599) ACCOUNT WO

0000000 - DEFAU

20336015400987

NEW - NEW STAT

(015) NEW ACCOUN

0000000 - DEFAU

69864515101032

NEW - NEW STAT

(015) NEW ACCOUN

0000002 - CUSTO
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0000001 - CUSTO
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NEW - NEW STAT

(599) ACCOUNT WO

0000007 - FIRST
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NEW - NEW STAT

(599) ACCOUNT WO

J

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

16 Rows Loaded

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

Drag a column header here to group by that column.

File Number 3 7 Customer 3 ¥ -h|Account Number '/ 3, ¥ | Status

I 1145 l 0000001 - CUSTO | N006350332334

Pin a Query Column
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Use the Results tab in a query tool window to pin a column in the query results so that it remains
stationary when you scroll horizontally.

To pin a query column

1. Create a Query or Open an Existing Query.

2. Inthe toolbar, click Run. The results appear on the Results tab. The following example shows the
Results tab in the Account Analysis window.

Xz

Drag a celumn header here to group by that column

FileNumber A3V a!Customer 3V

0000001 - CUSTO | 7738184767075

0000001 - CUSTO | 7738179391196 ACT - ACTIVEAC | (599) ACCOUNT WO
0000001 - CUSTO | 045313MB01 ACT - ACTIVE AC | (59¢) ACCOUNT WO

0000001 - CUSTO | 30099838777 NEW - NEW STAT | (015) NEW ACCOUN
0000002 - CUSTO | 773820665544 ACT - ACTIVEAC | (599) ACCOUNT WO
0000000 - DEFAU | 20336015400987 NEW - NEW STAT | (015) NEW ACCOUN

0000000 - DEFAU | 69864515101032 NEW - NEW STAT | (015) NEW ACCOUN

0000002 - CUSTO | 125454212135432 NEW - NEW STAT | (015) NEW ACCOUN

0000001 - CUSTO | 36985641235 NEW - NEW STAT | (599) ACCOUNT WO

0000007 - FIRST | 12546911211 NEW - NEW STAT | (599) ACCOUNT WO
- 3 -

16 Rows Loaded

3. Inthe column heading, click the pushpin E. The pushpin points down to indicate a pinned
column.

4. Scroll horizontally in either direction and the pinned column remains stationary.
Sort Query Results

Use the Results tab in a query tool window to sort the query results.

To sort query results

1. Create a Query or Open an Existing Query.

2. Inthe toolbar, click Run. The results appear on the Results tab. The following example shows the
Results tab in the Account Analysis window.
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3. Click a column heading. An arrow appears and points up to indicate that the column is sorted in
ascending order.

File Number A

4. To sort the column in descending order, click the column heading again. The arrow points down
to indicate that the column is sorted in descending order.

Group Accounts in the Query Results
Use the Results tab in a query tool window to group accounts in the query results.

To group accounts in the query results

1. Create a Query or Open an Existing Query.

2. Inthe toolbar, click Run. The results appear on the Results tab. The following example shows the
Results tab in the Account Analysis window.
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3. Click a column heading, drag it into the space above the column headings, and drop it. Accounts
group on the specified column. The following example shows accounts grouped by customer
(client).

&1 Customer : 0000001 - CUSTOMER ONE (378 items)

¥ Customer : 0000002 - CUSTOMER TWO (6 items)

{1} Customer : 0000003 - POD CUSTOMER (5 items)
Customer : 0000004 - CUSTOMER THREE (12 items)

i Customer : 0000005 - DIALER TEST CUSTOMER (21 items)
# Customer : 0000006 - CUSTOMER FOUR (1 item)

# Customer : 0000007 - FIRST CUSTOMER (42 items)

4} Customer : 0000008 - SECOND CUSTOMER (44 items)

) Customer : 000000% - THIRD CUSTOMER (2 items)

) Customer : 0000010 - DISNEY CUSTOMER (7 items)

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

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

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

@ Customer : 0000001 - CUSTOMER ONE (12 items)
[# Customer: 0000002 - CUSTOMER TWO (2 items)
[# Customer : 0000003 - POD CUSTOMER (2 items)

(3] Customer : 0000004 - CUSTOMER THREE (3 items)

[# Customer : 0000005 - DIALER TEST CUSTOMER (1 item)
(# Customer : 0000006 - CUSTOMER FOUR (1 item)

[ Customer : 0000007 - FIRST CUSTOMER (3 items)

[#] Customer : 0000008 - SECOND CUSTOMER (2 items)

[# Customer : 0000009 - THIRD CUSTOMER (1 item)

[# Customer : 0000010 - DISNEY CUSTOMER (2 items)

6. To change the sort for a group, click the group heading. Groups sort in ascending order by
default.

7. To delete a group, click the group heading and drag and drop it back into the query results space.

Summarize Query Data
Use the Results tab in a query tool window to summarize query results.

To summarize query results

1. Create a Query or Open an Existing Query.

2. Inthe toolbar, click Run. The results appear on the Results tab. The following example shows the
Results tab in the Account Analysis window.
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3. Inthe column heading, click the Sigma icon. The Select Summaries dialog box appears. The

options available are based on the item's data type.

16 Rows Loaded

4. 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.

File Number

SV h 3V Branch

1396 fCTOR | 00000 - MAIN BR | $41.69
1202 ADMIN | 00000 - MAIN BR | $0.00 02/11/2011
Grand Summaries

I |average = $1,550.22 I

Export Query Results
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Use the Results tab in a query tool window to export the results of a query.

To export query results

1. Create a Query or Open an Existing Query.

2. Inthe toolbar, click Run. The results appear on the Results tab. The following example shows the

Results tab in the Account Analysis window.
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3. To export the results, do one of the following:
« To export the query results to an Excel file, in the toolbar, click Export to Excel.

« To export the query results to a comma-separated value (CSV) file, in the toolbar, click Export to
Comma Separated File. The file includes a heading row, with values contained in quotes and
separated by commas.

« To export the query results to an XML file, in the toolbar, click Export to XML. In the file, the
column names display as the element tags.

The corresponding Export Results to dialog box appears.
4. Inthe File name box, type a name for the file and then click Save.
Filter Query Results

Use the Results tab in a query tool window to filter query results.

To filter query results

1. Create a Query or Open an Existing Query.
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2. Inthe toolbar, click Run. The results appear on the Results tab. The following example shows the
Results tab in the Account Analysis window.
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3. Inthe column heading of the column to filter, click the Funnel icon. A list of options for the
specified column appears.

(7738184767075
= | 7738179391196
| 045313MB01
| 30032419801

' {NonBlanks)

0000000 - DEFAULT CUSTOMER

I 0000001 - CUSTOMER ONE
0000002 - CUSTOMER TWO

0000003 - POD CUSTOMER ~ | 7738174035038

i 0000001 - CUSTO | 7738201009121

(All): If selected, the system doesn't filter the results.
(Custom): If selected, allows you to set custom filtering conditions.

(Blanks): If selected, the query results only include accounts with a blank or null value in the
specified column.

(NonBlanks): If selected, the query results only include accounts that don't have a blank or null
value in the specified column.

4. Click any value other than (Custom). The list closes and the query results only include the records
that match the specified filter.
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5. To set custom filter criteria, do the steps to Set Custom Filter Criteria.

Set Custom Filter Criteria

Use the Enter Filter Criteria for... dialog box to customize selection criteria for any column in the query
results. You can combine criteria to create more complex filters.

To set custom filter criteria

1. Create a Query or Open an Existing Query.

2. Inthe toolbar, click Run. The results appear on the Results tab. The following example shows the
Results tab in the Account Analysis window.
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3. Inthe column heading of the column to filter, click the Funnel icon. A list of options for the
specified column appears.

# | 7738184767075

,rmmmsu%
(NonBlanks) =
0000000 - DEFAULT CUSTOMER 1 045313MBO1
0000001 - CUSTOMER ONE | 30032419801

0000002 - CUSTOMER TWO
0000003 - POD CUSTOMER ~ | 7738174035038

' 1005 i 0000001 - CUSTO ] 7738201009121

4. Click (Custom). The Enter Filter Criteria for... dialog box appears. The following example shows
the dialog box for the Customer column.
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- N
o~ Enter filter criteria for Customer w

Operand Operand
‘]i? Equals JT] 0000001 - CUSTOMER ONE =

-~

Add a condition

oK

Cancel

Customer] ='0000001 - CUSTOMER ONE’

" — — 7

5. Inthe Operand list box, click an operator. For more information, see Custom Filter Operators.

6. 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.

7. To add conditions, click Add a condition. The system adds a blank row.
8. To delete a condition, click the condition and then click Delete Condition.

9. If you set multiple conditions, do one of the following:

* To set the filter so that all the conditions have to be true for an account to appear in the query
results, click And conditions. For example, customer does not equal "0000001 - CUSTOMER ONE"
and customer does not equal "0000002 - CUSTOMER TWQO" means that you want to see accounts
for all customers except Customer One and Customer Two.

* To set the filter so that only one condition has to be true for an account to appear in the query
results, 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.

10. When finished creating the custom filter, click OK.

Custom Filter Operators

The following table describes the operators that are available when setting custom filter criteria for query
results. The operators available for a data item are based on the item's data type.
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Operator

Description

Equals

Include accounts in the query results where the data matches the specified value.

Does not equal

Include accounts in the query results where the data does not match the
specified value.

Less than

Include accounts in the query results where the data is less than the specified
value.

This operator is for date and numeric data types only.

Less than or equal To

Include accounts in the query results where the data is less than or equal to the
specified value.

This operator is for date and numeric data types only.

Greater than

Include accounts in the query results where the data is greater than the specified
value.

This operator is for date and numeric data types only.

Greater than or equal
To

Include accounts in the query results where the data is greater than the specified
value.

This operator is for date and numeric data types only.

Like

Includes accounts in the query results where data matches the specified pattern.

This operator is for alphanumeric data types only.
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Matches Regular
Expression

Includes accounts with data stored in the specified format.
This operator is for alphanumeric data types only.

A[A-Z] finds all values in uppercase character format only. Aa-z]
finds all values in lowercase character format only.

A[0-9] finds all values in numeric format only.

A[A-Za-z] finds all values in mixed case character format.
A[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.

A [A-Za-z0-9] [A-Za-z0-9_]*S$ finds all values of mixed case and currency.

Starts with

Includes accounts in the query results where data starts with the specified
character or characters.

This operator is for alphanumeric data types only.

Contains

Includes accounts in the query results where data contains the specified character,
or characters.

This operator is for alphanumeric data types only.

Ends with

Includes accounts in the query results where data ends with the specified
character or characters.

This operator is for alphanumeric data types only.

Does not start with

Includes accounts in the query results where data does not start with the
specified character or characters.

This operator is for alphanumeric data types only.

Does not contain

Includes accounts in the query results where data does not contain the specified
character or characters.

This operator is for alphanumeric data types only.
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Does not end with

Includes accounts in the query results where data does not end with the specified
character or characters.

This operator is for alphanumeric data types only.

Does not match

Includes accounts in the query results where data does not match the specified
character or characters.

This operator is for alphanumeric data types only.

Not like

Includes accounts in the query results where data is not like the specified pattern.

This operator is for alphanumeric data types only.

Account Analysis

Account Analysis

Use Account Analysis to create queries to retrieve accounts that meet specific criteria. You can sort,
group, and summarize the information for review. You can also use this window to create a queue so

users can view or work accounts that meet specific criteria. For more information about each condition,
see the Account Analysis Conditions Technical Reference.

Note: You cannot use portfolio conditions to query accounts in Latitude as portfolios and groups
related to portfolios (for example, buyers, sellers, and investors) aren't at the account level. You can
only use portfolio conditions to search for portfolios and groups in Portfolio Manager.
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1. Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and
counting the query results.

Option Description

Clear ]
D " |Clears all query settings currently displayed in the window.

D PEM |Clears the query settings currently displayed in the window and opens a saved query.

Save
H Saves the query settings currently displayed in the window.

Sums the number of records that match the selection criteria.

Run
' Runs the query and displays the results on the Results tab.
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2. Data Selection pane: Provides a list of data you can select to create a query.

3. Select Columns pane: Allows you to select and arrange the columns of data to display in the
query results.

4. Conditions pane: Allows you to set the conditions for retrieving data.

5. Order pane: Allows you to set the order for displaying or running data.

Create an Account Analysis Query

Use the Account Analysis window to query accounts based on specific criteria and analyze the results.
To create an account analysis query

1. Inthe Main Menu window, from the Tools menu, click Account Analysis. The Account Analysis
window appears.
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To exclude duplicate records from the query results, select Exclude Duplicate Records.

To limit the query results to a specific number of records, select Maximum Records and then, in
the box, type the maximum number of records to include in the results.

In the Select Columns pane, do the following as necessary:

Add one or more columns to the guery.

Delete one or more columns from the query.

Modify the order of the columns.
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Rename any columns.

5. Inthe Conditions pane, do the following as necessary:

* Create one or more conditions for the query.

*  Modify one or more conditions.

*  Modify the order of the conditions.

*  Group conditions for evaluation.

6. Inthe Order pane, do the steps to Specify the Sort Order for Query Results.

7. To count the number of records that match the selection criteria, in the toolbar, click Count. The
results appear in the Query Designer dialog box. Click OK.

8. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dialog =
Look In: |My Queries | MDelete % Export ToFle
Name | Date Created ]
Accounts is Parent 12/14/2012
Account Status is Open 12/18/2012
Query Name: [
_on | =)

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

Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.

9. To run the query, do the steps to Run an Account Analysis Query.

Modify an Account Analysis Query
Use the Account Analysis window to modify a query for analyzing accounts.

To modify an account analysis query

1. Inthe Main Menu window, from the Tools menu, click Account Analysis. The Account Analysis
window appears.
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2. Inthe toolbar, click Open. The Open Query Dialog box appears.
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Open Query Dialog @
LookIn: My Queries » M Deete & Import From Fie
Name | Date Created |
Accounts s Parent 12/14/2012
Account Status is Open 12/18/2012
Query Name: |
Cancel | per |
G il

3. Inthe Name column, click the query and then click Open. The query appears in the Account
Analysis window.

4. Modify the query as necessary.

5. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
SaveQueyDidog =
Look In: | My Quernes < | M Delete % ExportToFle
Name | Date Created |
Accounts is Parent 12/14/2012
Account Status is Open 12/18/2012

b. Inthe Name column, click the query name and then click Save.

Tip: To create a query from the existing query, in the Query Name box, type a name for the
query and then click Save. The system creates a query based on the existing one, and leaves the

existing query unchanged.
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6. To run the query, do the steps to Run an Account Analysis Query.

Run an Account Analysis Query
Use the Account Analysis window to run an account analysis query.
To run an account analysis query

1. Create an Account Analysis Query or Modify an Account Analysis Query.
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2.

In the toolbar, click Run. The results appear on the Results tab. For more information, see Query
Results.

Assign an Aggregate Function to a Column

Use the Select Columns pane in the Account Analysis or SQL Author window to assign an aggregate
function to a column. When you run the query, the aggregated values appear in the column instead of
the actual value. Non-aggregated columns create the groups represented by the aggregated data.

To assign an aggregate function to a column

1.

4.

Do one of the following:

Create an Account Analysis Query or Modify an Account Analysis Query.

Create a SQL Statement or Modify a SQL Statement.

In the Select Columns pane, click the column and then, in the toolbar, click the Aggregate icon.

X ¢8| E[E

{1 File Number Count
éj Custnmer Sum

{&] Account Number Average
5] Status Maximum

21 Queue Level

21 Queue Date g

& Desk Standard Deviation

_—_] Branch Population Standard Deviation

e =
{£] Received Date Population Variance

Click a function. The original column name appears with the aggregate function name appended.
For example, if you selected the "average" function for the Current Balance column, the Current
Balance column name changes to Average of Current Balance.

File Number

1 ii_ii

(H custamer

F.

{H] Account Number
[H] status

{5 Queue Level

[5] Queue Date

[Z] Desk

{H] Branch

Lf] Average of Current Balance

{3] Received Date

To delete an aggregated function, click the column name and then click the Aggregate icon.
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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.
Minimum Calculates the lowest value within the grouping.

Standard Deviation

Averages the difference from the mean value of the entire set of accounts
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.
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CBR Special Comment Tool

CBR Special Comment Tool

Use the CBR Special Comment tool to create queries to update the special comment on CBR accounts
that meet specified selection criteria.
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1. Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and
counting the query results.

Option Description

Ej(kr‘ X
‘ Clears all query settings.

@] : Clears all query settings and opens a saved query.

(S B .
Saves the query settings.
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E Count

Sums the number of records that match the selection criteria.

[3\’ Run

Runs the query and displays the results on the Preview Accounts tab.

2. Data Selection pane: Provides a list of data that you can select to create a query.
3. Conditions pane: Allows you to set the conditions for retrieving data.
4. Order pane: Allows you to set the order for displaying or running data.

5. Select Comment section: Allows you to select the special comment to which to update accounts.

Create a CBR Special Comment Query

Use the Latitude CBR Comment window to create a query to update the special comment on CBR
accounts that meet specific criteria.

To create a CBR comment query
1. Do one of the following:

* Inthe Windows application list, click CBR Special Comment Tool.
* Inthe bin folder, double-click CorComment.exe.

The Latitude Login dialog box appears.

2. Specify your Latitude credentials and then click Okay. The Latitude CBR Comment window
appears.
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3. To limit the query results to a specific number of records, select Maximum Records and then, in
the box, type the maximum number of records to include in the results.

4. In the Conditions pane, do the following as necessary:

+ Create one or more conditions for the query.

*  Modify one or more conditions.

»  Modify the order of the conditions.

*  Group conditions for evaluation.

5. Inthe Order pane, do the steps to Specify the Sort Order for Query Results.

6. To count the number of records that match the selection criteria, in the toolbar, click Count. The
results appear in the Query Designer dialog box. Click OK.

7. To preview the query results, in the toolbar, click Run. The results appear on the Preview
Accounts tab.
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2 Evars. Sandy

3 Camp. Mindy
122 Moore, Frank
1235 SMITH, BRAD
ray SUTHERLAND. .
1238 PHILLPS, ONDY
1229 COOFER. JOBN
1240 JONES. HOFE
1241 GRIFFIN, MEGA.
1242 STRUCOER. JA-
1243 HOPE SALLY
1245 GORMAN, CHRIL
1246 VACKAM, CARR.
1247 GARONER, NA
1248 GOODWAN. JA.
1249 RUTHERFORD. .
250 HOLLAND. JOE
1281 SOMER. JESSIL.
1252 HARRIS, ROBE.
1253 DOWNEY, ROB.

LT,

8. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
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b. In the Query Name box, type a name for the query and then click Save.

Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.

9. To run the query to update the special comment on the selected accounts, do the steps to Update
the CBR Special Comment.

Modify a CBR Special Comment Query

Use the Latitude CBR Comment window to modify a query for updating the special comment on CBR
accounts that meet specific criteria.

To modify a CBR comment query
1. Do one of the following:
* Inthe Windows application list, click CBR Special Comment Tool.
* In the bin folder, double-click CorComment.exe.
The Latitude Login dialog box appears.

2. Specify your Latitude credentials and then click Okay. The Latitude CBR Comment window
appears.
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3. Inthe toolbar, click Open. A confirmation dialog box appears.
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4. Click Yes. The Open Query Dialog box appears.

Open Query Dialog 8]
LookIn: My Queries * M Delete | % Import From Fie

Name I Date Created ]

Accounts is Parent 12/14/2012

Account Status is Open 12/18/2012

Query Name: |

e | =],

5. Inthe Name column, click the query and then click Open. The query appears in the Latitude CBR
Comment window.

6. Modify the query as necessary.

7. To preview the query results, in the toolbar, click Run. The results appear on the Preview
Accounts tab.
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8. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.

< | Mpelete & ExportToFle

| Date Created |

12/14/2012
12/18/2012

b. In the Query Name box, type a name for the query and then click Save.
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Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.

9. To run the query to update the special comment on the selected accounts, do the steps to Update
the CBR Special Comment.

Update the CBR Special Comment

Use the Latitude CBR Comment window to run a query to update the special comment on CBR accounts
that meet specific criteria.

To update the CBR special comment

1. Create a CBR Special Comment Query or Modify a CBR Special Comment Query.

[Soectzccouss | Predewhoccurts | == il ¥ il Rl
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ClMch-.Caﬁum I™ Maximos Rocceds  [100 = ’
E’g”" SR S ) E N = e e | s e ]
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5 () AV New X 49 Bn e
:gw The acoount & open A
& Complart arvd The account hat an active stalus
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&[] Conschdation New .
& [l Cout
@) ] Debt Forwardeng
@[ Dett Purchasng
-] Debtor Demographics [
@[] DebtorBarkiéo v
& (] DettorCractCands
s € o
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Select Specisl Comment . [AB - CBRSPECCMT ] Update Accourss |

2. Inthe lower section of the Latitude CBR Comment window, in the Select Special Comment list
box, click the special comment to update on the selected accounts.

3. Click Update Accounts. The Confirmation dialog box appears.
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4. Click Yes. A notification dialog box appears, which indicates that the updates are complete.

5. Click OK, and in the next dialog box, click Close. The credit bureaus will get the updated comment
the next time you report the accounts.

Condition Builder

Condition Builder

Use Condition Builder to maintain the list of conditions users can select when creating queries using a
query tool. You must have the "Configure Query Designer Conditions" permission. For more information,
see the Latitude documentation.

(¢ Configure Conditions. =)
| 50 Aca Table: Mg Losd Assemtly | [pf ssve P scret | § ) reate Folder g/ Move To Top | S Deiete | WhTew 1 ]
@-(J Accounts m
@-¢1 AM 2 TR ’
#- ¢J Comments “s Custom Queue Condition -
i) (',j Debt Forwardng *7 Date Condiion ‘
| - Debt Puchasing - |\
S D s v Extra Data Condion e
i ‘g Dialers “r Literal Condiion
i Lj Early Stage Data “r Misc. Extra Data Condiion 3
- (J Lateude Fusion 2 2
- Letters “r Numeric/Currency Condition
(¥ ¢J Money Buckets “7 Queue Level Condition =
(- Patent infomation 7 Queuc Leve!
- Payments m
mg :,""m' 3 Copy Jons {13 Paste Joins
) ofolos - -
@) ) Post Dates 21 =l l
-] Promises : .
- £J Services_ldinfo_Banknuptcy
@) Work Strategies

1. Toolbar: Provides options for configuring conditions.

Option Description

k] Add Table

Opens the Add Table Wizard to allow you to map a Latitude database table or view to
conditions.
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rﬁ- oad As: Y . .. ey .
i Adds a .dll assembly file containing conditions that Latitude by Genesys created for

your organization.

H _
(]

Saves the condition configuration.

j Script

Allows you to create a SQL file that contains the specified conditions.

Create Folder
= Allows you to create a folder in the Condition Selection pane.

o Allows you to move a folder or condition.
s Wove 10 fop

X Deslete

Allows you to delete a folder or condition.

‘.ﬁ Test

Allows you to test a condition to ensure it's configured properly.

2. Condition Selection pane: Provides a list of conditions that are available to users when they
create queries. You can add, modify, and configure the conditions.

3. Condition Types pane: Allows you to add a condition type to the Data Selection pane.

4. Properties pane: Allows you to view and modify the configuration settings for the condition
selected in the Data Selection pane.

Add a Database Table

Use the Add Table Wizard to add columns from a Latitude database table or view to the Condition
Selection pane in the Configure Conditions window. To add a database table

1. Inthe Main Menu window, from the Tools menu, click Condition Builder. The Configure
Conditions window appears.
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#- ) Accounts

al-J AM

-] Comments

[#1- () Debt Forwardng
@) Debt Purchasing
- ) Debtor Demographics
-] Dalers

i} ] Eady Stage Data

#- ¢ Lateude Fusion

- Legal

-] Letters

I-¢.J Money Buckets

- Patiert information
-] Payments

- PorfoloContacts

ft1- ¢ Porfolos

- ¢ Post Dates

- Promisas

i1 Restrictions

#1- 1] Services_ldinfo_Banknptcy
(4 ) Work Strategies

bdseve (P scmt | § ) create Folder {5/ Move To Top | Jif Deiete | R Tem

Conditon Tywes ™

*r Date Condiion

*r Extra Data Condifion

*r Literal Condition

*r Misc. Extra Data Condition
“r Multiple Choice Condition

2. Inthe toolbar, click Add Table. The Add Table Wizard appears.

Add Table Wizard

This wizard helps you to map a database table to conditions
for the Latitude Query Designer.

To continue, dick Next.

3. Click Next. The Select Table or View page appears, which lists the Latitude database tables and

views.
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152

Select a table or view which contains the data that you want to map to
conditions.

Name

(] [dbo) . [ABA]

(] [dbo].[ABA_OLD]

[F [dbo].[Account_InterestAc. ..
[F] [dbo].[Account_WorkStats]

(™ [dbo). [AccountContacts]
[dbo]. [AccountPaymentSu. ..
(] (dbo]. [AcctMover Job]

[7] (dbo). [AcctMoverJob_ltems)
[*] [dbo). [AcctMoverPresets]
(1 [dbo] . [Ackwork]

(5] (dbo). faction]

4. Click the table or view and then click Next. The Select Key Reference page appears.

(o ¥
03 vaa o e e
Select Key Reference
Select the column in the table which can be used to reference the record to " ‘I!
an account or debtor. LA
Key Column: [ ,]

Reference Field: @ macternumber

Key Column: Field to use to match records to an account or customer on an account.

Reference Field: Field that ties the Key Column to the Master, Debtor, or ServiceHistory table. The
options are:
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master.number: Latitude file number in the Master table. Debtors.DebtorID:
Customer number in the Debtors table.

master.account: Customer account number in the Master table.

master.id1: ID1 field in the Master table. master.id2: ID2 field in

the Master table.

ServiceHistory.RequestID: Unique request number for service information in the ServiceHistory
table.

5. Specify the Key Column and Reference Field and then click Next. The Select Column Conditions
page appears.

(T sooowers I i)

Select Column Conditions .
Select which columns will be mapped to conditions and what type of : ; ;I
conditions to use. -

|
Column Data Type Condition Type i
[¥ Code nt Numeric Condition
[¥] Company varchar Text Condition
[¥] state varchar Text Condition =
(¥ city varchar Text Condition }
[¥! Phone varchar Text Condition ‘
|V! Fax varchar Text Condition —
¥ Zip nt Numeric Condition
|V! Address1 varchar Text Condition
[V Address2 varchar Text Condition =

Text Condition Type: | Text Condition

<Back [ Mext> | | cance

6. Clear the check box for each column to exclude from mapping.

7. To change the condition type for a column assigned the text condition type, click the column
name and in the Text Condition Type list box, click the condition type.

8. Click Next. The Add Table Wizard Completed page appears.
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(¢ - — B
[T Add Table Wizard . | o= S

Add Table Wizard Completed

The selected table columns will now be mapped into
conditions for the Latitude Query Designer.

To close this wizard, click Finish.

<Back || Frsh | Cancel

" -

9. Click Finish. The system adds the table or view to the Condition Selection pane in the Configure
Conditions window.

Create a Condition

Use the Conditions Type pane to create a condition. This process requires familiarity with SQL and the

Latitude database structure. To create a condition

1. In the Main Menu window, from the Tools menu, click Condition Builder. The Configure
Conditions window appears.
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4 ) Work Strategies

2. Inthe Condition Types pane, click a condition type and drag and drop it onto a folder in the
Condition Selection pane. For more information about condition types, see Condition Types.

&

{J Promses

(.} Restrictions

{J Services_kiinfo_Bankruptcy
{3 Work Strategies

[} New Condition

i @lVew Date Condiion]

0-8-&8

3. Type a name for the condition and press Enter.

4. Inthe Properties pane, specify the configuration settings for the condition. For more information,
see Condition Properties.

5. If the condition has a Joins property and you want to copy the join to another condition, do the

following:
a. In the Properties pane, click Copy Joins.
b. In the Condition Selection pane click the condition to copy the join to.
C. In the Properties pane, click Paste Joins.

6. To arrange the properties in alphabetical order, click the Sort icon.

7. To arrange the properties by category, click the Categorize icon.

Add an Assembly File

Use the Load Assembly dialog box to add a ".dIl" assembly file containing conditions that Latitude by
Genesys created for your organization. To add an assembly file
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1. Inthe Main Menu window, from the Tools menu, click Condition Builder. The Configure
Conditions window appears.

i
s
E

2.

|62 | scorch assemoies ———p]
=~ O @

Nome Date modified Type

%] My.Library.dll 2172013228 PM  Application exte

%) MyPMPaneiLib.dil 21/2013256PM  Application exte

%] MyReceiverPanelLib.dll 21/2013301 PM  Application extes
__3 Documents

o' Music
e Pictures
B videos
A Martin, Barbara
& Computer
& svsTeM (C)
+=w RECOVERY (D)

v 4|

File name:
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3. Click the assembly to add and then click Open. The system adds the assembly to the Condition
Selection pane in the Configure Conditions window.

Create a SQL File

Use the Script Conditions dialog box to create a SQL file that contains the specified conditions. You can

use the SQL file with other Latitude query tools or copy the SQL file contents directly into other
programs.

To create a SQL file

1. In the Main Menu window, from the Tools menu, click Condition Builder. The Configure

Conditions window appears.

T Add Teble Wi Load Assembly | [ Seve (P St | I create Folder [/ Move To Top | Jif Deiete | SR Teu

“7 Custom Queue Condition
7 Date Condion

*7 Extra Data Condion

*¢ Literal Condition

“/ Misc. Extra Data Condiion
“7 Multiple Choice Condiion
“7 Numeric/Currency Condiion
| *¢ Queve Level Condibion
lProperties
3 Copy Jors 15 Paste Joins

=IE

‘ () Restrctions
-] Services_ldinfo_Bankruptcy
- ) Work Strategies

2. Inthe toolbar, click Script. The Script Conditions dialog box appears.
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@ Sopt al conditons
VI Recreate the conditions table

1" Sarpt the selected conditions

Descripton

7] 1_Last_Seen_Date_NCOA_Mo... Latitude Fusion\LexsNexs'\Batch\Ser...
Latitude Fusion\LexisNexs\CAC
Latitude FusionLexsNexs'\CAC
Latitude FusionLexisNexis\CAC

| 1stMortgageCreditorName2 Latitude Fusion LexsNexis\CAC

| 1stMortgageDatel Latitude FusionLexisNexs\CAC

7] 1stMortgageDate2 Latitude Fusion\LexisNexis\CAC

1 1stMortgageHighCredits Latitude Fusion L exishexis\CAC

| 1stMortgageHighCredit2 Latitude Fusion\LexsNexs\CAC

7] 2_Last_Seen_Date_NCOA_Mo... Latitude Fusion\LexsNexis\Batch\Ser...

| 2MostRecentAddress Latitude Fusion\id Info\Services_Jdin...

] 2MostRecentAddressDate Latitude Fusion\ld Info\Services_IdIn...

BRI PR S, Lok de Cosinaild Yok A0 : rdz,

3. Do one of the following:

+ To create a script of all the conditions, click Script all conditions. To recreate the conditions table,
select Recreate the conditions table.

« To create a script for specific conditions, click Script the selected conditions and then select the
check box for each condition to include in the script.

4. Click Okay. The Save Conditions Script dialog box appears.

J®/ ) » Computer » SYSTEM(C) » Scripts

Date moddied Type

No tems match your search.

4. Program File!

b Progumoaug
. Recovery

v Scripts

Ju System Volur . ;|

File name:

Save as type: | SQL Batch Files (".sql)

* Hide Folders
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5. Type a name for the file and then click Save.

Create a Folder

Use the Create Folder option to create a folder for storing conditions. You can add new conditions or
move existing conditions to the folder. You can also move the folder to the top tier so that it's not
embedded in another folder. To create a folder

1. Inthe Main Menu window, from the Tools menu, click Condition Builder. The Configure
Conditions window appears.

T Add Table Wi Load Assembly | g Seve (P St | | create Folder 1{g) Move To Top | Jif Deiete | SR Tet

- ) Accounts [condition Types
i- 1 AIM ‘ a ' Condi =
4 . Comments ¥ Coslom I~

{#1- () Debt Forwardng “7 Date Condifion '
&1~ ) Debt Purchasing Condifion | o
- ) Debtor Demographics % E'xtnoch 7 =
i d Oklers *r Literal Condition

] ('J Eary Stage Data *r Misc. Extra Data Condition L |
: tJJ ﬁude&mm “r Multiple Choice Condition

B L:‘ Letters *s Numeric/Currency Condition

(- ¢ Money Buckets “r Queue Level Condiion i
- ) Patiert nformation Iﬁgj
&1-{] Paymerts

i) L% PortfoloContacts (3 Copy Jons 115 Paste Joins

] (| Porfolos = -

il- ¢ Post Dates 21 -

- () Promisas

i1- (] Restrctions

-] Services_ldinfo_Bankruptcy

- ) Work Strategies

2. Inthe Condition Selection pane, click the place where you want to insert the folder.

3. Inthe toolbar, click Create Folder. The system adds a folder called New Folder to the Data
Selection pane.

*

+){J Services_ldirfo_Bankruptcy
+4J Work Strategies

“y Cortacted Today?

“y Last Contacted Date

</ Last Worked Date

*y Times Contacted

7 Times Viewed

“7 Times Worked

%7 Worked Today?

(¥ oo il

4. Type a name for the folder and press Enter.

5. To move existing conditions to the folder, in the Conditions Selection pane, click a condition and
drag and drop it to the new folder.
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6. To add a condition to the folder, do the steps to Add a Database Table or Create a Condition.

7. To move the folder to the top tier, do the steps to Move a Folder or Condition.

Move a Folder or Condition

Use the Move to Top option to move a folder or condition to the top tier so that it's not embedded in

another folder. You can also move a folder or condition to another folder. To move a folder or

condition

1. In the Main Menu window, from the Tools menu, click Condition Builder. The Configure

Conditions window appears.

[ 5¢ Configure Conditions

-] Accounts

& ] AM

i1 .J Comments
(4] Debt Forwardng
i1~ Debt Puchasing

i1 ] Services_ldinfo_Banknuptcy
- ) Work Strategies

2. Inthe Condition Selection pane, click the folder or condition.

() Promises
() Restrictions
() Services_ldinfo_Bankruptcy
~(J Work Strategies

(] Level 1

& Level 2

~ O EEE

&-E-8-8

i
0
x

£ Add Teble Wi Load Assembly | [ff Seve L Somt ";’,_lomrouu{MmToTop 3 oeiee | M e

“ Custom Queue Condition -
¢ Date Condiion ‘ ’
“¢ Extra Data Condiion |
% Literal Condion ’
“/ Misc. Extra Data Condition I
¢ Multiple Choice Condition

©iash R

% Queue Level Condiion -|

E

lProperties

(3 Copy Jors 1 Paste Joins

s

3. Inthe toolbar, click Move to Top. The selected folder or condition moves to the top tier.
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) Restrictions
i Services_ldinfo_Bankruptcy
() Work Strategies
¢ Level 1

o] Level 2

] o o)

-

4. To move a folder or condition to another folder, click the folder or condition and drag and drop it

onto the folder where you want to move it.

Delete a Folder or Condition
Use the Delete option to delete a folder or condition.

To delete a folder or condition

1. In the Main Menu window, from the Tools menu, click Condition Builder. The Configure

Conditions window appears.

i : el o5
5 Configure Conditions ==
T Add Table Wi Load Assembly | [ Seve (P somt | I create Folder [/ Move To Top | Ji Detete | SR Teu
@) Accounts S o  lcondtionTypes
Bl AIM = : = -
- Comments “r Custom Queue Condition 1=
i ‘j Debt Forwardng “7 Date Condifion ‘ ’
i1~ ) Debt Purchasing Ext Condi |
- () Debtor Demographics '?" = - =
€1 Diers ¢ Literal Condition ’
1)) (ﬂ Eary Stage Data *r Misc. Extra Data Condition . |
- ¢ Lateude Fusion g g
5-6 Lage “r Multiple Choice Condition
-] Letters *r Numeric/Currency Condition
(- ¢ Money Buckets Queve Condiion il
i~ ¢ Patiert Information 7 Level
- Payments PProperties
i b]meoioCauds 3 Copy Jons 13 Paste Joins
i Portfolos z |
4] Post Dates Bl =
@~ Promises [
i1- (] Restrctions

- Services_ldinfo_Bankmptcy
- ) Work Strategies

2. Inthe Condition Selection pane, click the folder or condition.

3. Inthe toolbar, click Delete. A confirmation dialog box appears.

4. Click Yes.

Test a Condition

Use the Move to Top window to test a condition to ensure that it's configured properly. To

test a condition

161




Latitude Console Printable Help

1. Inthe Main Menu window, from the Tools menu, click Condition Builder. The Configure

Conditions window appears.

[ 5 Configure Conditions ] o
£ Add Table WG Load Assemby | [ Save [P st | create Folder [/ Move To Top | S Deiete | Sk Teat
() Accounts - | [T —]
B AM S )
i1 ] Comments “r Custom Queue Condition *
S la Debt Forwarding ¢ Date Condibon ‘
&~ Debt Purchasing
6i- € Deblor Demographics :: x:uhcq-a- Bl
f#- ] Dalers Condition ‘
) liEa’/SlaoaDaa *r Misc. Extra Data Condition L
& :j Lagal “r Multiple Choice Condition
-] Letters “r Numeric/Currency Condition

-] Services_ldinfo_Banknuptcy
- ) Work Strategies

2. Inthe Condition Selection pane, click the condition.

“r Queue Level Condiion -

oo

{3} Copy Jons I Paste Joins

=

3. Inthe toolbar, click Test. The Condition Test Dialog box appears and shows the testing progress
for each condition. If the system requires user input, the [condition name] dialog box appears.
The information that appears in the [condition name] dialog box is based on the condition type.
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|l
&

' |
4 Condition Test Dialeg “=3k
& using condition as select cokumn.

& Using condition as grouping.
[ using condition as aggregate,

Contacted Today? A s

Was the account contacted today?

© Account was contacted today

Account was contacted this week

Account was contacted last week

[ conee ]

4. If the [condition name] dialog box appears, keep the selected option or select a different option
and then click Okay. A notification dialog box appears, which indicates whether the test was
successful.

5. Click OK.

6. To display the SQL statement used to test a condition, in the Condition Test Dialog box, click the
condition. The corresponding SQL statement appears in the lower section of the dialog box.

7. When finished viewing the test results, click Close.

Condition Types

The following condition types are available in Condition Builder.

Condition Type | Description

Custom Queue Allows you to create a condition for selecting a custom queue.

Date Allows you to create a condition for selecting a date or a date and time.

Extra Data Allows you to create a condition for selecting extra data.

Allows you to package a segment of SQL directly into a condition, requiring

Literal e .
modification upon execution.
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Misc. Extra Data |Allows you to create a condition for selecting miscellaneous extra data.

Multiple Choice |Allows you to create a condition for selecting values from a list of multiple options.

Numeric/Currency|Allows you to create a condition for selecting a numeric or currency value.

Queue Level Allows you to create a condition for selecting a queue level.

Allows you to create a condition for looking up values in a Latitude database table or

Table Contains .
view.

Allows you to create a condition for looking up values in a Latitude database table or

Table Lookup .
view.

Text Allows you to create a condition for selecting text.

Condition Properties

The following condition properties are available in Condition Builder, based on the condition type
selected.

Condition
Category Property Description

Type of condition. The system populates this box when you create a condition

Condition Type
P and you cannot change it.

Appearance pecription Name of the condition.

Question to ask when presenting a list of options in a multiple choice

Question .
condition.

Options available for selection in a multiple choice condition. Click the
ellipsis to open the Choice Collection Editor dialog box and specify the
options.

Choices
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Type of extra data or miscellaneous extra data. Valid values are:

¢« DateTime

Data Type
*  Numeric
Behavior - Text
Data format to use for the numeric or currency condition. Valid values are:
e Currency
Format
*  None
*  Percent
Code Code that identifies the extra data.
Column in the Latitude database table from which to get data. You can
specify the column name or provide a SQL statement to indicate the
column.
Data Column Column name example: [master].[glevel]
SQL statement example: CASE ISDATE([master].[qdate]) WHEN 1 THEN
CAST([master].[qdate] AS DATETIME) ELSE NULL END
Joins Joined: A key indexed column in the Latitude master database table joins to
a column in another Latitude database table to get data.
Not Joined: The data is in a column in the Latitude master database table.
Click the ellipsis to open the JoinTable Collection Editor dialog box and
specify the tables to join.
Line Extra data line number from which to pull data. An extra data code can have

up to five lines of data associated to it.

Name of the Latitude database table or expression that yields the lookup
values. The first column is the code value and the second column is the

LookupExpression | description.

Example: SELECT [code].[QName] FROM [qlevel] WHERE [code] BETWEEN
"600" AND "799"
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Select SQL fragment used in the SQL statement SELECT clause.

SelectColumn Expression used to display the results of the lookup.

Example: [SupportQueueltems].[QueueCode] +
+[SupportQueuelevel].[QName]

Subquery expression to display as a list of values when using the condition
as a select column. The subquery must return the field to display with an
alias of [value] and cannot use an ORDER BY clause or any other SQL not
permitted with a subquery.

SelectSubquery

sQL SQL fragment used in the SQL statement WHERE clause.
Subquery Subquery expression that yields the related data values.
Title Title of the miscellaneous extra data.

Credit Report Requester

Credit Report Requester

Use Credit Report Requester to request credit bureau reports for accounts that meet specific criteria.

Request Credit Buresu Reports
Account Query

B"“‘ U“”'U“"’ (& jom 1

i) Accounts

&

'i gmmg; 7] Maximum Records |100

i#1-{_) Debt Forwarding

1) DebtPurchasing ——

- () Debtor Demographics ﬁXlﬁ@lﬁ € @ @

&) Dialers SEALE

(. Early Stage Data Debtor Typeis "Debtor”

&) Lattude Fusion

(] Legd

-1 Letters

-1 Money Buckets

@-(J Patent Information x @ & tj '=

& LJ Payments

@11 PortfolioContacts 2g and drop new< his surface 4 =

#1-1.J Portfolios

@-{] Post Dates

) LJ Promises

i (] Restrictions

@) Services Idinfo_Bankruptcy

[#-1.J Work Strategies )
*7 Blank Literal Condition ]

| Bxclude Dupficate Records

Credit Report Typa: [ vJ

Request
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1. Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and
counting the query results.

Option Description

i ; ’ Clear . . . .
Clears all query settings currently displayed in the window.

”‘] Open

Clears the query settings currently displayed in the window and opens a saved query.

H 3k

Saves the query settings currently displayed in the window.

t4

Count

Sums the number of records that match the selection criteria.

2. Data Selection pane: Provides a list of data you can select to create a query.

3. Conditions pane: Allows you to set the conditions for retrieving data.

4. Order pane: Allows you to set the order for displaying or running data.

Create a Credit Report Request Query

Use the Credit Report Requester window to create a query to request credit bureau reports for accounts
that meet specific criteria.

To create a credit report request query

1. In the Main Menu window, from the Tools menu, click CBR Requester. The Credit Report
Requester window appears.
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Request Credit Buresu Reports
Account Query

ﬁo«r ﬂ;jo;zn HS&VE éc«m

1] Accounts
@] AM
#1- () Comments
1) Debt Forwardng
i) Debt Purchasing
i) Debtor Demographics
#- ) Dislers
i () Early Stage Data
g1~ Lattude Fusion
&1 Legd
-] Letters
&1 Money Buckets
-1 Patient Information
& (] payments
&4~ PortfolioContacts
-] Portfolios
é)-(] Post Dates
i#)-(.] Promises
i 1] Restrictions
i) (] Services_ldInfo_Bankruptcy
@] Work Strategies

%7 Blank Literal Condition

Exclude Duplicate Records

7] Maximum Records | 100

7R 43 BEY 0D
Xi@d tn

Orag and drop new cola

ace -

Credit Report Type: -]

| Reguest |

Note: The system selects Exclude Duplicate Records to prevent you from requesting multiple
credit bureau reports for the same SSN. You cannot clear this setting.

To limit the query results to a specific number of records, select Maximum Records and then, in
the box, type the maximum number of records to include in the results.

In the Conditions pane, the Debtor Type condition is included by default. To modify the
condition, do the following:

a. Double-click the Debtor Type condition. The Debtor Type dialog box appears.

OcborType  MNNNNNNN =

@ Value is one of the following:

7 Value is not one of the following:
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(@]

b. Do one of the following:

c. To include a value, click Value is one of the following.

d. To exclude a value, click Value is not one of the following.

e. Select a check box to include a customer, or clear a check box to exclude a customer

and then click Okay.

Note: To delete the condition, right-click the condition and then click Delete. In the confirmation
dialog box, click Yes.

4. In the Conditions pane, do the following as necessary:

» Create one or more conditions for the query.

*  Modify one or more conditions.

«  Modify the order of the conditions.

e Group conditions for evaluation.

5. Inthe Order pane, do the steps to Specify the Sort Order for Query Results.

6. To count the number of records that match the selection criteria, in the toolbar, click Count. The
results appear in the Query Designer dialog box. Click OK.

7. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
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Save Query Dialog @
Look In: |My Queries | M Delete % Export ToFle

Name | Date Created |

Accounts is Parent 12/14/2012

Account Status is Open 12/18/2012

Query Name: I

_on | =1,

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

Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.

8. To run the query to generate credit report requests, do the steps to Generate Credit Report
Requests.

Modify a Credit Report Request Query
Use the Credit Report Requester window to modify a query for requesting credit reports.

To modify a credit report request query

1. Inthe Main Menu window, from the Tools menu, click CBR Requester. The Credit Report
Requester window appears.
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() Credit Report Requ
Request Credit Bureau Reports
Account Query

oo | (o o | [2cam

(] Accounts
:‘l SA?‘CMWB 7] Maximum Records 100
@1 () Debt Forwarding </ Conditi
() Debt Purchasing AN SRS
- (] Debtor Demographics W

%) Dalers X449 REC o

- Early Stage Data -
- () Latitude Fusion

#-(J Legdl

-] Letters N

&1-1.) Money Buckets o
L.

/| Bxlude Duplicate Records

- patient Information
1)~ Payments D I Y
é} d PartfolioContacts Drag and drop new colomns onto this surface -
@l-{J Portfolios

t1-(J Post Dates

i) Restrictions

(] Services_ldinfo_Bankruptcy
@ (] Work Strategies -
|57 Blank Literal Condition

Credit Report Type: -

2. Inthe toolbar, click Open. A confirmation dialog box appears.

3. Click Yes. The Open Query Dialog box appears.

LookIn: My Queries * | M Delete | % Import From Fle
Name | Date Created |
Accounts ts Parent 12/18/2012
Account Status is Open 12/18/2012
Query Name: |
) | = ]
L S—— —

4. Inthe Name column, click the query and then click Open. The query appears in the Credit Report
Requester window.

5. Modify the query as necessary.

6. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
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SaveQueyDidog =

Look In: | My Quenes

M Deiete % Export ToFle

Name

Accounts is Parent 12/14/2012
Account Status is Open 12/18/2012

| Date Created |

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

Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.

7. To run the query to generate credit report requests, do the steps to Generate Credit Report
Requests.

Generate Credit Report Requests

Use the Credit Report Requester window to run a query to request credit bureau reports for accounts
that meet specific criteria.

To generate credit report requests

1. Create a Credit Report Request Query or Modify a Credit Report Request Query.
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Request Credit Buresu Reports
Account Query

P | Bom e (S

(] Accounts
:: ﬁgmms "] Maximum Records | 100
@1 () Debt Forwarding
- () Debt Purchasing “7 Conditions . _ i
- () Debtor Demographics X 4% B2E¢ e

#- ) Dislers

- {) Early Stage Data =
-1 Latitude Fusion
#-¢J Legad

-] Letters Eygﬁ
di-] Money Buckets ——
-] Patient Information x &4 3 1 13
-] Payments L

ﬂ‘, LJ PortfolioContacts DOrag and drop new colomns onto the
@] Portfolios

Exclude Duplicate Records

0 this surface -

(] Work Strategies .

Credit Report Type: [ .J

| Request |

2. Inthe lower section of the Credit Report Requester window, in the Credit Report Type list box,
click the type of report to request.

3. Click Request. The CBR Requester dialog box appears.

4. Click Yes. A notification dialog box appears, which indicates the requests are complete.

5. Click OK, and in the next dialog box, click Close.

Custom Panel Query Creator

Custom Panel Query Creator

Use the Custom Panel Query Creator window to create queries that you can use to create a custom
anchor or reference panel in Latitude. For more information about the custom panels, see "Custom
Panel Mapping" in the Latitude documentation.
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D T
F‘

A 3w w -
w

B Dabtee s’ s

§ serecT TOP 100 PERCENT
-

FROM [dbo).[master] WITHM (NOLOCK)

1. Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and

counting the query results.

Option Description

Clear ‘
E Clears all query settings currently displayed in the window.

D PEM |Clears the query settings currently displayed in the window and opens a saved query.

[ E

Saves the query settings currently displayed in the window.

| | Count
— Sums the number of records that match the selection criteria.

Run
’ Runs the query and displays the results on the Results tab.
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2. Data Selection pane: Provides a list of data you can select to create a query.

3. Select Columns pane: Allows you to select and arrange the columns of data to display in the

query results.

4. SQL statement pane: Displays the SQL statement based on the columns and order specified.

Create a Custom Panel Query

Use the Custom Panel Query Creator window to create a query that you can use to create a custom

anchor or reference panel in Latitude. To create a custom panel query

1. Inthe Main Menu window, from the Tools menu, click Custom Panel Query. The Custom Panel

Query window appears.

-} Custom Panel Query Creator

Account Query | Results

| Account Age
=) Balance =
*y Current Balance @,

1) clear | {| . Jopen HS&" Y | count bam
S0 9

L= | o
L_| Exclude Duplicate Records
] Maximum Records
=

*Y Current Interest Salana |:J Select Columns.
%Y Current Princpal i3 4
*Y Unked Current Balance “ % = k-
Y Ongnal Balance - —
‘(O'Wp’m Orag and drop néwr co 5
| Branch
| Credit Bureau Reporting
J Customer
| Desk
] Queue
J Status
(] Status History

B

< L] >

[ S e S S S

+

SELECT TOP 100 PERCENT

FROM [dbo].[master] WITH (NOLCCK)

2. To exclude duplicate records from the query results, select Exclude Duplicate Records.

3. To limit the query results to a specific number of records, select Maximum Records and then, in

the box, type the maximum number of records to include in the results.

4. Inthe Select Columns pane, do the following as necessary:

» Add one or more columns to the query.

» Delete one or more columns from the query.
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*  Modify the order of the columns.

« Rename any columns.

I Note: As you create the query, the SQL statement appears in the SQL statement pane. I

5. To count the number of records that match the selection criteria, in the toolbar, click Count. The
results appear in the Query Designer dialog box. Click OK.

6. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dialog [=]
Look In: | My Querie: “ || #Delete | & Export To Fie
Name Date Created
Custom Query 7/25/2019
Open Fee Schedule Query 7/31j2015
Pool Queue Query 7/31/2019
Active Accounts Query 71312019
Demo Query 8/2/2019
New Query 8/6/2019
Test 8/27/2015
Query Name: [

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

Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.

7. To generate the query, do the steps to Generate a Custom Panel Query.

Modify a Custom Panel Query

Use the Custom Panel Query Creator window to modify a query that you can use to create a custom

anchor or reference panel in Latitude. To modify a custom panel query

1. Inthe Main Menu window, from the Tools menu, click Custom Panel Query. The Custom Panel
Query window appears. OR Open C:\Program Files (x86)\Interactive Intelligence\Interaction
Collector\PanelQueryCreator and then double-click PanelQueryCreator.
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.°~|@°wﬂmtuwbw

# () Account Age ~ | [ exdude Duplicate Records
< Curent Bafance n 7] Maximum Records 1100 I3

Orag and drop new columns oo this surface A

d
U |
| L
&
A
g-¢d
# () Desk
w0
2

#

SELECT TOP 100 PERCENT
-

FRCM [dbo].[master] WITH (NOLOCK)

2. Inthe toolbar, click Open. A confirmation dialog box appears.

3. Click Yes. The Open Query Dialog box appears.

LockIn: My Queries ~ | Moelete | & mrport From Fle
Name Date Created
Custom Query 7/28/2019
Open Fee Schedule Query 7/31/2019
Pool Queve Query 7/31/2019
Active Accounts Query 7/31/2019
Demo Query /2019
New Query 8/6/2019
Test 8/27/2015
o |

4. Inthe Name column, click the query and then click Open. The query appears in the Custom Panel
Query Creator window.
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.w'@mﬂm'dc«m ’Rm

:g Accourit Age A1 [[] exclude DuplicateRecords
| 1% Curent Balance Dumﬂgeords |_oo $

[ L
% o
#- () Credit Bureau Reporting ) esk
#-(J Customer
#-(J Queve
2 swats v
| # () Status Hstory °

|

<

SELECT TOP 100 PERCENT [~
[master).( ber] AS [A Number],
[{status].[code] + ' - ' + [status].[Description]) AS [Status],

[desk].[code] + * - ' + [desk].([name] AS [Desk],
[master]. [current0] AS (Current Balance]

FROM [dbeo].[master] WITH (NOLOCK)

INNER JOIN [status] AS [scatus] WITH (NOLOCK)

ON [master).(status] = [status].[code]

INNER JOIN [desk] AS ([desk] WITH (NOLOCK)

ON [master].[desk] = [desk].[code]

5. Modify the query as necessary.
6. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.

Look In: |My Quaries 'llxoelee | % Export To Fle
Name Date Created
Custom Query | 712972019
Open Fee Schedule Query 7/31/2015
Pool Queue Query 7/332019
Active Accounts Query 7/31/2019
Demo Query 8/2/2019
New Query 8/6/2019
Test 8/27/2015
=
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b. In the Query Name box, type a name for the query and then click Save.

Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.

7. To generate the query, do the steps to Generate a Custom Panel Query.

Generate a Custom Panel Query

Use the Custom Panel Query Creator window to generate a query that you can use to create a custom
anchor or reference panel in Latitude.

To generate a custom panel query

1. Create a Custom Panel Query or Modify a Custom Panel Query.

i ‘2 Bdanee‘m 2 ’ [7) exclude Duplicate Records
: Uq’ Current Batance E| [ Madmum Records [100 :—‘\I
#i-(J Branch I @]suws
3~ Credt Bureau Reporting i) oesk
#-(J Customer
&- € Desk {E] Current Balance
#-(J Queve
=40 Status v
#- () Status Hstory 1
S Saan |
<l o L) .
[ sezecT TOP 200 PERCENT ~
| [master). (number] AS [Account Number],
| [status].[code] + ' - ' + [status].[Description] AS [Status],
| [desk].[code] + ' - ' + [desk].([name] AS [Desk],
|

[master]. [current0) AS [Current Balance)

2. Inthe toolbar, click Run. The results appear on the Results tab. For more information, see Query
Results.

Custom Queue Manager

Custom Queue Manager

Use Custom Queue Manager to create custom queues of accounts that meet specific criteria. Users with
the appropriate permissions can work the accounts without having to move them to another desk or
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queue level. You can also use Custom Queue Manager to maintain schedules for creating the custom
queues. Custodian creates the queues at the specified time.

"G Build Custom Queue I=EX
| o e = :
|~ Account selection- |
T | = F ‘71

gg :cmmts 2 4 ¥ exclude Duplicate Records

- Comments [T Maximum Records Ilw 3

€l et vt e

[#1-{] Debt Purchasing = 7

588 D e 77X 4% BR¢ oo

@A Didlers

@ (7] Early Stage Data Debtorhas no restrictions -

#1171 Latitude Fusion and Debtor has notfiled for bankruptcy

B Legal and Debtoris notreprasented by an attorney

@ {7 Letters |

[#-{2] Money Buckets

3
e omack |
Portfolios
e b X 43 M

Drag and drop new columps onto ths surface -

%

alatatalatals
g
g
¥

i
;
:

4

I

{1 Work Strategies

D Clanl 1 ibaeal Famditiae

A
1

( 7cﬂtstomVQueue bbﬁons 5

Custom Queve: I ﬂ

% Append selected accounts to the custom queue
" Overwrite the custom queue with the selected accounts

[T Require the user to set a follow up date on accounts worked in the custom queue

[ Buis | Schedule | Cancel I

1. Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and
counting the query results.

Option Description

Clear ]
@ ' |Clears all query settings currently displayed in the window.

@] PEM |Clears the query settings currently displayed in the window and opens a saved query.
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Sav
H zhe Saves the query settings currently displayed in the window.

E Count

= Sums the number of records that match the selection criteria.

2. Data Selection pane: Provides a list of data you can select to create a query.

3. Conditions pane: Allows you to set the conditions for retrieving data.
4. Order pane: Allows you to set the order for displaying or running data.

5. Custom Queue Options section: Allows you to set the options for creating the queue.

Create a Custom Queue Query

Use the Build Custom Queue window to create a query that creates a custom queue of accounts that
meet specific criteria. Users with the appropriate permissions can work the accounts in the custom
gueue without having to move them out of their assigned desk and queue level. To create a custom

queue query

1. Inthe Main Menu window, from the Tools menu, click Custom Queue Manager. The Custom
Queue Manager window appears.

-
@ Custom Queue Manager

(@ Buid Queve Delete Queue | (7 Modify Schedules
Queue Name Created Date
high balance accounts 4/5/2011 3:38°PM

(ocal)\colect2000  None Selected

=

"

2. Inthe toolbar, click Build Queue. The Build Custom Queue window appears.
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] Build Custom Queue | -|o ] x

Accourk Selecton

)

M Cexr ‘uA_)‘Ooen HSave Y. | count

—J

0]

ate Recoras

.| Address

{1 Address_Confrmation ™ Maximum Records | 100 -]

] Am “¢ Conditions :
£l awe ( - -
{1 AWG New 4 x 49 Bntewd

] CareAnd“ardship -
{71 Comments Debtor has no restrictions

(] Complaint and Debtor has not filed For bankruptey

{1 Consolidation ard Debtor is not represented by an attorney
(] Consolidation New
{1 Court

(] Debt Forwardng

(] Debt Purchasing

{7l Debtor Demographics
{1 DebtorBankinfo

{7l DebtorCreditCards — —
(] Debtors v | o Order &}

i—% Accounts 2| F Bxdude DuplicateRe

B ®

QMCROR
n

ORCERO!

+

ORC

(CRORCRORC

.

Custom Queue Opticns

Custom Queue: I L]

¥ Append selected accounts to the custom queue
" Qverwrite the custom queue with the selected accounts

™ Require the user to set a follow up date on accounts workad in tha custom queus

| Build | Schedule J Cancel l

7Y

Note: Exclude Duplicate Records is selected by default to prevent including the same account
twice in the custom queue.

3. To limit the query results to a specific number of records, select Maximum Records and then, in
the box, type the maximum number of records to include in the results.

4. Inthe Conditions pane, do the following as necessary:

» Create one or more conditions for the query.

*  Modify one or more conditions.

+  Modify the order of the conditions.

*  Group conditions for evaluation.

Note: The following conditions are included by default. You can modify or delete them as
necessary.

Debtor has no restrictions: No restrictions selected on the Restrictions tab in the Debt@r
Details window.

182



Latitude Console Printable Help

Debtor has not filed bankruptcy: No information provided on the Bankruptcy tab in the

Debtor Details window.
Debtor is not represented by an attorney: No information provided on the Attorney tab in

the Debtor Details window.

5. Inthe Order pane, do the steps to Specify the Sort Order for Query Results.

6. To count the number of records that match the selection criteria, in the toolbar, click Count. The
results appear in the Query Designer dialog box. Click OK.

7. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dialog =
Look In: |My Quenes M Delete % Export To Fle
Name | Date Created |
Accounts is Parent 12/14/2012
Account Status is Open 12/18/2012
Query Name: l

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

Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.

8. To run the query to create a custom queue, do the steps to Create a Custom Queue.

Modify a Custom Queue Query

Use the Build Custom Queue window to modify a query for creating custom queues.
To modify a custom queue query

1. Inthe Main Menu window, from the Tools menu, click Custom Queue Manager. The Custom
Queue Manager window appears.
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184

2.

| @Buid Queve | Delete Queve | (2 Modfy Schedules
| Queue Name | Created Date
high balance accounts 4/5/2011 3:38PM

In the data grid, double-click the custom queue. The Build Custom Queue window appears.

“’I\@]w Hse (I om

& Accounts 2 ¥ Exdude Duplicate Records

@ (] Address i ; -

-1 Address_Confirmation ™ Maxmum Records ’"” =

&l Am = CfConditions ]
@1 awG

@:GIAWG&N ‘ W“l‘i"l@ﬁxw..o

@.U Comments Debtor has no restrictions |
@ (] Complaint and Debtor has not filed for bankruptey

&-{2] Consolidation and Debtor is not represented by an attorney

(& {] Consolidation New

&-{2] Court

® (] DebtorBankinfo
=-{7] DebtorCreditCards N
@ {] Debtors v

| €

&

—Custom Quaue Options:
Custom Queue: l 3
% Append selected accounts to the custom queue
" Overwrite the custom queue with the selected accounts
I Require the user to set a follow up date on accounts worked in the custom queue

[ Butd | schedule | cance

=
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3. Inthe toolbar, click Open. A confirmation dialog box appears.

4. Click Yes. The Open Query Dialog box appears.

Open Query Dialog @
Look In: My Queries * M Deete | % Import From Fie
Name ] Date Created ]
Accounts is Parent 12/14/2012
Account Status is Open 12/18/2012
Query Name: l
_concel | o ],
%

5. Inthe Name column, click the query and then click Open. The query appears in the Build Custom
Queue window.

6. Modify the query as necessary.
7. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
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SveQueyDiog . =]
Look In: |My Quenes

M Deiete % Export ToFle

| Date Created |

12/14/2012
12/18/2012

Name

Accounts is Parent
Account Status is Open

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

| Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.

8. To run the query to create a custom queue, do the steps to Create a Custom Queue.

Create a Custom Queue

Use the Build Custom Queue window to create a custom queue based on a query of accounts that meet
specific criteria.

To create a custom queue

1. Create a Custom Queue Query or Modify a Custom Queue Query.
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= Build Custom Queue |=|a]| x

Accourt Selecton

s Clear H ‘]0&{1 HSave ; Count

(] Accounts 2| ¥ Exdude Duplicate Records

(] Address

{Z] Address_Confirmation ™ Maximum Records | 100 3

& = e 2
] AWG New 74 x 4@ 3 2 ¢ ® @
] CareAndHardship y
=] Comments Debtor has no restrictions

(] Complaint and Debbor has not filed For bankruptey

{1 Consolidation and Debtor is not represented by an attormey
(] Consolidation New
{1 Court

{7] Debt Forwardng

(] Debt Purchasing

L’,'J Debtor Demographics
(] DebtorBankinfo

{"] DebtorCreditCards — s
@[] Debtors v v Order =1

[CRORCEOROS T

ORCE T ROR T RO

ORC

(DRORC

Custom Queue Opticns

Custom Queue: I :]

& Append selected accounts to the custom queue
" Querwrite the custom queue with the selected accounts

[ Require the user to set a follow up date on accounts workad in the custom queus

Build | Schedule Cancel |

2. Inthe Custom Queue Options section, do one of the following:

To... Then...

a. In the Custom Queue list box, click the queue
name.

b. Click Append selected accounts to the custom

Append the query queue.

results to an existing

queue Note: If the system places accounts in the custom

gueue through multiple queries, it's possible that
some accounts in the custom queue require follow-
up and some don't.

a. In the Custom Queue list box, click the queue

Overwrite an existing name

queue with the new
query results... b. Click Overwrite the custom queue with the

selected accounts.
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Save the query results | Inthe Custom Queue list box, type a queue name. The
to a new queue... name cannot contain spaces.

3. To require follow-up on accounts in the custom queue, select the Require the user to set a follow
up date on accounts worked in the custom queue check box. When the user deletes an account

from the custom queue after working it, the system prompts the user to set the account follow-
up date.

4. Click Build. The Build Custom Queue dialog box appears.

Build Custorn Queus 3

532 accounts were found that match your criteria,
| )

Would you like to build these accounts into custom queue No
Restrictions?

5. Click Yes. A message dialog box appears.

6. Click OK. Users with the appropriate permissions can select the custom queue in Latitude and
work the accounts in the queue.

Schedule a Custom Queue

Use the Schedule Custom Queue window to create a schedule for creating a custom queue. Custodian
creates the custom queue at the specified time.

To schedule a custom queue

1. Create a Custom Queue Query or Modify a Custom Queue Query.
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"

Accourk Selecton

Build Custom Queue

2&; u~l‘00en HSave g.Cmt

|=|B| x

— -
2l Accounts 2| W Exdude Duplicate Records
* [ Address - [ﬁ
& -{2] Address_Confirmation Maxmum Records "
&Ll Am =/ Conditions =]
&1 AawG =
& ] AWG New 7 &% BECe®d
@ 1] CareAndHardship :
&-{7] Comments Debtor has no restrictions
& (] Complaint and Debbor has not filed For bankruptcy
&-{1 Consolidation ard Debtor s not represented by an attorney
@] Consolidation New
&-{7] Court
@ (-] Debt Forwardng
# 1] Debt Purchasing
=] Debtor Demographics
% (] DebtorBankinfo
=- {7l DebtocCreditCards i —
@ 1] Debtors |z Order =l
Custom Queue Options
Custom Queue: I 3
' Append selected accounts to the custom queue
" Qverwrite the custom queue with the selected accounts
[ Require the user to set a follow up date on accounts workad in the custom queue
| Build | Schedule Cancel l

2. Inthe Custom Queue Options section, do one of the following:

To...

Then...

Append the query
results to an existing
gueue...

a. In the Custom Queue list box, click the queue
name.

b. Click Append selected accounts to the custom
queue.

Note: If the system places accounts in the custom
gueue through multiple queries, it's possible that
some accounts in the custom queue require follow-
up and some don't.

Overwrite an existing
queue with the new
query results...

a. In the Custom Queue list box, click the queue
name.
b. Click Overwrite the custom queue with the

selected accounts.
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Save the query results
to a new queue...

In the Custom Queue list box, type a queue name. The
name cannot contain spaces.

3. Click Schedule. The Schedule Custom Queue window appears.

-~

v Schedule Custormn Queue =N FcH ™
Schedule Tele: |
Account Selection
) .
| Clear ‘ll ’Open HSave Z Count
g d J
g {_/*' 2;;w1ts * ¥ Excude Duplicate Records
® "
l.;J L: Comments ™ Maximum Records 100 j
(8- (] Debt Forwarding “ 7 Conditions -]
{1 Debt Purchasing - - _
(- (] Debtor Demographics n 57 x . 3 J} ﬁ s ¢ @ D
{1 Didlers =
1] Early Stage Daka Debtor has no restrictions -
@ {7l Lattude Fusion _ {and Debtor has not filed for banksuptcy
) Legal and Debtor is not represented by an attormey
(=] Letters
(& {] Money Bucksts
&l Patient Information S
=L Payments G gf;}m &
Custom Queue Opbions
Custom Queue: INo Restrictions _:]
Schedule
[T Sunday [™ Monday [T Tuesday [~ Wednesday | Thursday ™ Friday I Satrday
oK | Cancel L

4. Inthe Schedule Title box, type a name for the schedule that describes the custom queue the
schedule creates.

5. Modify the query as necessary.

6. Inthe Schedule section, select the check box for each day you want Custodian to create the
custom queue.

7. Click OK.

Create a Custom Queue Schedule

Use the Schedule Custom Queue window to create a schedule for creating a custom queue.
Custodian creates the custom queue at the specified time. To create a custom queue schedule
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1.

3.

In the Main Menu window, from the Tools menu, click Custom Queue Manager. The Custom
Queue Manager window appears.

: <=
@Buid Queve  Delete Queve | (5 Modfy Schedules

{ Created Date

4/5/2011 338 PM

8 New schedule | | Edit scheduie 1L Delete Schedule

Everyday ||| Sunday |Monday |Tuesday |Wednesday | Thursday |Friday |Seturday | None |
Title Queus Name | Scheduled Days

No Restrictions Queue,.. No Restrictions Friday

In the toolbar, click New Schedule. The Schedule Custom Queue window appears.
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s

¥ Schedule Customn Queue o[- @ )
Schedule Tele: |
Account Selection

) .
[ | clear | || |Open HSave 3. | Count

[#-{] Accounts A
B4 A

(-] Comments

(& { Debt Forwarding “7 Conditions _J
[#-{_1 Debt Purchasing : .

-] Debtor Demographics I 4 x F J} «E' I ¢t ® ®
- {_ Dialers :

[+ Early Stage Data Debtor has no restrictions %
{7 Latkude Fusion | |and Debtor has not filed for barkruptcy

- Legal and Debtor is not represented by an attormey

-1 Letters

[&}-{_] Money Bucksts

1| Patiert Information

[=1-{] Payments 3

e -

¥ Exclude Duplicate Records
I Maximum Records 100 =4

?
o

Custom Queue Opbions
Custom Queve: |No Restrictions -:]

Schedule

[T Sunday [ Monday [ Tuesday [~ Wednesday [ Thursday ™ Friday ™ Satuwday

| OK | Canced L

4. Inthe Schedule Title box, type a name for the schedule that describes the custom queue the
schedule creates.

5. Modify the query as necessary. For more information, see Create a Custom Queue.

6. Inthe Custom Queue Options section, in the Custom Queue list box, click the custom queue to
create.

7. Inthe Schedule section, select the check box for each day you want Custodian to create the
custom queue.

8. Click OK.

Modify a Custom Queue Schedule

Use the Custom Queue Schedules window to modify a schedule for creating a custom queue. Custodian
creates the custom queue at the specified time. To modify a custom queue schedule

1. In the Main Menu window, from the Tools menu, click Custom Queue Manager. The Custom
Queue Manager window appears.
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@ Buid Queve  Delete Queve | (5P Modfy Schedules
Queue Name | Created Date
high balance accounts 4/5/2011 3:38PM

2.

~2 Custorm Oueue S

| B Newschedue | | Edt schedue 1 Delete Schedule

JEvayday | | I&May IMondw Il‘msday IWM Im.rsday IFrlday IS&wday II INom |
Title | Queus Name | Scheduled Days [
No Restrictions Queue,.. No Restricbions Friday

3. Inthe data grid, click the schedule to modify.

4. Inthe toolbar, click Edit Schedule. The Schedule Custom Queue window appears.
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~ Schedule Custa

Schedule TRle:  No Restrictions Queus Schedule

Account Selection
pee ¥,
Bdear l uolaen HSave ‘ Z - Count
S |
&) Accounts * ¥ Excluds Duplicate Records

LA AIM
gg it ™ Maximum Records Iwo 5‘
s €l ot e Cowaes

[#-{7] Debt Purchasing " .

cOmes 17X 43 BB 0O®
S

#)-{] Early Stage Data Debtor has no restrictions =

& {7 Latkude Fusion and Debtor has not filed for barksupkcy

B[4 Legdl and Debtor is not represented by an attormey

[#1-{] Letters

- {7} Money Buckets

{21 Patient Information i

[ﬂ‘j Payments - E},’ Drder Q

— Tl m e~

—Custom Queue Options
Custom Queue: [No Restrictions ~|

Schedule -

™ Sunday [™ Monday [T Tuesday [~ Wednesday |~ Thursday W Friday [ Satuday

5. Modify the schedule title, query, custom queue options, and schedule days as necessary.

6. Click OK.

Delete a Custom Queue Schedule

Use the Custom Queue Schedules window to delete a schedule for creating a custom queue.
To delete a custom queue schedule

1. Inthe Main Menu window, from the Tools menu, click Custom Queue Manager. The Custom
Queue Manager window appears.
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4/5/20113:38PM

".5&;0“'\ s‘r it ] '
42 New Scheduie Edit Schedue 1L Delete Schedule
(K] [
[Evayday l I [Sunday [Monday [‘luesday [\Vedwem [Thw.rsday [Friday [Satuday] l [Nom]
Title Queus Name | Scheduled Days
No Restrictions Queue,., No Restrictions Friday

3. Inthe data grid, click the schedule to delete.
4. Inthe toolbar, click Delete Schedule. A confirmation dialog box appears.

5. Click Yes.

Desk Mover

Desk Mover

Use Desk Mover to create queries to move accounts to other desks based on specified selection criteria.
This tool allows you to distribute accounts to collection agents for working.
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The following options are available when moving accounts:
« Use desk case limits to control the number of accounts moved to a specific desk.

* Move linked accounts together, separately, or not at all.

« Change the queue level and queue date assigned to the moved accounts.

A 4 et | bt

: M - ‘
Cba‘@q»n Hs« ’LZ_}cm 1 |

ag“&‘m 2 A [ Exclde Dupicate Records
é].‘ljg;aum | Madrum Records 100 B
@ (J eranch 3 '
- () Credk Bureau Reporting N ——— . =
-5 utoner 7R 4% B2EYO®
z 8 Quece ;i:‘/ag aﬁd}m new condtions anta this srface
@ Status '
%7 Account Linked? 3
%y Account Open?
%Y Active Status?
%7 Archived?
|- % Charge Off Date
% Closad and Returned?
% Closed Date
% Contract Date
%7 Customer Accounk Number
%7 Customer Amount Last Char
%y Customer Amount Last Paid
%7 Customer Date Last Charge
% Customer Date Last Paid
¢ Delnquency Date
%7 Desk2 5
| %7 Has Credt Bureau Report?

o
(JEFL

B4 X483 1

%7 Last Interest Date

_ » || Drag and grap new columns onto this surface
«| "t ' B

Code Name Desk Type Case Counk Case Limit £
| 0000000 ADMIN 1 DESK COLLECTOR 391 10000 @
Flc COLLECTOR | DESK COLLECTOR ag 10000

| DIALERAPPD  DIALER APPEND DESK Admnistrator 10 No Lmi

E] DIALERMERG  DIALER MERGE DESK Administr ator 2 No Limit df
T nearrnaring PAEALET AL e Sobeniniah n Bl Lt

@ Distribute by number of sccounts s

() Distribute by account balance

 Close [ Process
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1. Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and
counting the query results.

Option Description

| Clears all query settings currently displayed in the window.
Clear

§
\

”| Open Clears the query settings currently displayed in the window and opens a saved query.

Save
H Saves the query settings currently displayed in the window.

E Count
= Sums the number of records that match the selection criteria.

2. Data Selection pane: Provides a list of data you can select to create a query.
3. Conditions pane: Allows you to set the conditions for retrieving data.
4. Order pane: Allows you to set the order for displaying or running data.

5. Option tabs: Allows you to set the options for moving desks.

Create a Desk Mover Query

Use the Desk Mover window to create a query for distributing accounts that meet specified criteria to
other desks.

To create a desk mover query

1. Inthe Main Menu window, from the Tools menu, click Desk Mover. The Desk Mover window
appears.
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Account Query

[ e | {Ellomme fefsore | [ com

= Accounts

-~

@) Accourk Age W
@ Balance

/| Exchade Dupicate Records

1] Maxirmum Records

100

-] Branch < C
@] Credk Bureau Reporting
@ () Customer W

PRSI Y

@) Desk

@) Status

%7 Accourk Linked?
—%¢ Accounk Open?
%7 Active Status?
%7 Archived?

- %r Charge Off Date
%y Closed and Returned? -
%7 Clossd Date

*7 Cortract Date

*7 Customer Accounk Number
% Customer Amount Last Char
%y Customer Amount Last Paid
1% Customer Date Last Charge

%7 Customer Date Last Paid

- %7 Deinquency Date

% Desk2

? File Number

P Y aop nations oo this surfac
w um o Drag and arap new condtions onto this suface

| %7 Has Credt Bureau Report? 7% Orde:

B X 23 tin

% LastInterestDate [
O Link Pieiosas

< | an ] » -
Distrbution | Case Limitations | Linked Accounts | Queue |

Code Name Desk Type Case Count Case Limit

" 0000000 ADMIN 1 DESK COLLECTOR 391 10000 @
Flc COLLECTOR 1 DESK COLLECTOR a5 10000

["I DIALERAPPD  DIALER APPEND DESK Administrator 10 No Limit

| DIALERMERG ~ DIALER MERGE DESK Administrator 2 No Limt
_,'—'__ﬂ_'_\lhv Lala LY a1} DIALET AW LD A s s b n Ble t o

@ Distribute by number of accounts

() Distribute by account balance

Process

Note: The system selects Exclude Duplicate Records to prevent including the same account

twice in the query.

2. To limit the query results to a specific number of records, select Maximum Records and then, in
the box, type the maximum number of records to include in the results.

3. Inthe Conditions pane, do the following as necessary:

* Create one or more conditions for the query.

+  Modify one or more conditions.
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+  Modify the order of the conditions.

*  Group conditions for evaluation.

4. Inthe Order pane, do the steps to Specify the Sort Order for Query Results.

5. To count the number of records that match the selection criteria, in the toolbar, click Count. The
results appear in the Query Designer dialog box. Click OK.

6. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dialog =
Look In: |My Quenes < | M Delete % Export To Fle
Name | Date Created |
Accounts is Parent 12/14/2012
Account Status is Open 12/18/2012
Query Name: |
_Concd_| =1

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

Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.

7. To run the query to distribute accounts to other desks, do the steps to Distribute Accounts to
Desks.

Modify a Desk Mover Query
Use the Desk Mover window to modify a query for moving accounts to other desks.

To modify a desk mover query

1. Inthe Main Menu window, from the Tools menu, click Desk Mover. The Desk Mover window
appears.
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st qumy

e I
2 Accounts 2| 7] Exchade Dupicate Recor

F - Fr e —

e e
X 49 RE ¢ e

Drag and arap new conditions onto this suface

%y Customer Date Last Paid
% Delnquency Date
—%r Desk2 =

<7 s Cro Bure Regert?
2 G X3 N

% Last Interest Date Drag and drop new cokumns onto this surface

Desk Type
" 0000000 ADMIN 1 DESK COLLECTOR
ct COLLECTOR 1 DESK COLLECTOR
"I DIALERAPPD  DIALER APPEND DESK Administrator
| DIALERMERG  DIALER MERGE DESK Administrator

Floracenseny DAL AL e A denimimhaat,

@ Distribute by number of accounts
() Distribute by account balance

~ Close

2. Inthe toolbar, click Open. The Open Query Dialog box appears.
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Open Query Dialog @
LookIn: My Queries * M Deete | % Import From Fie

Name | Date Created |

Accounts is Parent 12/14/2012

Account Status is Open 12/18/2012

Quary Name: I

_concel | [ ]
7|

3. Inthe Name column, click the query and then click Open. The query appears in the Desk Mover

window.

4. Modify the query as necessary.

5. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.

SaveQueyDidog

Look In: :Mr Quenes

M Delete % Export ToFle

Name l Date Created I
Accounts is Parent 12/14/2012
Account Status is Open 12/18/2012

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

Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then

click Save.
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6. To run the query to distribute accounts to other desks, do the steps to Distribute Accounts to
Desks.

Distribute Accounts to Desks

Use the Desk Mover window to distribute accounts that meet specified criteria to other desks. For
example, your agency can assign new business to an inventory desk and then distribute the accounts to
collectors using a query.

To distribute accounts to desks

1. Create a Desk Mover Query or Modify a Desk Mover Query.
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S

‘!Z;Cout

E)uAccou'ts
31 ) Account Age
- @ Balance
31 () Branch
| -] Credk Bureau Reporting
4 Customer
&) Desk
40 Quee =
m (3 Status
%7 Accourk Linked?
~Y Accourt Open?
%y Active Status?
7 Archived?
-~ %¢ Charge Off Date

| Exchade Dupicate Records
LJ Madmum Records 100

T YT

Drag and arap new conditions onto this surface

~ % Closad and Returned? -
—*%¢ Closed Date

*y Cortract Date

*7 Customer Accounk Number
%7 Customer Amount Last Char
%7 Customer Amount Last Paid
! % Customer Date Last Charge
- %¢ Customer Date Last Paid

"% Deinquency Date
—%r Desk2 =
%7 File Number —
%7 Has Credt Bureau Report?
% DA
—% o#2 x Q ¥ 1: L L
r ?. Last Interest Date « || Prag and drop new cokimns onto this surface -
BRI o B A
< [ m ] » -
Distrbution | Case Limitations | Linked Accounts | Queus |
Code Name Desk Type Case Court Case Limit -
| 0000000 ADMIN 1| DESK COLLECTOR 391 10000
E} cl COLLECTOR | DESK COLLECTOR 95 10000
"I DIALERAPPD  DIALER APPEND DESK Admmnistrator 10 No Uimi
!j DIALERMERG  DIALER MERGE DESK Administrator 2 No Limt Ll
Tl mrarrnaeing DAL AL T L - n Blm t o
@ Distribute by number of accounts
() Distribute by account balance

I Note: To sort the data grid, clic

k a column heading.

Code: Code that identifies the desk.

Name: Name of the desk.

Desk Type: Type of desk.

Case Count: Number of accounts to distribute.

Case Limit: Maximum number of accounts that you can assign to a desk. If the value is "No Limit,"
you can assign an unlimited number of accounts to a desk.
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204

Distribute by number of accounts: If selected, Desk Mover distributes the accounts to desks as
equally as possible so that each desk receives about the same number of accounts.

Distribute by account balance: If selected, Desk Mover distributes the accounts as equally as
possible based on the account balance so that each desk receives about the same account
balance amount.

Note: Distribution is also based on the options you select on the Case Limitations and Linked
Accounts tabs.

On the Distribution tab, select the check box for each desk to receive the accounts and then click
a distribution option.

Click the Case Limitations tab.

[ Distribution | Case Umitations | Linked Accounts [ Queue
Use desk case limk as maximum accounts

9 Impose no maximum accounts on selected desks

Use desk case limit as maximum accounts: If selected, Desk Mover stops moving accounts to a
desk once the desk reaches its case limit. Desk Mover either moves accounts to the next desk in
the distribution that hasn't reached its case limit or, if there aren't any more desks in the
distribution, stops moving the accounts.

Impose no maximum accounts on selected desks: If selected, Desk Mover ignores the case limits
set for desks and distributes the accounts to desks equally.

Select an option and then click the Linked Accounts tab.

| Distribution | Case Limitations | Linked Accounts | Queue
Move the selected account and all linked accounts
Move the selected account but not the unselected inked accounts

@ Do not move selected linked accounts

Move the selected account and all linked accounts. If selected, Desk Mover moves the accounts
to another desk, along with all their linked accounts (even the ones that don't meet the query
conditions).

Move the selected account but not the unselected linked accounts. If selected, Desk Mover
moves the accounts to another desk, along with their linked accounts that meet the query
conditions. It doesn't move any of their linked accounts that don't meet the query conditions.

Do not move selected linked accounts. If selected, Desk Mover doesn't move any linked accounts,
even if they meet the query conditions.

5. Select an option and then click the Queue tab.
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; Distribution 1 Case Limitabions | Linked Accounts  Queus

Change Queue Level: oo - REMINDER

Change Queue Date; 3/26{201

Change Queue Level: If selected, assigns a new queue level to the moved accounts.
[Queue Level]: Queue level to assign to the moved accounts.

Change Queue Date: If selected, assigns a new queue date (date to queue the account for work) to
the moved accounts.

[Queue Date]: Queue date to assign to the moved accounts.

6. Inthe lower section of the Desk Mover window, click Process. The Analyzing Accounts dialog box
appears.

7. Click Process. A confirmation dialog box appears.

8. Review the information and then click Yes. A notification dialog box appears, indicating that the
process is complete.

9. Click OK.

Letter Requester

Letter Requester

Use Letter Requester to create queries to request letters based on specified selection criteria.
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Type

Dunning

Settlement Offer
Promise Reminder
Multiple Part Settiement

6

Amount Due: [V Use linkad balance Due Date(s): 1st: [ 4/12/2013 i+ | 2nd: [ 5/13/2013
Settlement %: wotq

[7] Usecustomer bianket settlement

w [ sth: [ /12013 G | 6t | 9/11/2013
: [7] Indude due dates on iatter

ad: (62013 [~ | #he (7712013 O~

Sender: [¥] Useaccount desk for sending user

1. Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and
counting the query results.

Option Description
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Y a
L Clears all query settings currently displayed in the window.

H ﬂ—’ Open
e

Clears the query settings currently displayed in the window and opens a saved query.

Saves the query settings currently displayed in the window.

S Count

Sums the number of records that match the selection criteria.

[3\ Run

Runs the query and displays the results on the Results tab.

2. Data Selection pane: Provides a list of data you can select to create a query.

3. Conditions pane: Allows you to set the conditions for retrieving data.
4. Order pane: Allows you to set the order for displaying or running data.
5. Select Letter section: Allows you to select the letter to request.

6. Options section: Allows you to set the letter selection options.

Create a Letter Request Query
Use the Letter Requester window to create a query to request letters. To

create a letter request query

1. Inthe Main Menu window, from the Tools menu, click Letter Requester. The Letter Requester

window appears.
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- b B eod Sl Adirdatamesante et stece

Type Descrpbon

Durning NewntetterTemplate
1 Dunning Frst Notice
2 Settiement Offer sir

|3 Promise Reminder Payment Remnder
4 Mitinle Part Setfiement MirPat SE

Amourt Due: [V Use linked balance Due Date(s): 1st: 11/30/2015 B-| 2 :L:,»;sv:ms
Settlement %: "7’153ﬂ

;”x;'(;ll"ﬂﬂ‘.’ Disnket settiomant
7 S (o @ | @he [0
! Inddude dee dates on letter

¥ | 11205 B~ | ®h | 30208

Use account desk for sending user

Process

Note: The system selects Exclude Duplicate Records to prevent including the same account

twice in the letter request.

2. To limit the query results to a specific number of records, select Maximum Records and then, in

the box, type the maximum number of records to include in the results.

3. Inthe Conditions pane, the Debtor Type condition is included by default. To modify the

condition, do the following:

a. Double-click the Debtor Type condition. The Debtor Type dialog box appears.
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Debtor Type =

@' Value is one of the following:

Value is not one of the following:

Filter |
CODE Descripton

CO-DEBTOR 1
CO-DEBTOR 2
CO-DESTOR 3
CO-DEGTOR 4
CO-DEBTOR 5
CO-DEBTOR 6

| |
L= JLY, B S PR N

‘ Cance_l_| Okay |

b. Do one of the following:
* Toinclude a value, click Value is one of the following.
* To exclude a value, click Value is not one of the following.

* Select a check box to include a customer, or clear a check box to exclude a customer and
then click Okay.

Note: To delete the condition, right-click the condition and then click Delete. In the confirmation
dialog box, click Yes.

4. In the Conditions pane, do the following as necessary:

» Create one or more conditions for the query.

*  Modify one or more conditions.

«  Modify the order of the conditions.

*  Group conditions for evaluation.

5. Inthe Order pane, do the steps to Specify the Sort Order for Query Results.

6. To count the number of records that match the selection criteria, in the toolbar, click Count. The
results appear in the Query Designer dialog box. Click OK.

7. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
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Save Query Dialog =
Look In: |My Quernes < | M Delete % Export ToFle

Name | Date Created |

Accounts is Parent 12/14/2012

Account Status is Open 12/18/2012

Query Name: I

_Concd_| [ ]

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

Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.

8. To run the query to generate letter requests, do the steps to Generate Letter Requests.

Modify a Letter Request Query
Use the Letter Requester window to modify a query for requesting letters. To

modify a letter request query

1. Inthe Main Menu window, from the Tools menu, click Letter Requester. The Letter Requester
window appears.
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2. Inthe toolbar, click Open. A confirmation dialog box appears.

3. Click Yes. The Open Query Dialog box appears.
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Open Query Dialog
LookIn: My Queries * M Deete | % Import From Fie

Name ] Date Created ]

Accounts is Parent 12/14/2012

Account Status is Open 12/18/2012

Quary Name: [

_cod_| [cen ]|
2

4. Inthe Name column, click the query and then click Open. The query appears in the Letter
Requester window.

5. Modify the query as necessary.

6. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
SaeQueyDiog =
Look In: |My Queries “ | M Delete & Export ToFle
Name l Date Created l
Accounts is Parent 12/14/2012
Account Status is Open 12/18/2012

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

I Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.
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7. To run the query to generate letter requests, do the steps to Generate Letter Requests.

Generate Letter Requests

Use the Letter Requester window to run a query to request letters for accounts that meet specific
criteria.

To generate letter requests

1. Create a Letter Request Query or Modify a Letter Request Query.

m!

[{ER ‘
o | (oo fsom | (2 Jcom
: 3mm'° | ¥ Exclude Duplicate Records
# () Address_Confirmation [0 Muximum Records |00 M
#-(J A = R
® (J AawG = - : - >
#- () AWG New ZR &9 B2EYO®
# (] CareandHardehp ;
# () Comments ;Debw Type & "Debror* ~
#- () Complaint
# (L Consoldation ‘ ~
# () Consoldation New
& cor .
* Debt Forwardng
. g"""""'"""‘“, (Drag and o e cokamns oneo the surfece Tol
# () DebtorCreditCards
# (| Debtors
#- () Dednquency
# | Dalers
# ¢ Depute
#- () Documentabon
% Early Stage Data
# () Prencel
# (J Lattude Fuson
# (L Letters
# () LoanType
# () MscExrs
# () Money Buckets
# () Patient Informaton
#® () Payments
-] Phones Master | Il
Select Letter
Code Type Descrpton 3
00000 Durnirg NentetterTemplate |
1 Dunning Zrst Notce .
2 Settiement Offer sr
3 Promise Reminder Payment Remnder
A MitriePatSetfement MNP SE ™
Options
AmcurtDue: [ Use linked balance Due Date(s): 1st: 11/30/2015 B- | 2nd ;;;,-‘;5,2915 B-
b | I ¥ (yus @] 4w [yopes B~
v Use customer bisnket settiomant : :
Instalments: tf—] She | 3117200 0| &h | 112016 -
! Incude due dates an letter
Sender: W Useaccount desk for sending user
Sow Restricted Conditions Process

2. Inthe Select Letter section, click the letter to request. The options that are available in the
Options section are based on the letter type selected. For more information about a letter type,
see the Letter Console documentation.

3. Complete the information in the Options section.
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Options *
Amount Dus: | Use linked balance Due Date(s): 1st: g [ 2nd: 5 ]
Settlement %: ard: o B ath: ' =
Installments: Sth: | 3/11/201 [ &th: 1/11/2016 G
Sender: || Use account desk for sending user

Amount Due: Use linked balance: If selected, the combined balance of all linked accounts shows
as the total account balance in the letter.

Settlement %: Settlement percent to include in the letter. To specify this amount, clear the Use
customer blanket settlement check box.

Use customer blanket settlement: If selected, the letter includes the blanket settled-in-full (SIF)
percent from the Fees tab in the Customer Properties window.

Installments: Number of installments (up to six) to indicate in a multi-part settlement letter.

Sender: Use account desk for sending user: If selected, the account desk appears as the letter
sender.

Due Date(s) 1st through 24th: Due dates to include in the letter for the settlement or each multi-
part settlement installment. To specify these dates, select the Include due dates on letter check
box.

Include due dates on letter: If selected, the letter includes the due date for the settlement or each
multi-part settlement installment.

4. Inthe lower section of the Letter Requester window, click Process. The Letter Request dialog box

appears.
r B
Letter Request
Confirm requests and click the Process buttonto continue,
Accounts Desaiption
V| ‘ 3 Letter will be requested.
! 1 Cannot request this letter for accounts in this customer.
! 1 Cannot request letter on closed account,
i Cancel | Process
" -

5. Click Process. A confirmation dialog box appears.

6. Click Yes. A notification dialog box appears.
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7. Click OK. Use Letter Console to print the letters. For more information, see the Letter Console
documentation.

Pool Queue Manager

Pool Queue Manager

Use Pool Queue Manager to create a pool queue based on specified criteria and assign collectors to it.
Pool queues update constantly as data in Latitude changes. Multiple collectors can work the same pool
gueue; however, you can only assign collectors to one pool queue at a time.

Cmate New Pool
Pool Options

) Unbtied I

Description: [ o description for this pool here. - |

Queue Ahead: 50 =]

Pool Criteria

ao« 1 Open HSave‘
- Accounts z :F—ﬁg

& AM

#1- ] Comments @x ‘ﬁ‘@’ @@JLWO@

@) (] Debt Forwarding

41 DebtPurd 'Do not restrict the pool to the user's desk. -
& () Debtor Demographics 4
a1~ (] Diglers

3 () Early Stage Data
&) (. Latitude Fusion

4~ Legal -
G- Letters

& L-_] Money Buckets I_’

- () Patient Information
4l (J Payments x % 9 i: b
41~ PortfoloContacts

@l [ Portfolos

4] ¢ Post Dates . 5
&

al

&

m

Drag and drop new columns onto this surface -

- Promises
{ ] Restrictons
4)-{_J) Services_ldinfo_Bankruptcy * -

[ concel ] [__ox |

=

Pool Options section: Allows you to set options for the pool queue.

N

Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and
counting the query results.

Option Description

215



Latitude Console

Printable Help

[

¥ "l Clear

Clears all query settings currently displayed in the window.

LE-] Open

Clears the query settings currently displayed in the window and opens a saved query.

H Save

Saves the query settings currently displayed in the window.

3 |count

Sums the number of records that match the selection criteria.

3. Data Selection pane: Provides a list of data you can select to create a query.

4. Conditions pane: Allows you to set the conditions for retrieving data.

5. Order pane: Allows you to set the order for displaying or running data.

Create a Pool Queue

Use the Create New Pool window to create a pool queue that assigned users can work.

To create a pool queue

1. Inthe Main Menu window, from the Tools menu, click Pool Queue Manager. The Pool Queue

Manager

window appears.

() o e L = )

Wl Create New Pool | B Modify Selected Pool il Delete Selected Pool | 58 User Assignments

Pool Name User Assignments Description
- 2 users assigned Enter a desaription for this pool here.
@ Past Due Accounts 0 users assigned Accounts that are 60+ days past due.

m )

2. Inthe toolbar, click Create New Pool. The Create New Pool window appears.
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[CreateNewpool |
[ PoolOpions /7
Name: Untitled
Description: Snker a dencriplion for this pool here. <
Queue Ahead: 50|
Pool Criteria

a&' Dmen HSave ‘ ' Count
- () Accounts - lﬁd

J AM

] Comments Jﬁx @.@ @Mq’

(] Debt Forwarding '

¢ Debt Purchasing Do notrestrict the pool to the user’s desk. =
(! Debtor Demographics
(] Diglers

() Early Stage Data

(] Latitude Fusion

J Legal |
[ Letters

LQ Money Buckets |m
(/ Patient Information
[JP:yments x ﬁ @' tﬂ “1

J PortfoloContacts
. Portfolios

() Post Dates ~
() Promises

{ ] Restrictions

1) Services_Idinfo_Baniouptcy  ~ v

drop new columns onto this surface -

B-_!:Jlﬁt»-':ll_f_L:!Lf_llr;:!'l;u'-_fjl:»-‘_‘_l'{g&ilﬂl:}_l

3. Inthe Pool Options section, do the following:
* Inthe Name box, type a name for the pool queue.
* Inthe Description box, type a description for the pool queue.

* Inthe Queue Ahead box, type or use the arrows to indicate the number of accounts to store in
the pool queue. When the system reaches this number, the system retrieves the next batch of
accounts from the server and places them in the pool queue. Retrieving accounts in batches
optimizes system performance.

4. Inthe Conditions pane, a condition is included by default to indicate to the system not to restrict
the pool queue to the users' desk. If you only want collectors to work accounts that meet the
specified criteria and for their current desk, right-click the condition and then click Delete. In the
confirmation dialog box, click Yes.

5. Do the following as necessary:

* Create one or more conditions for the query.

*  Modify one or more conditions.
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*  Modify the order of the conditions.

*  Group conditions for evaluation.

6. Inthe Order pane, do the steps to Specify the Sort Order for Query Results.

7. To count the number of records that match the selection criteria, in the toolbar, click Count. The
results appear in the Query Designer dialog box. Click OK.

8. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dialog @
Look In: |My Quenes . xDeiete % Export To Fle
Name | Date Created I
Accounts is Parent 12/14/2012
Account Status is Open 12/18/2012
Query Name: [
_conce_| =]
All

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

Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.

9. Click OK.

10. To assign users to the pool queue, do the steps to Assign Users to a Pool Queue.

Modify a Pool Queue
Use the Modify Existing Pool window to modify a pool queue. To

modify a pool queue

1. Inthe Main Menu window, from the Tools menu, click Pool Queue Manager. The Pool Queue
Manager window appears.
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Ll mid balance Enter a desaription for this pool here.
Accounts that are 60+ days past due,

2. Inthe data grid, click the pool queue.

3. Inthe toolbar, click Modify Selected Pool. The Modify Existing Pool window appears.

Pool Options
Macye: Past Due Accounts
Description: | Accounts that are 60+ days past due.

Queue Ahead: W"I

Pool Criteria

o | e e | (ZJe
- [rcondtions o
TR e RE e oo

Do notrestrict the pool to the user’s desk,
and Delinquency Date is later than 60 days ago

% a%atul sg Aty a8

P R ARTRE

Orag and drop new columns onto this surface

1

1

4. Modify the query as necessary.
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5. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dialog =

Look In: | My Queres < | MDelete % Export ToFie
Name | Date Created |

Accounts is Parent 12/14/2012

Account Status is Open 12/18/2012

Query Name: |

o | =

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

Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.

6. Click OK.

7. To assign users to the pool queue, do the steps to Assign Users to a Pool Queue.

Delete a Pool Queue
Use the Pool Queue Manager window to delete a pool queue. To

delete a pool queue

1. Inthe Main Menu window, from the Tools menu, click Pool Queue Manager. The Pool Queue
Manager window appears.
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[ Pool Queue Manager -

| B Create New Pool | @) Modify Selected Pool il Delete Selected Pool aUseAsayments
Pool Name User Assignments Description

| I mid balance | 2 users assigned Enter a desaription for this pool here.
= Past Due Accounts 0 users assigned Accounts that are 60+ days past due,

2. Inthe data grid, click the pool queue to delete

3. Inthe toolbar, click Delete Selected Pool. A confirmation dialog box appears.

4. Click Yes.

Assign Users to a Pool Queue
Use the Assign Users to Pool window to assign users to a pool queue. To
assign users to a pool queue

1. In the Main Menu window, from the Tools menu, click Pool Queue Manager. The Pool Queue

Manager window appears.

| B create NewPool | B Modfy Selected Pool 8 Delete Selected Pool | 8 User Assigrments

Pool Name User Assignments Description
Ll mid balance | 2 users assigned Enter a desaription for this pool here.
@ Past Due Accounts 0 users assigned Accounts that are 60+ days past due.

2. Inthe data grid, click the pool queue to assign users to.

3. Inthe toolbar, click User Assignments. The Assign Users to Pool dialog box appears.
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rAssign Users to Pool - Past Due Accounts

[ Logn Name User Name Assignment

| @os GSadmin Assigned to Pool mid balance
7] @ bmactn  BarbM Assigned to Pool mid balance
ga Colectorl Not Assigned
T S os2 GSAdmin2 Not Assigned

| Setthis poolto bethe default pool for unassigned users

’ Cancel | [—O-OE——]

4. Select the check box for each user to assign to the queue.

5. To assign all users not assigned to another pool queue to this pool queue, select Set this pool to
be the default pool for unassigned users.

6. Click OK.

SQL Author

SQL Author

Use SQL Author to create and store custom SQL statements. The system generates SQL statements based
on the settings you specify and then displays them in the lower section of the SQL Author window. You
can save these statements for use in other query tools or programs.
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1. Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and

counting the query results.

Option

Description

b

Clears all query settings currently displayed in the window.

{[Jopen

Clears the query settings currently displayed in the window and opens a saved query.

|

Saves the query settings currently displayed in the window.
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E Count
: Sums the number of records that match the selection criteria.

2. Data Selection pane: Provides a list of data you can select to create a query.

3. Select Columns pane: Allows you to select and arrange the columns of data to display in the
query results.

4. Conditions pane: Allows you to set the conditions for retrieving data.
5. Order pane: Allows you to set the order for displaying or running data.
6. SQL statement pane: Displays the SQL statement based on the conditions, columns, and order
specified.
Create a SQL Statement
Use the SQL Author window to create a custom SQL statement based on specified criteria.

To create a SQL statement

1. Inthe Main Menu window, from the Tools menu, click SQL Author. The SQL Author window
appears.
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2. To exclude duplicate records from the query results, select Exclude Duplicate Records.

3. To limit the query results to a specific number of records, select Maximum Records and then, in
the box, type the maximum number of records to include in the results.

4. In the Select Columns pane, do the following as necessary:

+ Add one or more columns to the query.

* Delete one or more columns from the query.

+  Modify the order of the columns.

° Rename any columns.

5. In the Conditions pane, do the following as necessary:

Create one or more conditions for the query.

Modify one or more conditions.

Modify the order of the conditions.
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*  Group conditions for evaluation.

6. Inthe Order pane, do the steps to Specify the Sort Order for Query Results.

I Note: As you create the query, the SQL statement appears in the SQL statement panel. I

7. To count the number of records that match the selection criteria, in the toolbar, click Count. The
results appear in the Query Designer dialog box. Click OK.

8. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dialog a
Look In: |My Quenes ’ xf)e'ete % Export To Fle
Name | Date Created |
Accounts is Parent 12/14/2012
Account Status is Open 12/18/2012
Query Name: l
_concd | .

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

Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.

You can run the saved query using another query tool or copy and paste the SQL statement into
another program.

9. To copy the SQL statement so you can paste it into another program, do the following:
a. In the SQL statement panel, use your mouse to select all the content in the pane.

b. Right-click on the selected content and click Copy. The statement copies to the Clipboard. You can
now paste it into another program.
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Modify a SQL Statement
Use the SQL Author window to modify a custom SQL statement.

To modify a SQL statement

1. Inthe Main Menu window, from the Tools menu, click SQL Author. The SQL Author window
appears.
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2. Inthe toolbar, click Open. The Open Query Dialog box appears.
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Open Query Dialog @
LookIn: My Queries * M Delete | % Import From Fie
Name l Date Created l
Accounts s Parent 12/14/2012
Account Status is Open 12/18/2012
Query Name: |
_coned | [ ],
2

3. Inthe Name column, click the query and then click Open. The query appears in the SQL Author
window.

4. Modify the query as necessary.
5. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
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Save Query Dialog @
Look In: |My Quenes < | M Delete % Export ToFie
Name | Date Created |
Accounts is Parent 12/148/2012
Account Status is Open 12/18/2012
Query Name: I
_codl_ | [ ]
All

b. Inthe Name column, click the query name and then click Save.

Tip: To create a query from the existing query, in the Query Name box, type a name for the
query and then click Save. The system creates a query based on the existing query and leaves

the existing query unchanged.
You can run the saved query using another query tool or copy and paste the SQL statement into

another program.
6. To copy the SQL statement so you can paste it into another program, do the following:
a. In the SQL statement panel, use your mouse to select all the content in the pane.

b. Right-click on the selected content and click Copy. The statement copies to the Clipboard. You can
now paste it into another program.

Assign an Aggregate Function to a Column

Use the Select Columns pane in the Account Analysis or SQL Author window to assign an aggregate
function to a column. When you run the query, the aggregated values appear in the column instead of
the actual value. Non-aggregated columns create the groups represented by the aggregated data.

To assign an aggregate function to a column

1. Do one of the following:

Create an Account Analysis Query or Modify an Account Analysis Query.

Create a SQL Statement or Modify a SQL Statement.

N

In the Select Columns pane, click the column and then, in the toolbar, click the Aggregate icon.
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P IGE

{E] File Number Count
{H custamer Sum

{1 Account Number Average
51 status Masximum

2] Queve Level

Minimum
{21 Queve Date
] Desk Standard Deviation
3} Branch Population Standard Deviation

=] Current Balance Variance
{E] Received Date Population Variance
Click a function. The original column name appears with the aggregate function name

appended. For example, if you selected the "average" function for the Current Balance column,
the Current Balance column name changes to Average of Current Balance.

{H] File Number

[ customer

{H] Account Number
[H] status

{Z] Queve Level

[5] Queue Date

[H] Desk

{&] Branch

F3] Average of Current Balance

{H] Received Date

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.
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Average Averages the values within the grouping.
Maximum Calculates the highest value within the grouping.
Minimum Calculates the lowest value within the grouping.

Standard Deviation

Averages the difference from the mean value of the entire set of accounts
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.

Status Changer

Status Changer

Use Status Changer to change the status for groups of accounts based on specified criteria.
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1. Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and
counting the query results.

Option Description

Clear
E } Clears all query settings currently displayed in the window.
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;i“*"o Clears the query settings currently displayed in the window and opens a saved query.
L pen

Save
H Saves the query settings currently displayed in the window.

X |-

& | Count

Sums the number of records that match the selection criteria.

2. Data Selection pane: Provides a list of data you can select to create a query.
3. Conditions pane: Allows you to set the conditions for retrieving data.
4. Order pane: Allows you to set the order for displaying or running data.

5. New Status section: Allows you to specify the status to change the accounts to.

Create an Account Status Change Query

Use the Status Changer window to create a query for changing the status of a group of accounts that
meet specified criteria.

To create an account status change query

1. In the Main Menu window, from the Tools menu, click Status Changer. The Status Changer
window appears.
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[rCondiions
X 29 ARAE Y 0®

Drag and drop new conditions onto this surface
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Drag and drop new columns onto this surface

New Status

Change Status:
No Change

[7] return dosed accounts to customer

2. Inthe Conditions pane, do the following as necessary:

» Create one or more conditions for the query.

+  Modify one or more conditions.

+  Modify the order of the conditions.

*  Group conditions for evaluation.

3. Inthe Order pane, do the steps to Specify the Sort Order for Query Results.
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4. To count the number of records that match the selection criteria, in the toolbar, click Count. The
results appear in the Query Designer dialog box. Click OK.

5. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dialog @
Look In: |My Quenes < | M Delete % Export To Fie
Name | Date Created |
Accounts is Parent 12/158/2012
Account Status is Open 12/18/2012
Query Name: I
_conce_| =T
||

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

Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.

6. To run the query to change the status of accounts, do the steps to Change the Status of a Group of
Accounts.

Modify an Account Status Change Query

Use the Status Changer window to modify a query for changing the status of a group of accounts that
meet specified criteria.

To modify an account status change query

1. Inthe Main Menu window, from the Tools menu, click Status Changer. The Status Changer
window appears.
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Drag and drop new columns onto this surface

2. Inthe toolbar, click Open. The Open Query Dialog box appears.
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Open Query Dialog @
LookIn: My Queries * M Deete % Import From Fie
Name l Date Created l
Accounts ts Parent 12/14/2012
Account Status is Open 12/18/2012
Query Name: |
4 |

3. Inthe Name column, click the query and then click Open. The query appears in the Credit Report

Requester window.

4. Modify the query as necessary.

5. To save the query, do the following:

SmveQueyDidog

Look In: My Quenes

In the toolbar, click Save. The Save Query Dialog box appears.

M Delete % Export ToFle

Name I Date Created l
Accounts is Parent 12/14/2012
Account Status is Open 12/18/2012

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

Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then

click Save.
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6. To run the query to change the status of accounts, do the steps to Change the Status of a Group of
Accounts.

Change the Status of a Group of Accounts

Use the Status Changer window to run a query to change the status of a group of accounts that meet
specified criteria.

To change the status of a group of accounts

1. Create an Account Status Change Query or Modify an Account Status Change Query.

X 20 BEE ®®

Drag and drop new conditions onto this surface
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Drag and drop new columns onto this surface

New Status

Change Status:
No Change

|7} Return dosed accounts to customer
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2. Inthe New Status section, in the Change Status list box, click the status to change the accounts
to.

3. If you chose to assign a closed status (indicated in red) to the accounts and you want the queue
level set to 999 (closed and returned), select Return closed accounts to customer.

I Note: You can only select this option if you have the Return Account permission. I

4. Click Okay. The Status Change Analysis dialog box appears.

rStatus Change Analysis

Confirm changes and dick the Process button to continue,

Accounts Descrobon
/8§ will change status

" J

5. Click Process. A confirmation dialog box appears.
6. Click Yes. A notification dialog box appears, indicating the process is complete.

7. Click OK.

Credit Bureau Reporting Console

Credit Bureau Reporting Console allows your organization to configure Latitude for reporting accounts
to credit bureaus. For more information about using Credit Bureau Reporting Console, see the Credit
Bureau Reporting Console documentation.

To open Credit Bureau Reporting Console

« In the Main Menu window, from the Apps menu, click Credit Bureau Reporting Console.
The Credit Bureau Reporting Console window appears.
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. | % a_anhng%faJt Setllp Conﬂg‘”aﬁon

i | @ Customer Defauk Settings

41 [ 3 Class 00000: GENERAL CLASS OF B V| Enabled Industry: |Debt Buyer/Colection Agency
[+ @) Class 00001: RETAIL
@A\ Class 00002: CREDIT CARDS Program Idenkiiers

)¢\ Class 00003: STUDENT LOANS

voors:
cotoc
—

Reporter Information

Name: fQA LATITUDE SOFTWARE

Address: | 7600 BELFORT PARKWAY, SUITE 100, JACKSONVILLE, FL 32256

thove: ot

Identfication Number: | QA LATITUDE SOFTWARE|

Last System Evakiation: | 1/1/1900 12:00:00 AM|

* m y ¢

Credit Reporting Wizard

Credit Bureau Reporting Wizard allows your organization to create files that contain account information
to send to credit bureaus for reporting purposes. For more information about using Credit Bureau
Reporting Wizard, see the Credit Bureau Reporting Wizard documentation.

To open Credit Reporting Wizard

+ In the Main Menu window, from the Tools menu, click Credit Reporting Wizard. The
Credit Reporting Wizard window appears.
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Credit Bureau Reporting Wizard =10 X

Credit Bureau Reporting Wizard

his wizard will guide you through the steps of building & credit bureau reporting file which can be
submitted to the credit buresu's.

o continue, click Next,

Next > Canced

Dashboard

Collectors use Dashboard to view collection data associated to their user account. Managers use
Dashboard to monitor collection activities for all locations, departments, and teams. For more
information about using Dashboard, see the Dashboard documentation.

To open Dashboard
1. Do one of the following:
*  On your desktop, click the shortcut to Dashboard.
* Inyour browser, if you have a bookmark set for Dashboard, click the bookmark.
* Inyour browser, in the Address box, type the address for Dashboard and press Enter.

+ If your organization configured the Welcome Web Page permission in the Permissions
and Policies Editor to display the Dashboard, log on to Latitude.

The Enter Your User Name and Password dialog box appears.
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Enter your Username and Pass

ser name

Password

W Remember me?

LOGON

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

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

4. To have the system remember your user name so you don't have to type it each time you log on,
select the Remember me check box.

5. Click Logon. Dashboard appears.
Agency Collector Roll Rates +

Agency 6 Month Rolling Performance

$67,795,469.97 $70,219.52 $505,034.74 $363,692.33 $238,012.15 $169,426.86 $199,553.77
13340 0.00104 0.00745 0.00536 0.00351 0.00250 0.00294
$56,338,107.77 $198,834.18 $354,598.98 $315,541.82 $149,212.98 $143,861.39 $125,678.99
10755 0.00353 0.00629 0.00560 0.00265 0.00255 0.00270
$64,638,870.72 $144,210.91 $366,362.04 $299,324.64 $237,767.87 $160,392.09 $134,323.86

11802 0.00223 0.00567 0.00463 0.00368 0.00248 0.00208

Avg Monthly Collection Curve after Placement (in Millions) Current Inventory Distribution

$40.00

$5,250,850.00
$10,250,850.00

ection Services @ Herman Financial KMG Ass

Note: The dashboard that appears is based on the default dashboard defined in the View
Dashboards permission in the Permissions and Policies Editor.
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Goals Manager

Goals Manager allows your organization to view statistical information for collectors, supervisors,
managers, and owners. For more information about using Goals Manager, see the Goals Manager
documentation.

To open Goals Manager

+ In the Main Menu window, from the Apps menu, click Goals Manager. The Goals
Manager window appears.

g

et

3 Latitude Goals l':‘ !

File Edit Tools Help

oals

# ) DeskGoals

Letter Console

Letter Console allows your organization to generate letters for accounts. Your organization can create and
modify custom letters to merge with account data for any classification of client. You can send custom
letters to a third-party letter service for printing, along with data files containing the account information
you specify. You can use the Letter X program to transfer these files. You can also save an electronic image
of each letter sent and attach it to the customer account for viewing at any time. For more information
about using Letter Console, see the Letter Console documentation.

I Note: The client workstations where users print or generate letters require Microsoft Word. I

To open Letter Console

+ In the Main Menu window, from the Apps menu, click Letter Console. The Letter
Console window appears.
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Help

& Pt | [ Lotter Poot | L3 Letter Seres | [] Customer Letters | ) Defauts |

Pending Letter Requests through | 1/ 8/2013 |

Letter Type Pending " Print All Letters in this Category
All Letters 48
1-First Notice 48

(o Print All Letters in this Category 1o 8
* File for an Outside Letter Service

Optional Account to insert in file to verify
letters sent You must setup @ dummy
account with your address

[ SeveNumber |

" Reprint a Previous Job
Job

I =]

Restart from Account ID

Print l

Portfolio Manager

Portfolio Manager allows your organization to import accounts and track expenses for purchased
portfolios, export accounts, and sales. For more information about using Portfolio Manager, see the
Portfolio Manager documentation.

To open Portfolio Manager

+ Inthe Main Menu window, from the Apps menu, click Portfolio Manager. The
Portfolio Manager window appears.
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Buyers

Configuration

Configuration

Use the Maintenance menu to maintain custom client groups.

I Note: Use Latitude 13.0 to maintain system codes and settings; and permissions and policies. I

System Codes and Settings

To maintain system codes and settings, use Latitude 13.0. For more information, see "System Codes and
Settings" in the Latitude documentation.

Users and Roles

To maintain users and roles, use Latitude 13.0. For more information, see "Users and Roles" in the
Latitude documentation.

Control File Properties

To maintain control file properties, use Latitude 13.0. For more information, see "System Configuration"
in the Latitude documentation.
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Custom Client Groups

Custom Client Groups

Use the Customer Groups window to add and modify client groups. Client groups represent general types
of collection business for your organization. You use client groups to categorize clients for invoicing and
statistics. You can place individual clients into one or more groups.

Add a Client Group

Use the New Custom Group dialog box to add a client group.

To add a client group

1. In the Main Menu window, from the Maintenance menu, click Custom Customer Groups. The
Customer Groups window appears.

3 Customer Groups = o =
g New Group e Refresh “ Search
] 21 Costomens Code | Name | Class
(=] Banks - Banks °] 0000003 BOBS HARLEYS 00001 - RETAIL
-] 0000006 - Smalkown Bank | §¥  gono00D DEFAULT CUSTOMER 00003 - TEST CLASS OF BUSINESS
- Credt Card Customers - Credit Cz |§¥ 9000005 Famers Bank 00001 - RETAIL
E&H-{ ‘Schocls « Schooks ] 0000004 FRANKLIN CREDIT SOLUTIONS 00003 - STUDENT LOANS
] 0000014 KEY FINANCIAL CORP 00003 - STUDENT LDANS
] 0000001 Portioio 1 00000 - GENERAL CLASS OF BUSINES |
] oo00002 Porticiio 2 00000 - GENERAL CLASS OF BUSINES |
] 0000013 PORTFOLIO 3 00000 - GENERAL CLASS OF BUSINES |
[©] 0000003 PORTFOLIO DELIMITED 00000 - GENERAL CLASS OF BUSINES |
] 0000003 PORTFOLIO EXCEL 00000 - GENERAL CLASS OF BUSINES |
] 0000010 PORTFOLIO FiX 00000 - GENERAL CLASS OF BUSINES |
] 0000005 Smaltown Bank 00000 - GENERAL CLASS OF BUSINES |
©] 000012 SODIN 8210 00000 - GENERAL CLASS OF BUSINES |
1 0000007 SODIN 829 00000 - GENERAL CLASS OF BUSINES |
[©]  ooo0011 SDDIN 8291 00000 - GENERAL CLASS OF BUSINES |
2. From the menu bar, click New Group. The New Custom Group dialog box appears.
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Custom Group's ID (30 Char)

[ |

Custom Group's Descripbion {100 Char- Optional)

[

Cancel 0K

Custom Group's ID: Unique code that identifies the client group. Latitude Console limits the ID to
30 characters.

Custom Group's Description: Description of the client group. Latitude Console limits the
description to 100 characters.

3. Complete the information and then click OK.

4. To assign a client to the client group, see Add a Client to a Client Group.

Modify a Client Group
Use the Edit Customer Group dialog box to modify a client group. To

modify a client group

1. Inthe Main Menu window, from the Maintenance menu, click Custom Customer Groups. The
Customer Groups window appears.

g New Group & Refresh # search

- Cods | Name | Class
[z Banks - Banks i©] 0000003 BOBS HARLEYS 00001 - RETAL
- "~ [E] 0000006 - Smalkown Bank | B 0000000 DEFAULT CUSTOMER 00003 - TEST CLASS OF BUSINESS
@3 Credt Card Customers - Credit Cz |99 9000005 Fammers Bank 00001 - RETAIL
(-G Schodls < Schook ] 0000004 FRANKLIN CREDIT SOLUTIONS 00003 - STUDENT LOANS
] 0000014 KEY FINANCIAL CORP 00003 - STUDENT LOANS
] 0000001 Porticio 1 00000 - GENERAL CLASS OF BUSINES |
] 0000002 Poitfcio 2 00000 - GENERAL CLASS OF BUSINES
] 0000013 PORTFOLIO 3 00000 - GENERAL CLASS OF BUSINES |
[F] 0000003 PORTFOLIO DELIMITED 00000 - GENERAL CLASS OF BUSINES |
] 0000008 PORTFOLIO EXCEL 00000 - GENERAL CLASS OF BUSINES
1 0000010 PORTFOLIO FIX 00000 - GENERAL CLASS OF BUSINES
0000005 Smaltown Bark 00000 - GENERAL CLASS OF BUSINES
] 00012 SODIN 8210 00000 - GENERAL CLASS OF BUSINES
1 0000007 SODIN 829 00000 - GENERAL CLASS OF BUSINES
0000011 SODIN 8291 00000 - GENERAL CLASS OF BUSINES
I . -
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2. Inthe Navigation pane, right-click the client group to modify and then click Edit. The Edit Custom

Group dialog box appears.

3 Edit Custom Group (Banks) .
Custom Group's ID {30 Char)
Banks 1

Custom Group's Descripbon [100 Chae- Optional)
Banks

Cancel I

Custom Group's ID: Unique code that identifies the client group. Latitude Console limits the ID to
30 characters.

Custom Group's Description: Description of the client group. Latitude Console limits the
description to 100 characters.

3. Modify the information as necessary and then click Save.

Delete a Client Group
Use the Customer Groups window to delete a client group. To
delete a client group

1. Inthe Main Menu window, from the Maintenance menu, click Custom Customer Groups. The

Customer Groups window appears.
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2.

= =
3 Customer Groups = o =
L'J New Group e Refresh “ Search
I Code | Name | Class
(=] Banks - Banks ] 0000003 BOBS HARLEYS 00001 - RETAIL
[ 0000006 - Smalkown Bank B9 0000000 DEFALLT CUSTOMER 00003 - TEST CLASS OF BUSINESS
2 __] Credit Card Customers - Credit Cz ] 0000006 Famers Bank 00001 - RETAIL
B Sohodls < Sctioos ] 0000004 FRANKLIN CREDIT SOLUTIONS 00003 - STUDENT LOANS
€] 0000014 KEY FINANCIAL CORP 00003 - STUDENT LOANS
F] 0000001 Portfoio! 00000 - GENERAL CLASS OF BUSINES |
€] 0000002 Poitfcio 2 00000 - GENERAL CLASS OF BUSINES |
] 0000013 PORTFOLIO 3 00000 - GENERAL CLASS OF BUSINES |
[F] 0000003 PORTFOLIO DELIMITED 00000 - GENERAL CLASS OF BUSINES
] 0000008 PORTFOLIO EXCEL 00000 - GENERAL CLASS OF BUSINES |
] 0000010 PORTFOLIO FiX 00000 - GENERAL CLASS OF BUSINES
€] 0000005 Smaltown Bank 00000 - GENERAL CLASS OF BUSINES |
] 0000012 SODIN 8210 00000 - GENERAL CLASS OF BUSINES |
] 0000007 SODIN 829 00000 - GENERAL CLASS OF BUSINES |
[£]  ocoooo11 SODIN 2291 00000 - GENERAL CLASS OF BUSINES

In the Navigation pane, right-click the client group and then click Delete Group. The Delete
Custom Group dialog box appears.

3. Click Yes and in the next dialog box, click OK. Latitude Console deletes the client group. The
clients associated to the group remain in the system.

Modify Client Group Settings

Use the Customer Groups window to modify client group settings. To

modify client group settings

1.

In the Main Menu window, from the Maintenance menu, click Custom Customer Groups. The
Customer Groups window appears.
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250

o New Group e Refresh

“ Search

K
|23 Banks - Banks
- ) 0000006 - Smalkown Bank
[#- (] Credit Card Customers - Credit Cz
(2 Schooks - Schools

e e

CodaIName

0000003 BOBS HARLEYS
0000000 DEFAULT CUSTOMER
0000005 Famners Bank

0000004 FRANKLIN CREDIT SOLUTIONS
0000014 KEY FINANCIAL CORP
0000001 Porticho 1

0000002 Paoitfolio 2

0000013 PORTFOLIO 3

0000003 PORTFOLIO DEUMITED
0000008 PORTFOLIO EXCEL
0000010 PORTFOLIO Fix
0000005 Smaltown Bank
0000012 SODIN 8210

0000007 SODIN 829

0000011 SODIN 8291

EEEEEEGEEERAEREN

-RETAIL i
-TEST CLASS OF BUSINESS
-RETAIL

-STUDENT LDANS

-STUDENT LOANS ‘
- GENERAL CLASS OF BUSINES
- GENERAL CLASS OF BUSINES
- GENERAL CLASS OF BUSINES
- GENERAL CLASS OF BUSINES
- GENERAL CLASS OF BUSINES
- GENERAL CLASS OF BUSINES.
- GENERAL CLASS OF BUSINES.
- GENERAL CLASS OF BUSINES
- GENERAL CLASS OF BUSINES.
- GENERAL CLASS OF BUSINES

In the Navigation pane, click a client group. The client group settings appear in the Information
pane.

# Search

&) Credt Card Customers - Credk Ce
#-(_] Schoods - Schoole

g o - e

Banks - Banks
I~ Display Group on Statistics Console
I~ Display Group in Inwoece application

Code | Name | Class .
£] 0000005 Smaltown Bank 00000 - GENERAL CLASS OF BUSINES

I

Display Group on Statistics Console: Statistics Console isn't available for Latitude 13.0.
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Display Group in Invoice application: If selected, the client group is available for selection in the
Invoices program.

3. Inthe Information pane, complete the information. Your changes save automatically.

Add a Client to a Client Group

Use the Customer Groups window to add a client to a client group. To

add a client to a client group

1. Inthe Main Menu window, from the Maintenance menu, click Custom Customer Groups. The
Customer Groups window appears.

M Customer Groups [ o ||-@ ‘
Le New Group e Refresh #4 search
—
= 9 g::’flmi Generd lAccourt ] Fea's [ Involce | Services ] Info ] Desk Distrioution | Comments I Custon I
(&} 0000006 - Smalkown Bank
® (L) Credt Card Customess - Credit Ca Code 0R0D0NG Stk IACTNE lj
#= -] Schook - Schools Alpha Code [ ]
Name E'Smaitcwn Bank I
Addess [FOOMETERIE AVENUE |
l |
Ciy/State/Zp ACKSONVILLE I |[s24 |
Cortact [P2M BRIGGS |
Preay 3045555364 | Fax |
Emai Addvess | |
Dedaut Interest IU
Prioity S—j
ok | Caca |

2. Inthe Navigation pane, click All Customers. All clients in the system appear in the Information
pane.

3. Inthe Information pane, click a client, and then drag and drop it onto a client group in the
Navigation pane.

4. To select multiple clients to add to a client group, do one of the following:

* To select contiguous clients, click the first client to select, hold down the Shift key and
click the last client to select. Drag and drop the clients to the client group.

* To select non-contiguous clients, click the first client to select, hold down the Ctrl key
and click each additional client to select. Drag and drop the clients to the client group.
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Modify a Client in a Client Group
Use the Customer Groups window to modify a client. To

modify a client in a client group

1. In the Main Menu window, from the Maintenance menu, click Custom Customer Groups. The
Customer Groups window appears.

Q New Group e Refresh “ Search

Codz | Name | Class
c 1-1 Banks - Banks 0000003 BOBS HARLEYS 00007 - RETAIL
] 0000006 - Smalkown Bank g 0000000 DEFAULT CUSTOMER 00003 - TEST CLASS OF BUSINESS
# (23 Ciedt Card Customess - C1edt C2 | ] 0000005, Famers Bank 00001 - RETAIL
&) Schools - Schodks ] 0000004 FRANKLIN CREDIT SOLUTIONS 00003 - STUDENT LOANS
0000014 KEY FINANCIAL CORP 00003 - STUDENT LOANS
] 0000001 Porticio 1 00000 - GENERAL CLASS OF BUSINES
5 0000002 Porticio 2 00000 - GENERAL CLASS OF BUSINES
0000013 PORTFOLIO 3 00000 - GENERAL CLASS OF BUSINES
[F] 0000003 PORTFOLIO DELIMITED 00000 - GENERAL CLASS OF BUSINES
] 0000008 PORTFOLIO EXCEL 00000 - GENERAL CLASS OF BUSINES
] 0000010 PORTFOLIO FX 00000 - GENERAL CLASS OF BUSINES
] 0000005 Smaltown Bank 00000 - GENERAL CLASS OF BUSINES
] 0000012 SODIN 8210 00000 - GENERAL CLASS OF BUSINES
] 0000007 SODIN 829 00000 - GENERAL CLASS OF BUSINES
€]  ooooo11 SODIN 2291 00000 - GENERAL CLASS OF BUSINES
al P | » ol - 1 »

2. Inthe Navigation pane, click a client. The client information appears in the Information pane.
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oy 7

3 CustomerGroups ===
\2 New Group e Refresh “ Search
B E glmc::?:‘:s Generad IAccourt l Fea's ] Involce | Semoesl Info ] Desk Distrbuhml Comments I Customl
000005 - Smattow Bk

® (2 Credt Card Customess - Credit Cz Code 0000006 Status [.ALTNE _.J

=-[L] Schooks - Schools AbhaCode | I
Name |Smalkown Bank ]
Address 3500 METERIE AVENUE ]

| |

Ciy/State/Zp  WACKSONVILLE |fFc ] 32244 ]
Cortact [PaM BRIGGS ]
Phona 204 5555964 | Fae! |
Emal Address | ]
Dedaul Interest [0

Modify the information as necessary and then click OK.

Note: You can also modify client information in Latitude. For more information, see "Clients" in

the Latitude documentation.

Delete a Client from a Client Group

Use the Customer Groups window to delete a client from a client group. To

delete a client from a client group

1.

In the Main Menu window, from the Maintenance menu, click Custom Customer Groups. The
Customer Groups window appears.
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e

3 Customer Groups
¢ New Group e Refresh

[= ) Banks - Banks

[ 0000006 - Smalkown Bank

- ) Credt Card Customess - Credit Cz
@ ) Schools - Schools

= o %
“ Search
Code[ Name ] Clags
7l 0000003 BOBS HARLEYS 00001 - RETAIL
= 0000000 DEFAULT CUSTOMER 00003 - TEST CLASS OF BUSINESS
€] 0000005 Famers Bank 00007 - RETAIL
7 0000004 FRANKLIN CREDIT SOLUTIONS 00003 - STUDENT LOANS
= 0000014 KEY FINANCIAL CORP 00003 - STUDENT LDANS
| (o 0000001 Portfolo 1 00000 - GENERAL CLASS OF BUSINES |
] 0000002 Poitfolo 2 00000 - GENERAL CLASS OF BUSINES |
& 0000013 PORTFOLIO 3 00000 - GENERAL CLASS OF BUSINES |
] 0000003 PORTFOLIO DEUMITED 00000 - GENERAL CLASS OF BUSINES |
4 0000008 PORTFOLIO EXCEL 00000 - GENERAL CLASS OF BUSINES
|l 0000010 PORTFOLIO Fi< 00000 - GENERAL CLASS OF BUSINES |
€] 0000005 Smalkown Bank 00000 - GENERAL CLASS OF BUSINES |
|« 0000012 SODIN 8210 00000 - GENERAL CLASS OF BUSINES |
4 | 0000007 SODIN 829 00000 - GENERAL CLASS OF BUSINES |
i) 0000011 SODIN 8291 00000 - GENERAL CLASS OF BUSINES |

2. Inthe Navigation pane, right-click the client and then click Remove Customer. Latitude Console
deletes the client from the client group. The client remains in the system.

Server Processes

Server Processes

The following programs run on the Latitude server nightly, weekly or as needed. You can configure them
to run as a Windows Scheduled Task.

Custodian Editor

The Custodian Editor program runs as a scheduled task on your organization’s Latitude server. The
program performs system clean-up tasks, creates daily work queues, schedules letters, schedules
promises, and calculates simple interest. Your organization installs this program on one workstation in
your network. Latitude by Genesys maintains it, typically. However, you can customize the settings.

Dialer Update

Building Queues for the Dialer Update program.

Database backup

For more information, see Back Up the Database.
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Back Up the Database

Latitude by Genesys recommends that your organization run database backup procedures at least once
nightly, and follow network best practices. The preferred methodology is to back up to a file, then copy
the file to a tape. The following instructions are for Microsoft SQL Server 2008 R2. These instructions
assist you in setting up the process for backing up your Latitude database to a file. Follow your backup
software’s recommended guidelines for copying the database backup file you create.

To back up your Latitude database

1.

7.
a.
b.
C.
d.
e.
8.
9.

Click Start > All Programs > Microsoft SQL Server 2008 R2 > SQL Server Management Studio. The
Microsoft SQL Server Management Studio window appears.

Expand the Databases folder and click your database name.

Right-click the database name, click Tasks, and then click Back Up... The Back Up Database dialog
box appears.

To change the default backup name, in the Backup set section, in the Name box, type the backup
name.

(Optional) In the Description box, type a description of the backup.

Specify when the backup set expires.

Note: Backup files that your organization created previously appear in the Destination section. YolA
can select one of these backup files and overwrite it, or create a backup file.

To create a database backup file, do the following:

In the Destination section, click Add. The Select Backup Destination dialog box appears.
Click File name and then click the ellipsis (...) The Locate Database Files dialog box appears.
Click the folder where you want to save the backup file.

In the File name box, type a file name and then click OK.

In the Select Backup Destination dialog box, click OK.

In the Destination section, click the entry you just created and then click OK. The backup progress
appears in the Progress section. When the backup is complete, a notification dialog box appears.

Click OK.

10. Follow your backup software's recommended procedure for backing this file up to tape or disk.
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