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Introduction to Portfolio Manager

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

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

3. Create sample portfolios and convert them to sold portfolios.

4. Conduct profitability and ROI tracking.

5. Perform portfolio due diligence.

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

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

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

Related Topics

Log on to Portfolio Manager

Overview of Portfolio Manager Window

Help Overview
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Log on to Portfolio Manager
Use the Latitude Logon dialog box to log on to Portfolio Manager.

To log on to Portfolio Manager

» Do one of the following:
1. On your desktop, click the shortcut to Portfolio Manager.

2. Click Start > All Programs > Interactive Intelligence > Interaction Collector > Portfolio Manager

The Latitude Logon dialog box appears.

;anus|

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

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

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

4. Click Okay. The Portfolio Manager window appears.

Portfolio Manager Printable Documentation
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Introduction to Portfolio Manager

Overview of Portfolio Manager Window

Help Overview
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Overview of Portfolio Manager Window
Use the Portfolio Manager window to manage buyers, sellers, investors, purchases, sales, and samples.

5.

6.

Menu bar: Displays available menu options and commands for the window.

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

Toolbar: Displays options for maintaining information.

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

Related Topics

Introduction to Portfolio Manager

Log on to Portfolio Manager

Help Overview
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Help Overview

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

To open help

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

[ Help System - (m] x

e > &,

Hde Bock Fowad Pet

Cortents |hdu ISoadtl 2 3 Mome | Help System A
) Heb Systen S Feedback
l_'ﬂth'iNm OGENESYS 4 Fesdback
) Log on
Book 1 Introduction 5
Book 2
Book 3 This graphic represents the help system layout

for Latitude by Genesys products.

Lorem ipsum dolor sit amet, vix id quot
aperiam sententiae, no mea definiebas
referrentur voluptatibus. Soluta meliore eu
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
cu. Duo nonumy vituperata in. Nec ex saperet
civibus denique, quo dolorem consetetur eu,

Tin: Tn adinict the width and heicht nf the window ar ite nanec rlick the edoe af the window ar nane

and drag it up or down, left or right.
appears.

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

8. Tabs: Displays the following:

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

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

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

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

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

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

11. 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:
10. Searches are not case-sensitive, meaning you can type uppercase or lowercase characters.

11. 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.

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

13. 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 Returns all topics with text that starts with the
more specified characters and ends in [log or log*
any character or number of characters specified characters (for example, log, logon, logging).




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

32757

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




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

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

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

Topics that contain the specified "account
phrase status"

Boolean operators

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

Search
Example Result
for...
Returns all topics with both account and status, but not necessarily as a phrase or
account AND
AND . . . S
status in the order specified. For example, the search returns topics with "the account
status..." or "the status of the account..."
account OR
OR Returns all topics with either account or status, or both.
status
account NOT
NOT Returns all topics with account but not status.
status
account . S
NEAR Returns all topics where account is within eight words of status.
NEAR status

Nested expressions

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

Related Topics

Introduction to Portfolio Manager

Log on to Portfolio Manager

Overview of Portfolio Manager Window

Portfolio Manager Printable Documentation
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System Configuration

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

Related Topics

Configure General System Options

Ledger Types

Configure Recourse Options

Configure Media Options

Portfolio Groups

Note Codes

Paper Types
Memberships

S GENESYS

Configure General System Options

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

To configure general system options

11. In the menu bar, click Tools > Options.



General | Ledger Types| Recourse | Media | Portfolio Groups | Note Codes| Paper Types | Memberghips

Email Server
£mail Server | Test Email

From Address

Administrator Email

ReportConfiguration
Report Server \ http://localhost/RepontServer
DB Reports Starting Folder /

invoices
| Excel Template | Select » Saved Excel Templats... (-

I+ 0K 28 Cancel o/ Aoply

Email Server: Address of the email server (for example, mail.companyname.com).
From Address: Email address to display as the sender.

Administrator Email: Administrator's email address.

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

correct.
Report Server: Address of the report server.

DB Reports Starting Folder: Path to the report storage location.

Excel Template: Template to use when creating invoices. Templates you imported using the Excel

Template Manager tool appear in this list box.

12. Complete the information and then click OK.
Related Topics

System Configuration

Create an Invoice

Portfolio Manager Printable Documentation
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Ledger Types

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

Related Topics
Add a Ledger Type

Delete a Ledger Type

System-defined Ledger Types

System Configuration

Maintain a Ledger Item

S GENESYS

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

To add a ledger type
13. In the menu bar, click Tools > Options.

14. Click the Ledger Types tab.

12
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oeions S, @

N oK 4K Cancel o Apply

Name: Name of the ledger type.

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

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

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

1. Inthe toolbar, click Add.

Neme I J
Debit Growp Type =]
Credit Group Type [=]

ZEr==m

2. Complete the information and then click OK.

Related Topics

13
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Ledger Types

System Configuration

3 GENESYS

Delete a Ledger Type

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

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

4. Click the Ledger Types tab.

Goneral :Ediujﬁgl Recourse | Media | Partfolio Groups | Nota Codes | Paper Types | Memberships -

| Name Credit Group Type Debit Group Type System

oK 3K Cancel o Apply

4. In the data grid, click the row to delete and then, in the toolbar, click Delete.
Related Topics

Ledger Types

14
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System Configuration
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System-defined Ledger Types

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

Name Description
Credit Group |Debit Group
Type Type
Agency Fee Debtor Investors
Fee an outside agency receives when your
organization processes payments using the AIM
program. The system credits Fee amounts to the
debtor's balance and deducts them from investor
profits.
Bankruptcy Investors Sellers
Putback for accounts returned to the seller because
of debtor bankruptcy.
Buyers Investors
Bankruptcy [Buyback for accounts the buyer returns because of
Buyback debtor bankruptcy.
Buyback Buyback for accounts the buyer returns. Buyers Investors
Investors Sellers
Client Putback for accounts returned to the seller upon
Request request.

15
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Buyback for accounts the buyer returns upon Buyers Investors
request.
Client g
Request
Buyback
N/A Investors
Credit Bureau|Cost for obtaining a credit bureau report for the
Report account.
Deceased Investors Sellers
Putback for deceased debtor accounts returned to
the seller.
Buyers Investors
Deceased Buyback for deceased debtor accounts the buyer
Buyback returns.
Dispute Account is in dispute. N/A N/A
Fraud Investors Sellers
Putback for accounts returned to the seller because
of fraud.
Accounts the buyer returned because of fraud. Buyers Investors
Fraud
Buyback
Initial Sellers Investors
Purchase

Initial purchase amount. The calculation is the
portfolio purchase rate times the total dollar
amount of the accounts included (total balance).

16
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Investor monies. N/A N/A
Investor
Deposit
Purchase N/A Investors
Commission Commission earned on the purchase when the
contract terms specify a commission rate. The
calculation is the purchase commission rate times
the purchase amount.
Legal Costs N/A Investors
Monies expended because of legal action required
on the account.
Media Sellers Investors
Cost for requesting supporting documentation from
the seller.
Investors Buyers
Media After |Cost for forwarding supporting documentation to
Sale the buyer.
Sellers Investors
Order Media: |Cost for requesting supporting affidavit copies from
Affidavits the seller.
Sellers Investors
Order Media: |Cost for requesting supporting debt application
Applications |copies from the seller.
Sellers Investors
Order Media: |Cost for requesting other supporting media copies
Other from the seller.

17
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Other Management |Investors
Miscellaneous expenses charged to your portfolio
investors.
Paid Prior Investors Sellers
Putback for accounts returned to the seller because
of a prior payment on the account.
Buyers Investors
Paid Prior IAccount that the buyer returned because of a prior
Buyback payment on the account.
Payment . o Buyers Investors
Afty Sal Payment received when your organization y
er Sale . . .
processes a payment in Latitude for accounts in a
sold portfolio. This amount is in addition to the
"Received Payment" amount.
Payment L Management [Investors
. Commission earned for a payment that your
Commission o . .
organization processed in Latitude for accounts
from a purchased portfolio. The commission is
based on the rate specified in the contract terms.
The system reduces the payment commissions
withheld from accounts forwarded using AIM by the
percentage that the forwarded agency withheld.
Purchase . . Management (Investors
T Commission earned on the portfolio purchase based g
Commission e s
on the rate specified in the contract terms. The
calculation is the purchase commission rate times
the purchase amount.
Putback Account returned to the seller. Investors Sellers
Received . L Investors Debtor
Payment received when your organization processes
Payment

a payment in Latitude or AIM for accounts from a
purchased portfolio

18
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Received . . Debtor Investors
Reversal Payment reversal received when your organization
processes a reversal in Latitude or AIM for accounts
from a purchased portfolio.
Recourse Account returned to the seller. Investors Sellers
Reversal After Investors Buyers
Sale Payment reversal received when your organization
processes a reversal in Latitude or AIM for accounts
from a sold portfolio.
Reversal . . Investors Management|
o Commission reversal received when your
Commission o . .
organization processes a reversal in Latitude for
accounts from a purchased portfolio.
The system reverses the commission when the
contract terms specify a payment commission and
your organization charged the investor a
commission on the payment.
Management |Investors
Sale Commission earned on the portfolio sale based on &
Commission |[the rate specified in the contract terms. The
calculation is the sales commission rate times the
total account balance dollar amount.
Sales L . Investors Buyers
Sales amount. The calculation is the sales rate times
the total account balance dollar amount.
Skip Trace o . ) . N/A Investors
Cost for obtaining skip trace information for the
account.
Related Topics
Ledger Types

System Configuration

3 GENESYS

Configure Recourse Options
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Use the Recourse tab on the Options window to specify how Portfolio Manager processes pending,
approved, requested, and denied recourses for putbacks and buybacks.

To configure recourse options
5. Inthe menu bar, click Tools > Options.

6. Click the Recourse tab.
Options

Seneral .ozi_'-'?.;'o‘.hetoﬂsl"'r!a Portfolio Groups | Note Codes | Paper Types  Mamberships

r Allow modification of Recourse Type from Buyer (Default » Buy Back and this will allow the user to
choose Bankruptey, Deceased, Client Reguest, etc)

r Allow modification of Recoursa Type to Seller (Default = Putback and this will allowthe userto
choose Bankruptey, Dacsased, Client Raguest, &tc.)

“Putbacks | BuyBacks | -
Actions To Take Upon Creation Of Pending Putback Actions To Take Upon Reguesting Putback

[~ MovetoDesk  Select s Desk... |#l | I MovetoDesk  Select s Desk.. -
[T Change Status  Select & Status... F [T Change Status  Select » Satus... F
[~ Moveto Qlevel  Select 3 Qlevel.. [wl | I MovetoQievel = Select s Qlevel.. =
Actons To Take Upon Approval OF Putback Actions To Take Upen Denial OF Putback

[~ MovetoDesk | Select s Dask... |w|| T MovetoDesk | Select s Desk.. -
™ Change Ratus | Select 2 Status... ‘p [ Change RKatus | Select 2 Ratus... "
[ Moveto Qlevel | Select a Qlevel... {; L Moveto Qlevel | select a Qlevel... ™

M oK 4K Cancal o Apply

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

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

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

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

Move to Qlevel: If selected, specify the queue level to assign to the accounts when the
corresponding action occurs.
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7. On the Putbacks tab, complete the information and then click the BuyBacks tab.

8. On the BuyBacks tab, complete the information and then click OK.
Related Topics

System Configuration

Recourse Manager

S GENESYS

Configure Media Options

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

To configure media options
1. Inthe menu bar, click Tools > Options.

2. Click the Media tab.
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i~ Always insert Corresponding Media Entry Upon Entering Media After Sale Entry

: l'ledhL Media After Sale ] -
Actions To Take Upon Creation Of Pending Media Actions To Take Upon Requesting Media I
fEm:on toDesk | Select s Desk... TI [T MovetoDesk  Selact 2 Desi.. F .
[T Change Status | Sefect a Status... L] [T Change Status  Select 2 Ratus... |_o~ |
[T Moveto Qlevel | Select a Qlevel... -] [T Moveto Qlevel  Selecr 2 Qlevel... |:
Actions To Take Upon Receipt Of Media Actions To Take Upon Media Not Avallable
[~ MovetoDesk | Sefect s Desk.. lw| | MovetoDesk  seiectaDesk. (=)
™ Chasge atus | Select a Status... w| | ChangeRatus  Select 2 Ratus.. -

[T Movato Qlevel | Select a Qlevel... .] [ Moveto Qlevel  Salect a Qlevel... L'

[ = I JK Cancel o 2ooly

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

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

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

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

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

Related Topics

System Configuration

Media Manager
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Portfolio Groups

S GENESYS

Portfolio Groups

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

Add a Component to a Portfolio Group

Rename a Component in a Portfolio Group

Delete a Component From a Portfolio Group

System Configuration

3 GENESYS

Add a Component to a Portfolio Group

Use the Portfolio Groups tab on the Options window to add a component to a portfolio group.

To add a component to a portfolio group
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In the menu bar, click Tools > Options.

Click the Portfolio Groups tab.

System Configuration

General LcdqerTyoesliecour:elMediaIPoﬂfoioGwm Note Codes | Paper Types | Memberghips

=) i Portfolio Groups £ @ Purchases;

[ Component 1 @ New Purchase

1§ Companant 2
|
i
}
|
|
|

b4 OK 2K Cancel o Apply

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

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

Related Topics

Portfolio Groups

System Configuration
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In the menu bar, click Tools > Options.

Click the Portfolio Groups tab.

S GENESYS

Rename a Component in a Portfolio Group

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

5.

6.
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In the menu bar, click Tools > Options.

Click the Portfolio Groups tab.

| General | Ledger Types| Recourse | Media[PoﬂfoIio Groups| Note Codes | Paper Types | Memberghips -
| [E8 Portfolio Groups Tﬁ Purchases!
i [ component 1 8 New Purchase

@ Componant2

o 0K 2K Cancel o Apply

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

2. Inthe box, type over the existing name with the new name and then press Enter.
Related Topics

Portfolio Groups

System Configuration

S GENESYS

Delete a Component From a Portfolio Group

Use the Portfolio Groups tab on the Options window to delete a component from a portfolio group.
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In the menu bar, click Tools > Options.

Click the Portfolio Groups tab.
To delete a component from a portfolio group

|| General | Ledger Tyorsliecournlmdiufmnfobo Groups| Note Codes | Paper Types | Memberships -
; = i Portfolio Groups muhueﬂ;
: [ component 1 g new Purchase

@ Companant2

i
1
J
1
|
|
|
l
|
1
|
|

|
|
|

b OK A& Cancel o Apply

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

5. Inthe confirmation dialog box, click Yes.
Related Topics

Portfolio Groups
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In the menu bar, click Tools > Options.

Click the Portfolio Groups tab.
System Configuration

Note Codes

S GENESYS

28



Portfolio Manager Printable Documentation
Note Codes

Use the Note Codes tab to maintain action and result codes. Action codes indicate the action on an
account, while result codes indicate what happened as a result of the action. These codes apply to
account notes.

Related Topics
Add a Note Code

Modify a Note Code

Delete a Note Code

System Configuration

Notes

S GENESYS

Add a Note Code

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

To add a note code
5. Inthe menu bar, click Tools > Options.

6. Click the Note Codes tab.

System Configuration
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General | Ledger Types | Recourse| Media | Porttolio Groups [Note Codes! Paper Typas | Mamberships

i

NAME DESCRIPTION

NewAcuon Code

NAME DESCRIPTION

o oK &K Cancel o Apply

« Do one of the following:

6. To add an action code, click New Action Code.

7. To add a result code, click New Result Code.

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

Related Topics
Note Codes

System Configuration

S GENESYS

Modify a Note Code

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

To modify a note code
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1. Inthe menu bar, click Tools > Options.

2. Click the Note Codes tab.
) ,

'y
]
R
1
]
3
LS
]
o
3
3
a
i
e
]
&
o
L3
!
E;I
i
Py
3
3
%
7§r
‘ He

NAME DESCRIPTION

NewAcuon Code

NAME DESCRIPTION

(= B &K Cancel o Apply

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

Related Topics
Note Codes

System Configuration

3 GENESYS

Delete a Note Code

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

To delete a note code
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3. Inthe menu bar, click Tools > Options.

4. Click the Note Codes tab.
Options

General | Ledger Types| Recourse| Media | Portfolio Groups IE_B:_&:C_@ Paper Typas | Memberships

Ll

NAME DESCRIPTION

NawAcuon Code

NAME DESCRIPTION

o oK &K Cancel o Apply

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

5. Inthe confirmation dialog box, click Yes.
Related Topics
Note Codes

System Configuration

S GENESYS

Paper Types
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Paper Types

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

Add a Paper Type

Modify a Paper Type

Delete a Paper Type

System Configuration

Contacts

S GENESYS

Add a Paper Type

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

To add a paper type
5. Inthe menu bar, click Tools > Options.

6. Click the Paper Types tab.
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e,
General | Ledger Types | Recourse | Medin P:ort‘ohof.'nmm['iote Codulimxmllﬂmbmbipa -

NAME DESCRIPTION

New Paper Type

o ox A Cancel o Apply

=

1. Click New Paper Type.
2. Type a name and description for the paper type and then click OK.
Related Topics

Paper Types

System Configuration

S GENESYS

Modify a Paper Type

Use the Paper Types tab on the Options window to modify a paper type.
To modify a paper type
2. Inthe menu bar, click Tools > Options.

3. Click the Paper Types tab.
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e,
General | Ledger Types | Recourse | Medin P:ort‘ohof.'nmm['iote Codulimxmllﬂmbmbipa -

NAME DESCRIPTION

New Paper Type

o ox A Cancel o Apply

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

Related Topics
Paper Types

System Configuration

3 GENESYS

Delete a Paper Type

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

To delete a paper type
4. Inthe menu bar, click Tools > Options.

5. Click the Paper Types tab.
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FETTEETIIIITEIN IS
General | Ledger Types Recourse | Media | Portfolio Groups i Note Codnnm_:[ml Memberships -

NAME DESCRIPTION

New Paper Type

M o A Cancel o Apply

=

1. Inthe data grid, click the row for the paper type to delete and then press the Delete key.
2. Inthe confirmation dialog box, click Yes.
Related Topics

Paper Types

System Configuration

Memberships

S GENESYS

Memberships

Use the Memberships tab to maintain organizations in which buyer, seller, and investor have
memberships.

Related Topics
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Add a Membership

Modify a Membership

Delete a Membership

System Configuration

Contacts

S GENESYS

Add a Membership

Use the Memberships tab on the Options window to add a membership.

To add a membership
2. Inthe menu bar, click Tools > Options.

3. Click the Memberships tab.

opeon | S S, 8

| e
General | Ledger Types| Recourse  Madia | Portfolio Groups | Note Codes| Paper Types mm -

New Merrpersag

H oK 4K Cencsi o Apoly

3. Click New Membership.
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4. Type a name and description for the membership and then click OK.
Related Topics
Memberships

System Configuration

S GENESYS

Modify a Membership

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

To modify a membership

* Inthe menu bar, click Tools > Options.

¢ Click the Memberships tab.

New Merrpersi

HooK 4K Cancai o Apoly

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

Related Topics
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Memberships

System Configuration

S GENESYS

Delete a Membership

Use the Memberships tab on the Options window to delete a membership.
To delete a membership
* Inthe menu bar, click Tools > Options.

*  Click the Memberships tab.

New Merrpersag

H oK MK Cancel o 2poly

* Inthe data grid, click the row for the membership to delete and then press the Delete
key.

* Inthe confirmation dialog box, click Yes.

Related Topics
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System Configuration
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Portfolio Management

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

Buyers

Investors

Sellers

Purchases

Sales

Samples

S GENESYS

Buyers

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

¢ Maintain Demographic Information

¢ Maintain Miscellaneous Extra Data

* Maintain Contacts

¢ View a List of Portfolios

¢ Maintain Attachments

¢ Maintain Import File Configurations

e Maintain Export File Configurations

* Maintain Notes
Related Topics
Folders

Records
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S GENESYS

Investors

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

1. Maintain Demographic Information

2. Maintain Miscellaneous Extra Data

3. Maintain Contacts

4. View a Pie Chart of Portfolios

5. Maintain Attachments

6. Maintain Notes
Related Topics
Folders

Records

3 GENESYS

Sellers

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

1. Maintain Demographic Information

2. Maintain Miscellaneous Extra Data

3. Maintain Contacts

4, \View a List of Portfolios

5. Maintain Attachments

6. Maintain Import File Configurations
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7. Maintain Export File Configurations

8. Maintain Notes
Related Topics
Folders

Records

S GENESYS

Purchases

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

1. Maintain a Purchased Portfolio

2. Modify Contract Terms

3. View Performance and ROI

4, Maintain Ledger ltems

5. Select Accounts

6. Maintain Attachments

7. Maintain Notes

8. Maintain Miscellaneous Extra Data

9. Stratitude
Related Topics
Folders

Records

S GENESYS

Sales

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

1. Maintain a Sold Portfolio
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Related Topics

Folders

Records

Modify Contract Terms

Select Accounts

Maintain Attachments

Maintain Notes

Maintain Miscellaneous Extra Data

Stratitude

Portfolio Management

Samples

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

a. Maintain a Sample Portfolio

b. Modify Contract Terms

c. Select Accounts

d. Maintain Attachments

e. Maintain Notes

f. Maintain Miscellaneous Extra Data

g. Stratitude

Related Topics
Folders

Records

Folders

S GENESYS
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Folders

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

—Buyers
—Sellers
— Investors

— Purchases
—Sales

—Samples

— Portfolio Groups

Related Topics
Add a Folder

Rename a Folder

Delete a Folder

3 GENESYS

Add a Folder

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

To add a folder
* Do one of the following:

* In the Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.

* Inthe menu bar, click Tools > Options and then click the Portfolio Groups tab.
1. Right-click a group or folder and then click Add > Add Folder.

2. In the box, type over the default text with the folder name and then press Enter.
Related Topics

Folders

3 GENESYS
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Rename a Folder

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

To rename a folder

1. Do one of the following:

1. In the Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
2. In the menu bar, click Tools > Options and then click the Portfolio Groups tab.

1. Right-click a folder and then click Rename Folder.

2. In the box, type over the existing folder name with the new folder name and then press Enter.

Related Topics

Folders

S GENESYS

Delete a Folder

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

To delete a folder

1. Do one of the following:

1. In the Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
2. In the menu bar, click Tools > Options and then click the Portfolio Groups tab.

1. Right-click a folder and then click Delete > Delete Folder.

2. In the confirmation dialog box, click Yes.

Related Topics

Folders

Records

3 GENESYS
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Records

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

1. Buyers

2. Sellers

3. Investors

4. Purchases

5. Sales

6. Samples

7. Portfolio Groups

Related Topics
Add a Record

Rename a Record

Delete a Record

S GENESYS

Add a Record

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

1. In the Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
2. Right-click a group or folder and then click Add > Add [record name].
3. In the box, type over the default text with the record name and then press Enter.

Related Topics

Records

3 GENESYS

Rename a Record

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

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

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

Records

S GENESYS

Delete a Record

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

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

3. In the confirmation dialog box, click Yes.

Related Topics

Records

Demographic Information

S GENESYS

Demographic Information

Use the General tab to maintain demographic information for:

1. Buyers
2. Sellers
3. Investors
Related Topics

Maintain Demographic Information

S GENESYS
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Maintain Demographic Information

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

To maintain demographic information

1. In the Navigation Explorer pane, click Buyers, Sellers, or Investors.

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

3. Click the General tab.
i b SsveBuyer
/«" Geaean Miscellaneous Extra Data ] Contacts l Portfolios - List 1 Attachments ]

Name

Description

Sreet 1

Street 2 )
City State Zipcode
Phone |

Fax

Name: Person's company name.

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

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

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

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

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

1. Complete the information and then, in the toolbar, click Save [Record Name].
Related Topics

Demographic Information

S GENESYS

Miscellaneous Extra Data
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Miscellaneous Extra Data

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

1. Buyers

2. Sellers

3. Investors
4. Purchases
5. Sales

6. Samples
Related Topics

Add Miscellaneous Extra Data

Modify Miscellaneous Extra Data

S GENESYS

Add Miscellaneous Extra Data

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

To add miscellaneous extra data

1. In the Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
2. Double-click a record name. The information appears in the Information pane.
3. Click the Miscellaneous Extra Data tab.

" General,” Miscellaneous Extra Data | Contacts | Portfolios-List | Attachments

Miscellaneous Extra Data

TheData Entered EntercdBy

SSN 123-45-6789 05/22/2014 13:3% 1 od

1. Double-click anywhere on the tab.
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Title: Label that represents the extra data.

The Data: Extra data value.

1. Complete the information and then click OK.
Related Topics

Miscellaneous Extra Data

S GENESYS

Modify Miscellaneous Extra Data

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

To modify miscellaneous extra data

1. In the Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
2. Double-click a record name. The information appears in the Information pane.
3. Click the Miscellaneous Extra Data tab.

A General,) Miscellaneous Extra Data | Contacts | Portfolios-List | Attachments

Miscellaneous Extra Data

TheData Entered EntercedBy
SSN 123-45-6789 05/22/2014 13:39 [ od
1. In the data grid, modify the information as necessary.

Related Topics

Miscellaneous Extra Data

Contacts

S GENESYS

Contacts

Use the Contacts or Investors tab to maintain contact information for:
51



Portfolio Management

1. Buyers
2. Sellers
3. Investors

Related Topics
Add a Contact

Modify a Contact

Delete a Contact

S GENESYS

Add a Contact

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

To add a contact

1. In the Navigation Explorer pane, click Buyers, Sellers, or Investors.

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

3. Do one of the following:

1. For a buyer or seller, click the Contacts tab and then, in the toolbar, click Add Contact.
2. For an investor, click the Investors tab and then, in the toolbar, click Add Investor.

The system adds a contact tab and assigns a unique ID to the contact.
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General | Miscallaneous Bxtra Data / Contacts | Portfolios-List | Attachments | 4
& AddContact JB Delete Contact
Contact - ID# 7 - [NEW] |

Name Phones Memberships
S E .1 Work | ] Membership 1
v Membership 2
First Direct
Middle Home
Last Mobile
Suffix 'q Fax
Title Debtor Line
Company Other
Addresses | —States Preferred [—Paper Types-
Street AKX al Papertype 1
AL || Papertype 2
AR =il
City A
= AZ
State x CA
Zip co
cT
Email DC
Email 2 DE
FL [
Websits M v
General
o) 7 Created By  G9
Referred Created On | 05/22/2014
Source UpdatedBy 09
Updated On | 05/22/2014
ConfidentialityReceived | | Questionnairz Recsivad

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

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

Referred: Person who referred the portfolio.

Source: Source of the referral.

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

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

Created on: Date the user added the contact.

Updated by: User who updated the contact.

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

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

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

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

Complete the information.

Related Topics

Contacts

Memberships

Paper Types

o

3 GENESYS

Modify a Contact

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

To modify a contact

1.

2.

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

For a buyer or seller, click the Contacts tab.

For an investor, click the Investors tab.

Click the tab for the contact to modify.
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“ Contact - ID# 7 - Smith |

General | Miscellaneous Bxara Dats / Contacts:| Ponfolios-List | Attachments |

&5 Add Contact J} Delete Contact

Contact - ID# 8 « Jones

Name Phones Memberships
Prefix 3] Work Membership 1
Membership 2
First Jene Direct
Middie Home
Last Smith Mobile
.1
Suffix Bl Fax
Title Debtor Line
Company Other
Addresses States Preferred Paper Types
Street AX - Peper type 1
AL 3 Papertyps 2
AR 3
City AS
— AZ
State Bd | (7
Zip o
CcT
Email D¢
Email 2 CE
R
Weabsits ™ -
General
D 7 CrestedBy 05
Referred Created On 05/22/2014
Source UpdatedBy ©°

49
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ConfidentialityReceived Questionnaire Received

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

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

Referred: Person who referred the portfolio.

Source: Source of the referral.

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

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

Created on: Date the user added the contact.

Updated by: User who updated the contact.

Updated on: Date the user updated the contact.

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

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

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

Modify the information as necessary.

Related Topics

Contacts

Memberships

Paper Types

-

3 GENESYS

Delete a Contact

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

To delete a contact

1.

2.

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

For a buyer or seller, click the Contacts tab.

For an investor, click the Investors tab.

Click the tab for the contact to delete.
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4
_/ Contact - ID# 7 - Smith | Cantact-1D# 3 Jones |
| "Name 1 rPhones ~Memberships ——
Prefix [+ ! (Wods i |17] Membership 1
== = ! 3 | Membership 2
First I e bt i | l Direct WEERSTE
Middie | || Home ]
' Last Smith | Moblle |
Suffix [+ P ey
Title i Debtor Line
| | Company | Other ' Jil
| —~Addresses = — :—mwcnd —Paper Types
[ | street | 10 AX || Pepertype 1
| O AL )l | Papertype 2
‘ ! |7 AR E’
I —— JT 2%
.
i
]Stlc B i{ ca
7 ——— Lo
e o
Email ! j1oc
Email 2 [ g
Website Ui B
a7 Jy | o pr
er
| 1D 7 Created By 05
, ) . -
Referred Created On  05/22/2014 -
T UpdatedBy 95 |
UpdatedOn 05222014 |-
| [ ConfidentialityReceived | | Questionnaire Received'

1. In the toolbar, click Delete Contact.
Related Topics

Contacts

Portfolios

3 GENESYS

Portfolios

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

1. Buyers
2. Sellers
3. Investors
Related Topics

View a List of Portfolios
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View a Pie Chart of Portfolios

S GENESYS

View a List of Portfolios

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

To view a list of portfolios

1. In the Navigation Explorer pane, click Buyers or Sellers.
2. Double-click a buyer or seller name. The information appears in the Information pane.
3. Click the Portfolios - List tab.

ContractDate v+ Amount

9 Purchase 2 08/28/2014

Related Topics
Portfolios

Data Grids

S GENESYS

View a Pie Chart of Portfolios

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

To view a pie chart of portfolios

1. In the Navigation Explorer pane, click Investors.
2. Double-click a record name. The information appears in the Information pane.
3. Click the Portfolios - Pie tab.
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/ General | Miscellaneaus ExtraData |  Investors,’ Portfolios - Pie | Attachments | Notes |

Portfolo Breskdown %‘2';5

Related Topics

Portfolios

Attachments

S GENESYS

Attachments

Use the Attachments tab to attach supporting documents to:

1. Buyers

2. Sellers

3. Investors
4. Purchases
5. Sales

6. Samples
Related Topics
Attach a File

View a File Attachment

Delete a File Attachment

S GENESYS

Attach a File

Use the Attachments tab to attach a file to a buyer, seller, investor, purchased portfolio, sold portfolio, or
sample portfolio. To attach a file
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1. In the Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
2. Double-click a record name. The information appears in the Information pane.
3. Click the Attachments tab.
General | Miscellaneous Bxtra Data | Contacts |  Portfolios - List  Attachments “»
PP
Goal_Worksheet_20130424.x1s £/24/2034 3:25:04 PM S

[| 35b_012520120857_Order of Wage Withhoiding.dat ' ;
1. In the toolbar, click the Add icon.
2. In the dialog box, click the file and then click Open.

Related Topics

Attachments

S GENESYS

View a File Attachment

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

To view a file attachment

1. In the Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
2. Double-click a record name. The information appears in the Information pane.
3. Click the Attachments tab.
General | Miscellaneous Bxtra Data | Contacts |  Portfolios - List  Attachments “»
AR

Goal_Worksheet_20130424.x1s 524/ 2034 3: 2504 PM SKP
[| 35b_0:2520120857_Order of Wage Withhoiding.dat EEREEEE [ 5

1. In the data grid, double-click the file name. The file opens in the associated program.
Related Topics

Attachments

S GENESYS
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Delete a File Attachment

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

1. In the Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
2. Double-click a record name. The information appears in the Information pane.
3. Click the Attachments tab.
" General | Miscellaneous BtraData | Contacts | Portfolios - List / Attachments >
PR
Goal_Worksheet_20130424.xls £24/2054 3: 2504 P SXE
[| 35b_0:2520130857_Order of Wage Withholding dat E
1. In the data grid, click the file attachment to delete.
2. In the toolbar, click the Delete icon.
3. In the confirmation dialog box, click Yes.

Related Topics

Attachments

Import File Configuration

3 GENESYS

Import File Configuration

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

1. Buyers
2. Sellers

You can import:

1. New business

2. Media requests

3. Recourse requests

4, Bankruptcy, deceased, fraud
5. Payments

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

Related Topics
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Add an Import File Configuration

Modify an Import File Configuration

Define an Import File Layout

Modify an Import File Mapping

Delete an Import File Configuration

S GENESYS

Add an Import File Configuration

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

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

3. Click the Import File Configuration tab.

" portfolios-List | Attachments /| import Fie Configuration | Exort File Configuration | Notes |
@ Add (@ Delete .

S Puldlasekoncment] Sales Contract ]
Action - Descrption
0] Import File
Import Type
@ New Business (Loading Portfolios)

) Maintenance (Loading AdditionalInfo or Updates)
Identify Account
© By Latitude File Number

") By Original Accoust Number
(will require Customer/Portfolio code)

~File Type
@ Microsoft Excel
Flat File Source

FileConfiguration
F1 ] Modify Impart Definition

& Modify FileMapping
1. In the toolbar, click Add.

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

3. In the Import Type section, click the type of import file layout to create.

4, In the Identify Account section, click the method for identifying accounts.
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5. In the File Type section, do one of the following:

1. To define an Excel file layout, click Microsoft Excel.

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

1. Do the steps to Modify an Import File Mapping.

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

Related Topics

Import File Configuration

3 GENESYS

Modify an Import File Configuration

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

To modify an import file configuration

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

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

~~ portfolios-List | Attachments /| import File Configuration | Export File Configuration | Notes |
@ Add i@} Delete .

7 Pmdnseummeul Sales Contract ]
Action - 1 —Description
o Import File

import Type
@ New Business (Loading Portfolios)

%) Maintenance (Loading AdditionalInfo or Updates)
Identify Account
© By Latitude File Number

") By Original Accoust Number
(will require Customer/Portfolio code)

~File Type
@ Microsoft Excel
Flat File Source
FileConfiguration
D Modify Impat Definition

7)) Modify FileMapping

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

Import File Configuration

S GENESYS

Define an Import File Layout

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

To define an import file layout

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

< General | Miscelianeous Bara Datz | Contacts | Pofolios-List [ Attacments mmﬁecmtm]
@ &0 @ et -

 Test| Tes2 |

C - action

Desonption

o Import File
import Type
©) New Business (Loading Portfolis)
) Maintenance (Loading Additional Info or Updates)

[~ Identify Account

@ By Latitude File Number

() By Original Accoust Number :
\ (will requira Customer/Portfolio code) RUTIIRAVESE Sr e el
FieType =
“ Microsoft Excel

| FEETE
 FileConfiguration
4] Modify Import Definition

r)) Madify FileMapping

1. In the File Configuration section, click Modify Import Definition.

| L@ General Properties &) AddRecord Type @ DeleteRecord Type < Import  Yiew Excel Sample [ Export Tobxcel b Sove o Cancel

1. To create an Excel file layout, do the following:
1. In the toolbar, click View Excel Sample.
2. Save the file to any location and then modify it to reflect the model for the import file.
3. Delete unused worksheets and save the Excel file.
4. Do the next step to import the file layout.
2. To specify a pre-defined import file layout (such as the one you created in the previous step), do

the following:
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1.

2.

In the toolbar, click Import.

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

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

1.

2.

In the toolbar, click Add Record Type.

In the New Record Table Name dialog box, type the name of the record (without spaces.)

The record name appears as a tab in the Define Import Layout window.

Define Import Layout S AR =
| ¥ General Properties ) AddRecord Type &3 DeleteRecord Type %3 Import  View ExcelSample [ Export To Excel | Save «j Cancel

{Header Record]
Name Header Record | Key(Rea Bxp]2. & Width (] ‘
Type RowContext E] Parent Relation ‘

Max Occurs | 1 [] childRelation
Name Type ; Format Width
} String string

Name: Namé that identifies the field.
Type: Type of data the field can contain. Valid values are:
String: Text or numeric characters.
Integer: Numbers.
Decimal: Decimal field. Two decimal places accepted by default.
DateTime: Date, time, or both.
Format: Used to format DateTime and Decimal field types only.
DateTime — Format to use other than the standard (M/D/YYYY).

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

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

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

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

Width: Maximum length of the data in the field.

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

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

1. To specify the general properties for the file layout, do the following:
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1. In the toolbar, click General Properties.
General Properties A s @
File Type
iCSVi  Delimiter] Qualifier
Q Fixed Tab = ftabd
XML
Excel
—Other
Primary Table
V| Header | Has Dynamic Columns
| Trailer
| Verify Width
V| Multiple Records
[save [ concel )

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

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

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

Fixed: If selected, the file is a fixed-length file. Specify the width for each record. The field
width may also be indicated (optionally).

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

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

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

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

Verify Width: If selected, checks to see whether the file width matches the layout width
defined. Generally used for fixed length only.

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

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

1. Complete the information and then click Save.

1. In the Define Import Layout window, in the toolbar, click Save.

Related Topics
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Import File Configuration

S GENESYS

Modify an Import File Mapping

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

To modify an import file mapping

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

&

Data Translator {50 T RO ,
© §) OpenSampleFile [T) Preview Data o Saveand Exit Advanced~

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

Source Preview -
_ Export To Excel | File Nam{ C:\Users\Barbara\Documents\Testxis

Drag a column header hereto group by that colump.

1. Click the Mapping tab.
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'DeuTumlator el

| Source | Mapping Destination|
Data Kapping =
_ All To Misc Extra
All Unmapped To Misc Bxtra

] OpenSempleFile U] Preview Data ] Saveand Exit Advanced~

5 AccountRecord = Primary source record

.

All Primary To Misc Extra
All Unmapped Primary To Misc Extra

None

= :EHAST!?!”QQ— Master destination table

ai i Fields in the Primary TR CERIES Tables within the
il Last source record * ) PHONES o
] Original Accounts i (1} MISCEXTRA Master destination table B
(] sooal # )] EXTRADATA
{4l DOB £ [ NOTES
1] Current Balance t [ PAYMENT
{H] Address | LEGALLEDGER
i Address2 £ [ HOTNOTES
{§] City +11 CUSTOMERNOTES
{§] State ¢ [J] BANKRUPTCY
& Zp ¢ (]l DECEASED
{l] Charge O¥f Date © (1) EARLYSTAGEDATA
4] Last Client Payment i [1] COURTCASES
{&] Creditor £ [ PATIENTINFO ;
] Home= £ L0 INSURANCE |
i Work# #| SH_REQUESTID Fields in the Master
[ numBsR destination table
{&] ACCOUNT
{3 customer

{# cusTpvision
|# custDISTRICT
[ cusTBRANCH
|3 pesx
{4 DESX1
|§ pesx2

(3] BRANCH _

Click one of the following:

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

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

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

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

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

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

Notes:

1. You can map multiple source fields to a single destination field. For example, you can map
the First (name) and Last (name) source fields to the Name destination field.
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2. The system maps some fields twice in the Latitude destination tables. For example, if
you drag the source Name field to the destination NAME field in the Master table, the
system maps the Debtor 0 destination record as well.

1. In the toolbar, click Save and Exit.

Related Topics

Import File Configuration

S GENESYS

Delete an Import File Configuration

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

To delete an import file configuration

1. In the Navigation Explorer pane, click Buyers or Sellers.

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

4, Click the tab for the import file configuration to delete.
~ Portfolios-List | Attachments /| import File Configuration'| Export File Configuration | Notes |

& Add i Delete .
/" Purchase Aoreement] Sales Contract ]
Action Descrption

a Import File

import Type
@ New Business (Loading Portfolios)

) Maintenance (Loading AdditionalInfo or Updates)

Identify Account
© By Latitude File Number

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

File Type
@ Microsoft Excel
Flat File Source

FileConfiguration
F1] Modify Impart Definition

7)) Modify FileMapping
1. In the toolbar, click Delete.

2. In the confirmation dialog box, click Yes.
Related Topics

Import File Configuration
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S GENESYS

Import a File

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

To import a file

1. In the Navigation Explorer pane, click Buyers or Sellers.
2. Double-click a buyer or seller name. The information appears in the Information pane.
3. Click the Import File Configuration tab.
4, Click the tab for the import file configuration to modify.
" portfolios-List | Attachments /| import File Configuration | Smort File Configuration | Notes |
{3 Add ) Delete .
/ PuldnseAmntl Sales Contract ]
" Action - — — ~ ~Descrption
o Import File
import Type

@ New Business (Loading Portfolios)
) Maintenance (Loading AdditionalInfo or Updates)

Identfy Account
© By Latitude File Number

™) By Original Accoust Number
(will require Customes/Portfolio code)

~File Type
@ Microsoft Excel
Flat File Source

FileConfiguration
Fe ] Modify Impart Definition

& Modify FileMapping

1. Click Import File.
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Poctfolio Manager File Importe

Drag a column header bere ta group by that coluren,

’ 0% A
of Import " Canodl

1. Click the ellipsis next to the first box in the window.
2. In the Open dialog box, click the file to import and then click Open.
3. Records from the imported file appear in the data grid.
4, Click Import.
Related Topics
Data Grids

Import File Configuration

Export File Configuration

S GENESYS

Export File Configuration

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

1. Buyers
2. Sellers

You can export:
1. New business

2. Media requests
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3. Recourse requests
4, Bankruptcy, deceased, fraud
5. Payments

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

Add an Export File Configuration

Modify an Export File Configuration

Define an Export File Layout

Delete an Export File Configuration

S GENESYS

Add an Export File Configuration

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

To add an export file configuration

1. In the Navigation Explorer pane, click Buyers or Sellers.
2. Double-click a buyer or seller name. The information appears in the Information pane.
3. Click the Export File Configuration tab.
/ portfolios-Ust | Attachments | import Fila Configuration ) Export File Configuration |
@ Add E) Delete
/" Export File | EBxportFle2 |
Creste Rendering Options
|3 Create an Bxport File | Use Excel Template
FileConfiguration _s.',‘f'"_‘_s_‘_"_'f'_e_’.‘ff_’ﬂ?_h_"_t:__g
@ Modify Bxport Definition Star Data At
Ledgngvpe Row Celemn
[ ~FlAgency Fee -l |1 =1 )
| Bankruptey k-
7| Bankruptcy Buy Back =
" Buy Back —
| Client Request
I"l| Client Request Buy Back
7] Credit Bureau Report
| Deceased
7| Deceased Buy Back
| Dispute
| Fravd
.| Fraud Buy Back -
1. In the toolbar, click Add.
2. In the New File Configuration Name dialog box, type the name of the file configuration and then

click OK. The system adds a tab for the new file configuration.
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3. Do the steps Define an Export File Layout.
4, Select the check box for each ledger type to include on the invoice.
5. To use an Excel template to render formatting for the Excel output file, select the Use Excel

Template check box and then, in the list box, click the template. For more information about
templates, see Excel Template Manager.

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

Related Topics

Export File Configuration

3 GENESYS

Modify an Export File Configuration

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

To modify an export file configuration

1. In the Navigation Explorer pane, click Buyers or Sellers.
2. Double-click a buyer or seller name. The information appears in the Information pane.
3. Click the Export File Configuration tab.
4, Click the tab for the export file configuration to modify.
" portfolios-List | Attachments | import File Configuration ) Export File Configuration |
@ Add ) Delete
/ ExportFile | ExportFile2 |
Creste Rendering Options
[ Create an Bxport File | Use Excel Template
FileConfiguration | Selacta Saved Excel Templits.. 1___4,2]
@ Modify Bport Definition Start Data At
Ledger Type Row Celumn
1] Agency Fee -l |1 =1 =
7] Bankruptey 1
7| Bankruptcy Buy Back =
|Buy Back SP
| Client Request
.| Client Request Buy Back
7] Credit Bureau Report
| Deceased
7| Deceased Buy Back
71| Dispute
| Fraud
__|Fraud Buy Back -
1. Modify the information as necessary. For more information about this tab, see Add an Export File

Configuration.
Related Topics
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Export File Configuration

S GENESYS

Define an Export File Layout

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

To define an export file layout

1.

On the Export File Configuration tab, click Modify Export Definition.
Export Definer i
| |9 General Properties ) AddRecordType ) Delete Record Type 4 [mport  View Excel Sample Export To Excel | Save <3

T

Cancel

l \
To create an Excel file layout, do the following:

1. In the toolbar, click View Excel Sample.

2. Save the file to any location and then modify it to reflect the model for the export file.
3. Delete unused worksheets and save the Excel file.

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

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

1. In the toolbar, click Import.

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

To create the file layout (instead of using a pre-existing layout), do the following:
1. In the toolbar, click Add Record Type.

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

{74 Add Database Field(s)

{ String string

Export To Excel k] Save =i Cancel

Type: Type of data the field can contain. Valid values are:
String: Text or numeric characters.
Integer: Numbers.
Decimal: Decimal field. Two decimal places accepted by default.
DateTime: Date, time, or both.
Format: Used to format DateTime and Decimal field types only.
DateTime — Format to use other than the standard (M/D/YYYY).

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

Decimal - If the file includes a decimal or the last 2 integers are decimal places, skip

this box. Otherwise:
nodecimalpoint = No decimal used. signedascii =
Signed ASCII RMS format used.

nodecimalpointwithsign = Plus or minus sign used at end of integer.

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

custom programming.

Width: Maximum length of the data in the field.

1. Click Add Database Field(s).
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Database Field Picker
[ 5 T

¥ PurchasedPortiolio

SoldPortiolio
Media
Customer

- Bankruptey
Deceased
Investorinfa

- Sellerinfo
Buyerinfo

8- &3

T 1 v T T A T A e

{
. s T

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

2. Modify the information for a field as necessary.

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

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

General Properties | [ ‘
| ~File Type——— = e
Delimite ‘ Qualiﬁefi ;
Q) Fixed Tab = Stabd

XML

) Excel

1. In the toolbar, click General Properties.

—Other
Primary Table l

V] Header [} Has Dynamic Columns
[7] Trailer

7] verify width

[V] Multiple Records

{ save || Cencel |

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

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

Fixed: If selected, the file is a fixed-length file. Specify the width for each record. The field width
may also be indicated (optionally).

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

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

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

Verify Width: If selected, checks to see whether the file width matches the layout width defined.
Generally used for fixed length only.

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

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

1. Complete the information and then click Save.

1. In the Export Definer window, in the toolbar, click Save.
Related Topics

Export File Configuration

3 GENESYS

Delete an Export File Configuration

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

To delete an export file configuration

1. In the Navigation Explorer pane, click Buyers or Sellers.

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

4, Click the tab for the export file configuration to delete.
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2.

/" portfolios-List | Attachments | import File Configuration ) Export File Configuration |

| @3 Add @) Delete
/ Export File | EBxportFle2 |

Create
|3 Create an Bxport File

FileConfiguration
@ Modify Boort Definition

Ledger Type

;~Rendering Options

| Use Excel Template ‘
|
Salect a Saved Excel Tamphits.., E

Start Data At

Row Celemn

7| Agency Fee

) Bankruptey

7 Bankruptcy Buy Back
| Buy Back

| Client Request

| Client Request Buy Back
7] Credit Bureau Report
| Deceased

7| Deceased Buy Back
T Dispute

| Fraud

_|Fraud Buy Back

[am ] »

In the toolbar, click Delete.

o

In the confirmation dialog box, click Yes.

Related Topics

Export File Configuration

S GENESYS

Export a File

Portfolio Management

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

To export a file

1.

2.

In the Navigation Explorer pane, click Buyers or Sellers.

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

Click the Export File Configuration tab.

Click the tab for the export file configuration to use.
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@ Add ) Delete

" Export File | BpartFilez |
Create
|3 Create an Bxport File

FileConfiguration
@ Modify Bxport Definition

Ledger Type
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7| Bankruptcy Buy Sack
| Buy Back
| Client Request
| Client Request Buy Back
77 Credit Bureau Report
Deceased
|Deceased Buy Back
Dispute
. |Fraud
| Fraud Buy Back

import File Configuration ) Export File Configuration L

“Rendering Options
Use Excel Template

Select a Saved Excel Tamphts..,

Start Data Ar
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Click Create an Export File.

soctiecesancpron 8

© Dstefange | 05292014 [w]
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Pertalio

05292014 [«)

I™ Filter by Ladger Status
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o OK 28 Cancel

Portfolio Management

Date Range: If selected, the export file includes ledger entries for the date range you specify.

Invoice #: If selected, the export file includes ledger entries for the invoice numbers you specify.

Portfolio: If selected, the export file includes ledger entries for the portfolios you specify.

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

export file.

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

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

1. Complete the information and then click OK.
2. In the dialog box, specify the location and file name and then click Save.
3. Send the file to the seller or buyer, whichever is applicable.

Related Topics

Export File Configuration

Notes

3 GENESYS

Notes

Use the Notes tab to view notes for:

1. Buyers

2. Sellers

3. Investors
4. Purchases
5. Sales

6. Samples
Related Topics
Add a Note

Modify a Note

S GENESYS

Add a Note

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

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

2. Double-click a record name. The information appears in the Information pane.
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3. Click the Notes tab.

/" Portfolios-List | Attachments Import File Configuration

Export File Configuration " Notes 4

Drag a column header here to group by that colurmn,

Notes
Entered 2 VR Use ZTEAREVE Result 78 Comment
05/22/2014 15:10 | gs (<) co hote text
05/22/2014 18518 gs TA M Wl call back lster,
1.
| | selectan Action coce... [=]
Sele'«Aa Resdt Code... ; E]
|| | Enter Note... !
\
oK Cancel
Select an Action Code: Action code to associate to the note.
Select a Result Code: Result code to associate to the note.
Enter Note: Note content.
1. Complete the information and then click OK.

Related Topics
Notes

Note Codes

S GENESYS

Modify a Note

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

1. In the Navigation Explorer pane, click Buyers, Sellers, Investors, Purchases, Sales, or Samples.
2. Double-click a record name. The information appears in the Information pane.
3. Click the Notes tab.
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Notes 4 )

/~ Portfolios-List | Attachments Import File Configuration Export File Configuration

Drag a column header here to group by that colurmn,

Notes

Entered VR Use ZTEAEVE Result 378 Comment
05/22/2014 15:10 | s <o co Note text

08/22/2014 18:11 | gs TA M Wil call back Ister,

1. In the data grid, modify the information as necessary.
Related Topics
Notes

Note Codes

Portfolio Information

3 GENESYS

Portfolio Information

Use the General tab to maintain portfolio information for:

1. Purchases
2. Sales
3. Samples

Related Topics

Maintain a Purchased Portfolio

Import a Purchased Portfolio

Maintain a Sold Portfolio

Export a Sold Portfolio

Maintain a Sample Portfolio

S GENESYS

Maintain a Purchased Portfolio

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

1.

2.

3.

83

In the Navigation Explorer pane, click Purchases.

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

Click the General tab.

‘General [

Contract Terms |  Performance l Inyestor ROI * Ledger Accauﬂtsl Attachments l Nc:esl {1 )»

Details

Portfolio Id

Reminders

i First Recourse Date |05/19/2014 ~

Portfolio Code O . Last Recourse Date l 'S 192014 |
General Ledoer ID
Sellers Lot =
Description
Culture Englsh (United States) [+]
e Calculate Values... -
Contract
Contract Date 05/19/2014 \d
Seller Group New Seller rv]
Investor Group New Investor Ll
Purchase Rate 1.0000
Purchase Amount $ 821288.94
Adj Purchase Rate 1.0000000000
Adj Total Price $821288.91
Details
Portfolio ID: Unique code that the system assigns to identify the portfolio.
Portfolio Code: Name of the portfolio.
General Ledger ID: Code that your organization assigns to associate the portfolio to a
general ledger item in another accounting system.
Seller's Lot #: Code that the seller assigns to identify the portfolio. The system could
require this ID when sending recourse information to the seller.
Description: Description of the purchase.
Culture: Portfolio currency type.
Contract

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

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

Purchase Amount: Amount the purchaser paid for all accounts in the portfolio. The
system populates this box when importing accounts in the portfolio.
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Adj Purchase Rate: (Adjusted purchase rate.) Purchase rate plus applicable
commissions.

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

Reminders

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

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

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

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

Related Topics

Portfolio Information

> GENESYS

Import a Purchased Portfolio

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

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

To import a purchased portfolio

1.

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

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

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

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

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

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

Related Topics

Portfolio Information

S GENESYS

Maintain a Sold Portfolio

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

To maintain a sold portfolio

1. In the Navigation Explorer pane, click Sales.
2. Double-click a sale name. The information appears in the Information pane.
3. Click the General tab.
/iGenerak|  contract Tems | Accounts | Attachments | Notes | Miscellaneous BxtraData | stratitude |
Details
Portfoliold 2

Portfolio Code New Sale

Description

Culture Englsh (Untsd Statas) [~

Contract Calculated Properties

Contract Date 05/21/2014 F Sold Face Value $0.00

Sale Rate 0.1000000015 Sale Amount £0.00

Buyer Group [zl Number of Accounts | Click To Refrash,.,
Details

Portfolio ID: Unique code that the system assigns to identify the portfolio.
Portfolio Code: Name of the portfolio.
Description: Description of the sale (for example, type of debt sold, original creditor).
Culture: Portfolio currency type.
Contract

Contract Date: Date on the sales contract.
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Sale Rate: Percentage of the total debt for all accounts included in the portfolio.

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

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

1. Complete the information and then, in the toolbar, click Save [Record Name].
Related Topics

Portfolio Information

S GENESYS

Export a Sold Portfolio

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

To export a sold portfolio

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

2. Create a sold portfolio and define the contract terms.

3. Select accounts to include in the portfolio.

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

Related Topics

Portfolio Information

S GENESYS

Maintain a Sample Portfolio

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

To maintain a sample portfolio

1. In the Navigation Explorer pane, click Samples.
2. Double-click a sample name. The information appears in the Information pane.
3. Click the General tab.

G Sample - New Sample |

 SsveSemple % Select Accounts

‘Generak| Contract Terms | Accounts | Attachments | Notes | Miscellaneous BxtraData | Stratitude
Details
Portfoliold 3
Portfolio Code New Sampie
Description
Contract Calculated Properties
Contract Date | 05/21/2014 ‘w| | | CurrentFace Value $0
Sale Rate 0.0000000000 Number of Accounts
Buyer Group - l Sale Amount $0
Move to Sold

Details

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

Portfolio Code: Name of the portfolio.

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

Contract Date: Date on the sales contract.

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

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

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

Number of Accounts: Number of accounts in the sample portfolio.
Sale Amount: Amount the purchaser pays for all accounts in the sample portfolio.

Move to Sold: Converts the sample portfolio to a sold portfolio.

1. Complete the information and then, in the toolbar, click Save [Record Name].
2. To convert the sample portfolio to sold, do the following:
1. Click Move to Sold. The system moves the portfolio to the Sales tab.
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2. Modify the information as necessary and then, in the toolbar, click Save [Record Name].

Related Topics

Portfolio Information

Contract Terms

3 GENESYS

Contract Terms

Use the Contract Terms tab to maintain contract terms for:

1. Purchases
2. Sales

3. Samples
Related Topics

Modify Contract Terms

S GENESYS

Modify Contract Terms

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

To modify contract terms

1. In the Navigation Explorer pane, click Purchases, Sales, or Samples.
2. Double-click a purchase, sale, or sample name. The information appears in the Information pane.
3. Click the Contract Terms tab.
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General / ‘Contract chms)[ Accounts [ Attachmerts | Notes f Miscellaneous Bxra C
Recourse Period {Days) Other
Bankrupicy Chapter 7 0 Credit Bureau Report $ 0.00
Bankruptcy Chapter 11 0 Skip Trace s0.00
Bankruptcy Chapter 13 0 Sale Commission (%) — D00
Deceased 0
Media
Application $0.
Affidavits $ 0.0¢
Satement $0.
Other 50

Recourse Period: Number of days allowed in the contract to return uncollectible accounts in
bankruptcy for full refund or credit. Latitude uses the recourse period to determine when to
display a reminder when selecting the Recourse From Buyer option in the Work Form.

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

Other

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

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

Purchase Commission (%): (For purchases only.) Amount withheld for brokering the
purchase of accounts. This amount represents a percentage of the payment received.
The system includes purchase commissions in the adjusted purchase rate and
adjusted total price on the General tab. The system generates a purchase commission
ledger entry for the portfolio.

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

1. Modify the information as necessary.

Related Topics

Contract Terms

Performance and ROI
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S GENESYS

Performance and ROI

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

Related Topics

View Performance

View Investor ROI

S GENESYS

View Performance

Use the Performance tab to view performance statistics that compare purchase price, expenses, and
other criteria to the selling information.

To view performance

1. In the Navigation Explorer pane, click Purchases.
2. Double-click a purchase name. The information appears in the Information pane.
3. Click the Performance tab and then click the Statistics tab.

al | contract Terms ) Performance | lavestor RO | Ledger | Accounts | Attachments | Notes | Miscellaneous BeraDate | sratitude |
L Performance Guphj

Account Im‘:omnion Credits

Original Face Value | seaizesen $0,00|
Number of Accounts [ Cick To Refreshee | | py meres T som|
Current Face Valus I Click To Refresh... Recourses ’ $0.00 :
Account Average Balance | Click To Refresh... e ‘ ' ~ §0.00 :
Accounts with Promises | Click To Refresh.. Other $0.00
Accounts with POC Click To Refrashe. ||| $0.00|
Performance : Debits
AR [ $82128391) | purchase 592128891
Month To Date I ) 921288, Reversals $ c.cfi :
Year To Date | 821288, Media Expenses §0.00
I vy
Commissions $0.00 |
Total §321200.91 |

Account Information

Number of Accounts: Number of accounts imported for this portfolio.
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91

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

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

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

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

Accounts with PDC: Number of accounts imported for this portfolio that have a postdated

payment in Latitude, based on active post-dated checks in the table.

Performance

Credits

Debits

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

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

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

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

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

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

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

Total: Sum of all credits for the portfolio.

Purchase: Monies expended for the purchase of the portfolio.

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

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

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

Commissions: Monies paid toward commissions for the portfolio.

Total: Sum of all debits for the portfolio.

To view a graph of the performance, click the Performance Graph tab.
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General | Contract Terms ) Performance | Investor ROI | Ledger | Accounts | Attachment
staustics | Performance Graph |

Related Topics

Performance and ROI

Purchases

3 GENESYS

View Investor ROI

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

To view investor ROI

1. In the Navigation Explorer pane, click Purchases.
2. Double-click a purchase name. The information appears in the Information pane.
3. Click the Investor ROI tab.
/~ General | Contract Terms |~ performance / Investor ROI | Ledger | Accounts | Attachments | Notes | <
ROI
Investor Breakdown 1 _‘m-6157w ‘ for Steve Murdoch
Steve Murdoch ' "
1521% L ——03](%) [I]

\\

iy

John. Monme
84 .79%

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

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

1. Click the Money Bag icon.
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DR =
j

2 ¢

.| Commissionable lnvestment | 2500000
Non-Commissionable Investment | _1000000

(_Save ][ Cancel |

Commissionable Investment: Portion of the investment that is commissionable.

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

1. Specify the amounts and then click Save.
Related Topics

Performance and ROI

Purchases

3 GENESYS

Accounts

Accounts

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

1. Purchases
2. Sales

3. Samples
Related Topics

Select Accounts
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Select Accounts

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

export the information to a file.

To select accounts

1. In the Navigation Explorer pane, click Purchases, Sales, or Samples.
2. Double-click a purchase, sale, or sample name. The information appears in the Information pane.
3. Click the Accounts tab.

! SsveSold %y Select Accounts

" General " ‘Contract Terms;| Accounts | Attachments | Notes | Miscellaneous BatraDate | Stratitude |

Recourse Peried (Days) Other B

Bankruptcy Chapter 7 0 Credit Bursau Report $ 100.00

Bankruptcy Chapter 11 0] | Skip Trace  $10000] |

Bankruptey Chapter 13 i 0 Sale Commission (%) | 035‘ :
E—— i_‘;

Media S ——

Apolication $ 100.00

Affidavits $ 100.00

Statement $ 100.00

Other $50.00

1. In the toolbar, click Select Accounts. The following example is for a sale.
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Note: For a sale or sample, a default condition of "Not Already Sold" appears. For a purchase, a
default condition of "Not Already Purchased" appears.

1. Do one of the following:

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

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

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

2. Click Save.

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

on the Results tab.

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

5. Click Export to Excel.
INote: If you grouped information in the results, remove the grouping. I
1. In the Save As dialog box, specify the location and file name and then click Save. For a sale, the

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

Related Topics
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Accounts

Queries

Ledger Items

3 GENESYS

Ledger Items

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

View Ledger ltems

Maintain a Ledger ltem

Clear Ledger Items

Delete a Ledger Item

Purchase Ledger Entries

Sale Ledger Entries

Payment Ledger Entries

Putback (Recourse) Ledger Entries

Buyback (Return) Ledger Entries

S GENESYS

View Ledger Items

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

To view ledger items

1. In the Navigation Explorer pane, click Purchases.

2. Double-click a purchase name. The information appears in the Information pane.
3. Click the Ledger tab.

4, To view all credit and debit transactions for the portfolio, click the All tab.
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/ General | Contrac Tems | Peformance | InvestorR0I/ Ledger | Accousts | Attachments | Notes | « »

/" All| Receivables | Payables -

Date Entered © Date Cear & Numbe & Credit & Debit © Status © Comment © d1 & name &

Summanes for Intal Purchase
Sum Credit: §
Sum Debit: $821,258.91

1. To view uncleared credit transactions for the portfolio, click the Receivables tab.

/" General | Contract Terms | Performance |  InvestorROI,' Ledger | Accounts | Attachments | Notes | « )
£ " Receivables | Payables =

&7 Intal PUron =8
Date Entered 3,V Date Ge 27 EoNumb 270 Cre SVoStat Vo Comme 5V dl Vo nam 3V

~

1. To view uncleared debit transactions for the portfolio, click the Payables tab.
/~ General | Contract Terms | Performance |  investorROI,/ Ledger | Accounts | Attachments | Notes | « »

De T IS PUrchase Ty
Date Entered TV o Date UeaZ T ENumb E Vo Deb I T oStat S 72 Comme Ve il SV onam XV H

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

Ledger Items

Purchases

Data Grids

3 GENESYS

Maintain a Ledger Item

Use the Ledger tab to maintain a ledger item associated to a purchased portfolio.

To maintain a ledger item

1. In the Navigation Explorer pane, click Purchases.
2. Double-click a purchase name. The information appears in the Information pane.
3. Click the Ledger tab and then click the All tab.
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/ General | Contrac Temns | Peformance | InvestorROI/ Ledger | Accousts | Attachments | Notes | « »
/" ANl| Receivables | Payables -

=) Type 1 Intisl Purchase (1 Rem) Credt Sum Credit: 5, Debit Sum Debt: $821,288.91
Date Entered 4 Date Cear © Numbe & Credit & Debit & Status © Comment © d1 & name ©

Summanes for Intal Purchase

Sum Credit:

Sum Debit: $521,288.91
1. Click the plus sign (+) next to the ledger type to expand it.
2. In the data grid, double-click the ledger entry.

oo (1A swe | 28 o

Portfolio Code: Name of the portfolio.

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

Date Cleared: Date you cleared the transaction.

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

Status: Status of the transaction.

Comments: Comment regarding the transaction.
1. Complete the information and then click Save.
Related Topics

Ledger Items

Purchases

Ledger Types

98



Portfolio Manager Printable Documentation

S GENESYS

Clear Ledger Items

Use the Ledger tab to clear a ledger item associated to a purchased portfolio.

To clear a ledger item

1. In the Navigation Explorer pane, click Purchases.
2. Double-click a purchase name. The information appears in the Information pane.
3. Click the Ledger tab and then click the All tab.
/ General | Contrac Temms |  Performance | InvestorROI/ Ledger | Accousts | Attachments | Notes | « »

/" AN | Receivables | Payables -

=) Type 1 Intisl Purchase (1 Rem) Credt Sum Credit: 3, Debit Sum Debt: $821,288.91

Date Entered +© Date Cear © Numbe & Credit & Debit & Status © Comment © d1 & name

Summares for Intal Purchase
Sum Credit: $
Sum Debit: $521,288.91
1. Click the plus sign (+) next to the ledger type to expand it.

e -

2. In the data grid, double-click the ledger entry.

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

Ledger Items

Purchases
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Delete a Ledger Item

Use the Ledger tab to delete a ledger item associated to a purchased portfolio.

To delete a ledger item

1. In the Navigation Explorer pane, click Purchases.

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

3. Click the Ledger tab and then click the All tab.
/ General | Contract Tems |  Performance | InvestorROI/ Ledger | Accousts | Attachments | Notes | « »
/" AN| Receivables | Payables -

Date Entered 4 Date Cear © Numbe & Credit & Debit & Status © Comment © d1 & name

Summares for Intal Purchase
Sum Credit: §
Sum Debit: $521,288.91
1. Click the plus sign (+) next to the ledger type to expand it.

2. In the data grid, double-click the ledger entry.

it

Odee [ See | 28 Conod

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

Related Topics

Ledger Items

Purchases
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Purchase Ledger Entries

NESYS

The following table describes the ledger entries for purchased portfolios.

Ledger Type |Description Credit Debit
Initial Seller Investor
Purchase

Created and updated when you add accounts to a

purchased portfolio.

Calculation is the purchase rate times the total dollar

amount (balance) of the accounts included in the

purchased portfolio.
Purchase Management| Investor
Commission . L

Created when you specify a purchase commission in the

contract terms. Calculation is the purchase commission

times the purchase amount.

Related Topics

Ledger Items

S GENESYS

Sale Ledger Entries

The following table describes the ledger entries for sold portfolios.

Ledger Type

Description

Credit

Debit
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Sales

Created and updated when you add accounts to a sold

amount (balance) of the accounts included in the sold
portfolio.

portfolio. Calculation is the sales rate times the total dollar

Investor

Buyer

Sales
Commission

Created when you specify a sales commission in the

commission times the total dollar amount (balance) of
accounts included from the purchased portfolio.

contract terms of a sold portfolio. Calculation is the sales

Investor

the

Buyer

Related Topics

Ledger Items

S GENESYS

Payment Ledger Entries

The following table describes the ledger entries for payments and reversals.

Ledger Type |Description Credit Debit
. . . Investor Debtor
Received Created when you process a payment in Latitude or
Payment AIM for accounts in a purchased portfolio.
Payment . . Management| Investor
e Created when you process a payment in Latitude for
Commission . L
accounts in a purchased portfolio with a payment
commission specified in the contract terms.
Note:The system reduces payment commissions
withheld from accounts forwarded using AIM by the
percentage that the forwarded agency withheld.
. . Debtor Investor
Received Created when you process a payment reversal in
Reversal Latitude or AIM for accounts in a purchased portfolio.
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Reversal . Investor Management
o Created when you process a payment reversal in
Commission

Latitude for accounts in a purchased portfolio with a
payment commission specified in the contract terms.
Only where you charged the investor a commission on
the payment.

Payment After . . . Buyer Investor
s :/ Created when you receive a payment in Latitude for ¥
ale . . .
accounts in a sold portfolio. The system creates this
entry in addition to the received payment ledger
entry.
Investor Buyer

Reversal After |Created when you process a payment reversal in
Sale Latitude or AIM for accounts in a sold portfolio.

Related Topics

Ledger Items

3 GENESYS

Putback (Recourse) Ledger Entries

The following table describes the ledger entries for recourses.

Ledger Type |Description Credit |Debit

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

Putback

Deceased

Paid Prior
Client Request
Fraud

Related Topics

Ledger Items
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Buyback (Return) Ledger Entries

The following table describes the ledger entries for returns.

Ledger Type [Description Credit |Debit

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

Buyback

Deceased
Buyback

Paid Prior
Buyback

Client
Request
Buyback

Fraud
Buyback

Related Topics

Ledger Items

Stratitude

3 GENESYS

Stratitude

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

1. Purchases
2. Sales
3. Samples

Related Topics
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Auto Statutes by Accounts Report

Average Home Value Report

Average Income Report

Balance Report
Credit Score Report

Date of Birth Report

Home Phones Report

Last Paid Date Vs. Chargeoff Date Report

Matching Home Area Codes and States Report

Matching Work Area Codes and States Report

Months Since Chargeoff Report

Months Since Last Paid Report

Open Statutes by Accounts Report

Original Creditor Report

SSN Report
State Report

Summary Report

Time Zone Report

Work Phones Report

Written Statutes by Accounts Report

Years Before Chargeoff Report

Zip Code Report

Report Abbreviations

S GENESYS

Generate a Stratification Report

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

To generate a stratification report

1. In the Navigation Explorer pane, click Purchases, Sales, or Samples.
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2. Double-click a purchase, sale, or sample name. The information appears in the Information
pane.
3. Click the Stratitude tab.
4, Hover your mouse over the Reports menu slide-in and then click a report.

Average Incame
Badance

Credit Score

Date cf Blsth

Mpmihs Smc s Chargeot!
Menils Sincs Last Paid
Last Padd Date Vi
Chargeolf Date $5.554270.99
Chargeolt! Vo Contract $5.955, 40065 124%
Orginsl Creditar $5.027.640.87 1145%
Statw 00 6045863 593 %
Opon Statutes Dy = 5 - -
Accounts

Wretten Statutes By
Accounts

Auto Statutes By
Accounts

Timve Zone

Years Delere Chayrueatf
SN L J
Merrvn Ohoney
Werk Phooes

Mt hing Home Arva
Codes and Ylatos
Mutchang Work Ares
Codes and States
2p Code

Related Topics

Report Abbreviations

Stratitude

| S GENESYS

Auto Statutes by Accounts Report

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

Related Topics

Generate a Stratification Report

Stratitude
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Average Home Value Report

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

Related Topics

Generate a Stratification Report

Report Abbreviations

| S GENESYS

Average Income Report

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

Related Topics

Generate a Stratification Report

Report Abbreviations

Stratitude

S GENESYS

Balance Report

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

Related Topics

Generate a Stratification Report

Report Abbreviations

Stratitude

| S GENESYS
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Chargeoff Vs. Contract Report

The Chargeoff Vs. Contract Report displays stratifications and performance of the accounts in the
portfolio based on the number of months between charge-off and the contract date. The Range column
lists the month ranges.

Related Topics

Generate a Stratification Report

Report Abbreviations

Stratitude

| S GENESYS

Credit Score Report

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

Related Topics

Generate a Stratification Report

Report Abbreviations

Stratitude

| SGENESYS

Date of Birth Report

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

Related Topics

Generate a Stratification Report

Report Abbreviations

Stratitude

| S GENESYS

Home Phones Report

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

Related Topics

Generate a Stratification Report
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Report Abbreviations

| S GENESYS

Last Paid Date Vs. Chargeoff Date Report

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

Related Topics

Generate a Stratification Report

Report Abbreviations

Stratitude

| S GENESYS

Matching Home Area Codes and States Report

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

Related Topics

Generate a Stratification Report

Report Abbreviations

Stratitude

| S GENESYS

Matching Work Area Codes and States Report

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

Related Topics

Generate a Stratification Report

Report Abbreviations

Stratitude

BN
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Months Since Chargeoff Report

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

Generate a Stratification Report

Report Abbreviations

Stratitude

| S GENESYS

Months Since Last Paid Report

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

Generate a Stratification Report

Report Abbreviations

Stratitude

| S GENESYS

Open Statutes by Accounts Report

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

Related Topics

Generate a Stratification Report

Stratitude

| S GENESYS

Original Creditor Report

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

Related Topics

Generate a Stratification Report

Report Abbreviations

Stratitude
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SSN Report

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

Related Topics

Generate a Stratification Report

Report Abbreviations

Stratitude

| SGENESYS

State Report

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

Related Topics

Generate a Stratification Report

Report Abbreviations

Stratitude

| S GENESYS

Summary Report

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

Generate a Stratification Report

Stratitude

| S GENESYS

Time Zone Report

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

Related Topics

Generate a Stratification Report
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Report Abbreviations

| S GENESYS

Work Phones Report

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

Related Topics

Generate a Stratification Report

Report Abbreviations

Stratitude

| S GENESYS

Written Statutes by Accounts Report

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

Related Topics

Generate a Stratification Report

Stratitude

| S GENESYS

Years Before Chargeoff Report

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

Related Topics

Generate a Stratification Report

Report Abbreviations

Stratitude

| S GENESYS

Zip Code Report

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

Generate a Stratification Report

Report Abbreviations

Stratitude

BN

Report Abbreviations

Some reports contain the following abbreviations:

1. C/0: Charge-off Date.

2. DLP: Date of Last Payment.

3. Liq %: Percent liquidated (paid).

4. TOB: Time on Books. Number of days between the contract date and the charge-off date.
5. Wt Avg: Weighted average within the criteria (range) specified.

Related Topics

Generate a Stratification Report

Stratitude
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Reports

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

Related Topics

Generate an Accounting Report

Generate a Repurchase Report

Report Viewer

View Report Server

S GENESYS

Generate an Accounting Report

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

To generate an accounting report

1. In the menu bar, click Reports > Accounting.

©@:Buyers] ) Sellers () Investors
Select Group i EI

From | 1112172013 =] jos2o2014 || [ GetEnvies | | ExporttoExcel |

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

109

3. Specify the date range for which to generate the report and then click Get Entries. Credit, debit,
and net information for the specified report criteria appear, sorted by portfolio type.
& Accounting
(O Buyers (O Sellers (&) Investors
Select Group | Firestone Mansgement snd Diversifed ~l
From [ 93730 v |To [ 0712912005 v | [ GetEntries | [ Exportto Exce! |

l Portfolio A 1

e -1 Type 4

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

) Typa: Intial Purchass (1 item)

‘2 Type : Payment Commissiocn (74 tems)
# Typa : Purchasa Commssion (1 fem)
# Type : Raceivad Paymant (74 tems)
#) Typa : Recoursa (1 tem)

Type : Sale Commission (2 tems)
\" Date Entered 3, V< Date Cleare 3, 7V < Number %, 7 & Credit 3,V < Debit 3, ¥ & Commen
0,00 Our charge

$52.73 Out chargs

#! Type : Sales (6 dems)
) Portiolo 1 128 - Chase-8-3-04-A (11 foms)
) Portiolo : 125 - Chase-8-4-04-8 (13 tams)

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

3. Click Save.
Related Topics
Data Grids

Reports

S GENESYS
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Generate a Repurchase Report

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

To generate a repurchase report

1. In the menu bar, click Reports > Repurchase Report.

B Repurchase Accounts

OBuyers (©Sellers [ Include Cleared Entries
Select Group | Global Management Capeal

From (0012004 % T [10132006 | [ Get Entries | [[Export 1o Excel |

| Portfolio A

1. Click the type of entity for which to generate the report (buyers, sellers, or investors).
2. In the Select Group list box, click the name of the entity for whom to generate the report.
3. Specify the date range for which to generate the report and then click Get Entries. Credit, debit,

and net information for the specified report criteria appear, sorted by portfolio type.

4, To view details, click the plus sign (+) next to an item.

5. To modify the view, see Data Grids.

6. To export the report to an Excel file, do the following:
1. Click Export to Excel.
2. In the Save As dialog box, type a name for the file or accept the default.
3. Click Save.

Related Topics
Data Grids

Reports

Report Viewer

3 GENESYS

Report Viewer

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

Related Topics
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Create a Report

Modify a Report

View a Report
Reports

S GENESYS

Create a Report

Use the Report Editor dialog box to create a report.

To create a report

1. In the menu

| Please Select A Report To Vied...
UseDateRange| 15/20/2014

Dvag a column header hereto group by that colenin.

1. Click New.

118



Portfollo Manager Prlntable Documentation
ReponEdttor P

—General Properties———

Name I |
Description I |

rSQL Text —
Type or Pas!e SQL

Display Properties

Clrck Test To Populats Fialds
61 Sorting
&0 Grouping
¥ summaries

1. Type a name and description for the report.

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

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

Report Viewer

Reports

S GENESYS

Modify a Report

Use the Report Viewer window to modify a report.

To modify a report

1. In the menu bar, click Reports > Report Viewer.
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| lease Select A Report To Viee.
UseDateRange 05/20/2015

[1 to [o5/20i200 (~]
| B IRBGETRCrD SIS

1. In the I|st box select the report to modify and then click Edlt

—General Prope[tlgsﬁ T
Name I
Description

~SQL Text —
Type or Pas!e SQL

Test

‘iDlsplayPropuues
Click Test To Popuiatg erlds
8% Sorting
5 2 Grouping
%% summaries

fro 0K ] [ Comeel. )

1. Modify the report name and description as necessary.

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

3. Modify the sorting, grouping, and summaries as necessary and then click OK.
Related Topics

Report Viewer
Reports
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3 GENESYS
o
View a Report
Use the Report Viewer window to view a report.
To view a report
1. In the menu bar, click Reports > Report Viewer.
Report Viewer
[PomsesthtARepoaToViRWee
e N o Y E T e T
Deteils | chart |
E Drag a column header hereto greup by that colemn.
1. In the list box, select the report to view.
2. To generate the report for a specific date range, select Use Date Range and then specify the start
and end dates.
3. To view report details, click the Details tab.
4, To view a graph of the report data, click the Chart tab.
5. To modify the view, see Data Grids.
6. To export the report to an Excel file, do the following:
1. Click Export to Excel.
2. In the Save As dialog box, type a name for the file or accept the default.
3. Click Save.
Related Topics
Data Grids

Report Viewer

Reports

o
o
o

GENESYS

View Report Server

Related
121

Topics
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Tools

Portfolio Manager contains the following tools:

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

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

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

4. Recourse Manager: Used to approve or decline pending account recourses for buyers and
sellers.
5. Invoices: Used to create invoices for billing buyers, sellers, and investors; and for managers to

track internal profit and loss.
6. Contact Locator: Used to retrieve debt buyer contacts and export the list to an Excel file.

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

Excel Template Manager

Media Manager

Recourse Manager

Invoices

Export Debt Buyer Contacts to an Excel File

Export Portfolios to an Excel File

Queries
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Queries

117

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

1. Select accounts for a purchased, sold, or sample portfolio.
2. Export Debt Buyer Contacts to an Excel File.
3. Export Portfolios to an Excel File.

The following is an example of a query window. The Select Columns and Order sections are not available
in certain query windows.

[Bow [ Giom (o (Z)oen P )|

{|®-C Accourts 2 * ¥ Exclude Duplicate Records 3

gg:‘xs ‘ I™ Maximum Records 100 =
JE 8o T T A AR I |
&[] Commerts { il | (] 4
s %23 &« |
@ Consobdation New | | |3 Portoioie -
@gg:! | 1| Coce F)
& oo | | |[H] Description
“ Debt Purchasing 11 =
@gww ‘[' H CortracNimin :
&ng‘. l R e e e e T e e e |
-6l Dorarer {7 e3BEd e s |
Q, c‘l Digery E Drag and gGrep mew condidang onfo HYre surface T
@- 1 Documentation & | ; |
& ] Eaty Stage Dats | ]
& Fnancal l
@ (1 Lattude Fusion |
@ Legal i .
& [ Letters L4 |
s Gl e Dt e e b e e e m
@ ) MacBana | |
- Money Buckets X &I N 5 ‘
g_g me fo.v;.:‘-.'l.ix.‘nnv columns onkds s surlece ‘
@[3 Phones_Master
@[] PosfokoContacts
-] Posfolos - .
Selection Criteria | Results | :

i
{
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1. Top Toolbar: Displays the functions that are available for the query.

2. Data Selection pane: Displays the data available to include in the query.

3. Options: Displays options to apply to the query.

4, Select Columns pane: Allows you to specify the data columns to include in the query results.

5. Conditions pane: Allows you to specify the conditions for retrieving accounts.

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

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

Related Topics

Query Columns
Query Conditions

Query Order
Query Results

Query Columns

S GENESYS

Query Columns

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

Related Topics
Add a Query Column

Modify the Query Column Order

Modify a Query Column Name

Delete a Query Column

Assign an Aggregate Function to a Query Column

Aggregate Functions

3 GENESYS

Add a Query Column
125
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Use the Select Columns pane in a query window to add a column to display in the query results.

To add a query column

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

expand it.

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

N &$ Ea-

Lusk

[#] Customer Account Number
{8} Account Linked?

1. Drag and drop more data items as necessary.
Related Topics

Query Columns

Queries

S GENESYS

Modify the Query Column Order

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

To modify the query column order

1. With a query window open, go to the Select Columns pane.
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1. To move up a column in the list, click the column and then, in the toolbar, click the up arrow.

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

Related Topics

Query Columns

Queries

S GENESYS

Modify a Query Column Name

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

To modify a query column name

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

SelectColomes
N &8 B &-

a] Customen -
[§] Customer Account Number
{8} Account Linked?

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

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

=]
[H] Customer Account Number
{§ Account Linked?

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

Related Topics
Query Columns

Queries
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Delete a Query Column

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

To delete a query column

1. With a query window open, go to the Select Columns pane.
N &P & -

1] Customer -
[#] Customer Account Number
{#] Account Linked?

1. Do one of the following:

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

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

4, Right-click the column and then click Delete. A confirmation dialog box appears.

5. Click Yes.

Related Topics

Query Columns

Queries

S GENESYS

Assign an Aggregate Function to a Query Column

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

To assign an aggregate function to a query column

1. With a query window open, go to the Select Columns pane.
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seectColmes
X &P = w-

ﬁ} Customen
{§] Customer Account Number
{H] Account Linked?

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

functions appears.

&

Count

Sum

Average

Maximum

Mirsmum

Standard Deviation

Population Standard Deviation

Varance
Population Vanance

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

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

Related Topics

Query Columns

Queries

3 GENESYS

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 records
included.

Population Standard
Deviation

Averages the difference from the mean value within the grouping.

Variance

Squares the standard deviation.

Population Variance

Squares the standard deviation within the grouping.

Eliminate Duplicates

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

Remove Aggregate

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

Related Topics

Assign an Aggregate Function to a Query Column

Query Columns

Queries

Query Conditions

3 GENESYS

Query Conditions

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

Related Topics

Create a Query Condition

Modify a Query Condition

Copy a Query Condition

Group Query Conditions

Modify the Query Condition Order

Set a Query Condition to Optional or Required
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Delete a Query Condition

Boolean Operators

Query Condition Types

o
O

S GENESYS

Create a Query Condition

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

To create a query condition

1.

1.

1.

131

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

Click the data item for which to set a condition and drag and drop it in the Conditions pane. A
dialog box appears, which allows you to specify the criteria. The title of the dialog box and the
information displayed depend on the condition selected.

The following example shows the Current Balance dialog box that appears when you drag and
drop the Current Balance data item into the Conditions pane.

CurrentBalance o
value is [T ERR - |

Cancel I

In the dialog box, specify the criteria and then click Okay. The condition appears in the
Conditions pane. In the following example, the condition indicates you want to include in the
query results accounts with a current balance that is greater than or equal to "$2,000."

TX 49 RAREE @D

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



Tools
1. Drag and drop more data items as necessary.

Related Topics
Query Conditions

Queries

S GENESYS

Modify a Query Condition

Use the Conditions pane in a query window to modify a query condition.

To modify a query condition

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

fConditions
X 4% RE oD

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

1. Do one of the following:

1. Click a condition and then, in the toolbar, click the Edit icon.
2. Double-click a condition.

3. 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.

Caren s I B
| valueis [EETSRRETR=TEAN v| [ 2,000.00 =

Cancel I

1. In the dialog box, modify the criteria and then click Okay. The Conditions pane reflects the

update.
Related Topics

Query Conditions

Queries

S GENESYS
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Copy a Query Condition

Use the Conditions pane in a query window to copy a query condition.

To copy a query condition

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

f Conditions
74 48 B A1 B Il 9K Xo

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

1. Do one of the following:
1. Click the condition and then, in the toolbar, click the Copy icon.
2. Right-click the condition and then click Copy.

The query designer copies the condition to the Clipboard.

1. Do one of the following:
1. Click where you want to copy the condition and then, in the toolbar, click the Paste icon.
2. Right-click where you want to copy the condition and then click Paste.

The query designer pastes the condition in the specified location.

Related Topics
Query Conditions

Queries

S GENESYS

Group Query Conditions

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

To group query conditions

1. With a query window open, go to the Conditions pane.
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24 48 R 15N -l 2K X))

Account is Not Placed

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

Click the conditions to group.

Tin: Tn celect miuiltinle ceanental randitinne nrecc and hald the Shift kev and click the firct and

lact ceniiential eandifinn Tn celert miiltinle nan -ceniliential randifinne nrecc and hald the Ctrl

All.

kev and rlick earh individiial eanditinn Tn celert all canditi anc richt-rlick and then rlick Select

1. Do one of the following:

1. In the toolbar, click the Group icon.

2. Right-click the selected conditions and then click Group.

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

TR YRGS ®®

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

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

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

Related Topics

Query Conditions

Queries
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S GENESYS

Modify the Query Condition Order

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

To modify the query condition order

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

8 38 B Al N Al = X
Account is Not Flaced

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

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

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

Related Topics

Query Conditions

Queries

S GENESYS

Set a Query Condition to Optional or Required

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

To set a query condition to optional or required

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

°f Conditions
TR 4% B¢ e

Account is Not Flaced

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



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

1. Click the second condition and then, in the toolbar, click the OR icon.

2. Right-click the second condition and then click Set Condition Optional. The condition changes

from "and" to "or."

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

1. Click the second condition and then, in the toolbar, click the AND icon.
2. Right-click the second condition and then click Set Condition Required. The condition changes

from "or" to "and."

Related Topics

Boolean Operators

Query Conditions

Queries

3 GENESYS

Delete a Query Condition

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

To delete a query condition

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

7R 49 R2EE 0D

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

1. Do one of the following:
1. Click the condition and then, in the toolbar, click the Delete icon.
2. Click the condition and then press the Delete key.
3. Right-click the condition and then click Delete.

A confirmation dialog box appears.

1. Click Yes.
Related Topics
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Query Conditions

Queries

S GENESYS

Boolean Operators

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

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

f Conditions ]
& 35 S A1 N i X

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

and Desk s "Collectar 1 Desk”

OR condition
The OR condition sets a condition to optional.

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

X 28 BEYO®

|Contract Date Is equal to Thursday, February 07, 2013 -

Related Topics

Set a Query Condition to Optional or Required

Query Conditions

Queries
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S GENESYS

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:

1. Dates

2. Single option
3. Multiple option
Dates

Date conditions allow you to query accounts based on a specific date, date range, any date or blank date,
or relative date. When you select a date condition, a dialog box displays to allow you to specify the date

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

Specific date

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

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

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

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

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

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

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

Closed Date e ) — . =
Valueis IEq.AdTo l] 7 Relative I 1/ 1/2012 :}
e |
Date range

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

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

Not Between

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

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

Closed Date sy
valugls |Between | I relative | 1 12012 -
and
[~ Relative | 2/ 12012 -]
v

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).

Closed Date

valueis | PRET S |

coc |

Relative date

i

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:
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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 |EquaiTo v| @ orelative | 2 Hldays  vlfago -l
Single option

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

Account Linked? @

Is 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

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.
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Desk < L N =

& yvalue is one of the following:
" value is not one of the following:
I Filter I
Code | Description | Desk Type | Branch A
O FEE DESK Administrator 00000
[ Liqun LIQUID LAT ACCTS Administrator 00000
O rew NEW BUSINESS INVENTORY Inventory 00000
POD POD COWLECTOR COLLECTOR 00000
POOL POOL DESK COLLECTOR 00000 |
REC RECEIVER DESK COLLECTOR 00001 =
U U COLLECTOR 00000 |
WEST WESTSIDE DESK Collector 00001 v
Z
Related Topics
Query Conditions
Queries
Query Order

3 GENESYS

Query Order

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

Related Topics
Specify the Query Sort Order

Modify the Sort Order

Set the Sort Order to Ascending

Set the Sort Order to Descending

Delete a Data Item From the Sort

3 GENESYS

Specify the Query Sort Order

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

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

Click the data item to use to sort the query results and drag and drop it into the Order pane.
b AE R AR FRE

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

Drag and drop more data items as necessary.

Related Topics

Query Order

Queries

o

2 GENESYS

Modify the Sort Order

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

To modify the sort order

1.

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

N & F 1

[E

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

arrow.
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Related Topics

Query Order

Queries

S GENESYS

Set the Sort Order to Ascending

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

the sort order to ascending

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

i:
1. Do one of the following:
1. Click the data item and then, in the toolbar, click the Ascending icon.
2. Right-click the data item and then click Set Ascending Order.
Related Topics

Query Order

Queries

S GENESYS

Set the Sort Order to Descending

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

the sort order to descending

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

i &% 1N
i

1. Do one of the following:
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1. Click the data item and then, in the toolbar, click the Descending icon.
2. Right-click the data item and then click Set Descending Order.
Related Topics

Query Order

Queries

S GENESYS

Delete a Data Item From the Sort

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

To delete a data item from the sort

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

luOeder
i &% 1N

i:
1. Do one of the following:
1. Click the data item and then, in the toolbar, click the Delete icon.
2. Click the data item and then press the Delete key.
3. Right-click the data item and then click Delete.

A confirmation dialog box appears.

1. Click Yes.

Related Topics
Query Order

Queries

Query Results

S GENESYS

Query Results

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

Run a Query

Arrange Column Headings

Pin a Column

Sort Data

Group Data

Summarize Data

Export Data
Filter Data

Set Custom Filter Criteria Custom

Filter Operations

S GENESYS

Run a Query

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

To run a query

1. Open a query window. The following example is for the Select Portfolios query window.
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To count the number of records that match the criteria, do the following:

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

0 Specified criteria returns 3 records affecting 0 individual accounts.

[

1. Click OK.

To run the query, in the toolbar, click Run. The query results appear on the Results tab.
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" B

Drag a column header hare o group by that column

Portfoliold Z+v+ Code X v=| Description ZvV&| ContractDate TV Amount V& OriginalFace
061972014
0572172014
New Sample 05/21/72014

Related Topics
Query Results

Queries

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

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

Drag 3 column header herete group by that column,

number ZVE knk TV desk VS Name XV8 Streetl IV Street2 278

00 VOZAR, ANDREW B
003 4 0000000 SEVERINO, EVA | POBOX SS ALLENTOWN PA 18301 B
1013 0000000 THOMPSON, PAM | 133 LATHAM ST AULENTOWN | PA 18101 G
w008 0000000 DUGAN, GEORGE | 13 £ COLUMBIA AV ALLENTOWN PA 183101 !X. 1
ploced 0000000 BROOKS, SCOTT | 1305 SSTH ST ALLENTOWN PA 18301 &
1033 0000000 VALORE, ANTHO | POBOX 13 ALLENTOWN PA 18101 Ex
303 0000000 MOORE. RHONDA | 2 209 A PARX AVE ALLENTOWN PA 18301 B
1050 0000000 MARTINE, WILLD | 3904 € SAHUARD PHILADELPHIA | PA 19143 X
o 0000000 BARNES, LINDA 3| POBOX 28 STARR PHILADELPMIA PA 193 X
0% 0000000 SERGANOV, ALEX| 7726 SUMMERDAL PHILADELPHIA PA 19183 X
091 0000000 WERNICK, PHILLI| 1700 GRANT AVE PHILADELPHIA | PA 19143 Bx

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

mouse button.
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Drag a column header here 1o group by that column

-Nmnbe« .'liTc: Desk ZvV

1003 0000000 SEVERINO EVA NPA

1004 0000000 ZELLERS Jr, LES

1005 0000000 WIESEN, ROY |PA
Related Topics

Query Results

Queries

Pin a Column

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

To pin a column

1. In the column heading, click the Pushpin icon. The pushpin points down to indicate a pinned
column.

Drag 3 colusmn header hereto groop by that column

number IV knk TVE desk TV Name XV8 Streetl TV Street2 TV

100: VOZAR, ANDREW u; 3
003 4 0000000 SEVERINO, EVA | POBOX SS ALLENTOWN PA 18101 RI-:
1013 0000000 THOMPSON, PAM| 133 LATHAM ST ALLENTOWN PA 19101 e
1008 0000000 DUGAN, GEORGE | 13 £ COLUMBIA AV ALLENTOWN PA 18101 e
wn 0000000 BROOKS, SCOTT | 1305 SSTH ST ALLENTOWN PA 101 5
1033 0000000 VALORE, ANTHO | POBOX 13 ALLENTOWN PA 183101 B
1038 0000000 MOORE. RHONDA | 2 209 A PARX AVE ALLENTOWN PA 18101 B
1050 0000000 MARTINE, WILLD | 3904 E SAHUARD PHILADELPHIA | PA 19143 X
0o 0000000 BARNES, LINDA I | POBOX 28 STARR PHILADELPMIA PA 1913 X
1090 0000000 SERGANOV, ALEX| 7726 SUMMERDAL PHILADELPHIA | PA 19183 (34
091 0000000 WERNICK, PHILLI| 1700 GRANT AVE PHILADELPHIA PA 19143 B

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

Related Topics
Query Results
Queries

S GENESYS

Sort Data

You can sort the data in a data grid.

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

Drag 3 colusmn header hereto group by that column

number XV Ink TVE desk TV Name TV8 Streetl TV Street2 TV8

. VOZAR, ANDREW B 1
003 L 0000000 SEVERINO, EVA | POBOX SS ALLENTOMWN PA 18101 Ex 4
1013 0000000 THOMPSON, PAM | 133 LATHAN ST ALLENTOWN | PA 19101 aéai
1008 0000000 DUGAN, GEORGE | 13 £ COLUMEIA AV ALLENTOWN | PA 18301 & |
pleced 0000000 BROOKS, SCOTT | 1305 SSTH ST ALLENTOWN PA 1801 B.‘
1033 0000000 VALORE, ANTHO | POBOX 13 ALLENTOWN PA 18101 B
1032 0000000 MOORE. RHONDA| 2 209 A PARK AVE ALLENTOWN PA 18101 Bx
1050 0000000 MARTINE, WILLI | 3904 € SAHUARD PHILADELPHIA PA 19143 EX
worn 0000000 BARNES, LINDA 3| POBOX 28 STARR PHILADELPMIA | PA 1913 [ =9
090 0000000 SERGANOV, ALEX| 7726 SUMMERDAL PHILADELPHIA PA 19183 34
09 0000000 WERNICK, PHILLI| 1700 GRANT AVE PHILADELPHIA | PA 19143 X

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

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

Related Topics
Query Results

Queries

S GENESYS

Group Data

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

To group data

1. Click a column heading, drag it into the space above the column headings, and drop it. The
system groups the data on the specified column. The following example shows data grouped by
customer.

O OO0 = WER "
[¥] Customer : 0000001 - CUSTOMER ONE (63 tems)
(%] Custorner : 0000002 - CUSTOMER TWO (2 itamns)
[¥) Customner : 0000003 - POD CUSTOMER {2 items)

[*! Customer 1 0000004 - CUSTOMER THREE (7 tems)
[# Customer : 0000009 - THIRD CUSTOMER (1 tem)
(¥ Customer : 0000010 - DISNEY CUSTOMER (5 tems)
(3] Custorner : 0000011 -~ ABC Customes (1 itam)

1. To view the accounts in a group, click the plus sign (+) next to the group to expand it.
2. To add a group within a group, do the following:
1. Click the plus sign (+) next to the group to expand it.
2. Click a column heading, drag it into the space above the column headings, and drop it.
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Customer A
Customer Account Number A

&) Customer : 000000t - CUSTOMER ONE (63 items)
i+ Customar : 0000002 - CUSTOMER TWO (2 &ams)

[# Customer : 0000003 - POD CUSTOMER (2 ftems)

£ Customer : 0000004 - CUSTOMER THREE (7 items)
i Customer : 000000% - THIRD CUSTOMER (1 tem)
[# Customer : 0000010 - DISNEY CUSTOMER (5 tems)
(& Customer 1 0000011 - ABC Customer (1 #em)

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

Customer &
Customer Account Number &

=l Customes : 0000000 - DEFAULT CUSTOMER (6 2ees)

-

# Customer Account Number 1 362025852365201 (1 item)
# Cust Account Number : 3655203188452 (1 tem)
3] Customes Account Number : 451021360245 (1 item)
[#] Customer Account Number : 965251545201 (1 item)
i# Customer Account Number : 9688712101545 (1 tem)

& Customer : 0000001 - CUSTOMER ONE (52 #ems)

(@ Customer : 0000002 - CUSTOMER TWO (2 items)

(31 Customer : 0000003 - POD CUSTOMER (2 tems)

(4 Customer : 0000002 - CUSTOMER THREE (7 items)

(4 Customer : 0000002 - THIRD CUSTOMER (1 tem)

3 Customer : 0000010 - DISNEY CUSTOMER (5 tems)

3] Customer : 0000011 - ABC Customer (1 tam)

To change the sort for a group, click the group heading.

Tools

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

Related Topics

Query Results

Queries

o
o
o

GENESYS

Summarize Data

You can

summarize data in a data grid.

To summarize data

1.

In the column heading, click the Sigma icon.
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Drag 3 column header herete group by that column

number XV Ink TVE desk TVE Name TV8 Streetl TV Street2 TVE Oty ZVS State VS Zipcode TV =
1001 VOZAR, ANDREW [
003 4 0000000 SEVERINO, EVA | PO BOX 5§ ALLENTOWN PA 18101 Bﬁ_}
1013 0000000 THOMPSON, PAM| 133 LATHAM ST ALLENTOWN PA 18101 Exg g
2008 0000000 DUGAN, GEORGE | 13 £ COLUMBIA AV ALLENTOWN PA 18101 Ex ‘
o 0000000 BROOKS, SCOTT | 130 S SSTH ST ALLENTOWN PA 18101 B
1032 0000000 VALORE, ANTHO | PO BOX 13 ALLENTOWN PA 18101 X
plee ) 0000000 MOORE. RHONDA | 2 209 A PARK AVE ALLENTOWN PA 18101 Bx
1050 0000000 MARTINE, WILLE | 3904 E SAHUAROD PHILADELPHIA | PA 19143 EX
o7 0000000 BARNES, LINDA 3| PO BOX 28 STAR R PHILADELPMIA | PA 19143 (53
090 0000000 SERGANOV, ALEX| 7725 SUMMERDAL PHILADELPHIA | PA 19143 X
09 0000000 WERNICK, PHILLI| 1700 GRANT AVE PHILADELPHIA | PA 19143 Ex

1. 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.

V| Customer T4 SSN X7+ Balance (P+l) v+ Balance (P) Z74 Queue X7
0000010 1500.0000 1500.0000 015
0000010 1025.0000 1000.0000 015
0000010 999887777 26000.0000 25000 0000 015
0000010 999988777 52000.0000 50000.0000 015
0000010 124588812 15000.0000 15000.0000 875
0000010 789787897 15000.0000 15000.0000 015
0000010 555555555 5010.0000 5000.0000 015
0000011 2020.0000 10000000 015

Grand Summanes

|Average = 157.713‘-_]
Related Topics

Query Results
Queries

S GENESYS

Export Data

In some cases, you can export data in a data grid.

To export data
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1. Click Export to Excel. The Save As dialog box appears.
/G st Ao i Resuks |
Number of Accounts | - ~11|  Average Balance of Accounts _21.40?20
Total Sum of Balance —235501.21
DOrag a column header hete o group by that column
&nmﬁ ZVal State XTVe ﬁpcndé ZVa anil Fin‘«nnnr:d ZVa Arconm'Numbor ZVa UserDate 1
1013 0000000 THOMPSON, PA | PA 18101 N 7738153720018
1032 0000000 BROOKS. SCOT | PA 18101 N 7733181054584
7033 | 0006000 VALORE. ANTH | PA 18101 [ 7738131076067
1032 0000000 MOORE, RHOND | PA 18101 N 7733128887757
1088 0000000 GELFAN,CARL |(PA 19143 N 00000000033443132
ma 0000000 SMITLEY. HERB | PA 19143 N 751401439453106
n2 0000000 EIGHMY. LELAN | PA 18015 N 000120002
1528 0000000 Nicks, Stevie N R8m.
1529 0000000 Jagger. Mick N 1234
1530 0000000 Smith, Jerry N 951951
1531 0000000 Smith, Jerry Fi 32224 | N 159158
1. In the File name box, type a name for the file and then click Save.
Related Topics

Query Results

Queries

3 GENESYS

Filter Data

You can filter data in a data grid. To filter

data

1. In the column to filter, click the Funnel icon. A list of options for the specified column appears.

930887777
999983777

| 124588812
— 789787897

(All): If selected, the system didn't filter the results.

(Custom): If selected, allows you to set custom filtering conditions.

(Blanks): If selected, the system limits the results to accounts with a blank or null value in the
specified column.

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

1. Click any value other than (Custom). The list closes and the data grid only includes the records
that match the specified filter.

152



Portfolio Manager Printable Documentation
2. To set custom filter criteria, do the steps to Set Custom Filter Criteria.

Related Topics
Query Results

Queries

S GENESYS

Set Custom Filter Criteria

Use the Enter Filter Criteria for... dialog box to specify selection criteria for any column in a data grid. You
can combine selection criteria (or conditions) to create more complex filters. The full name of the dialog
box is based on the column you are filtering.

To set custom filter criteria

1. In the column heading of the column to filter, click the Funnel icon. A list of options for the
specified column appears.

il 999887777

[ 999988777
[ 124588812
~ —{ 789787897
1. Click (Custom). The Enter Filter Criteria for... dialog box appears. The following example shows

the dialog box for the Customer column.

Z" ((DBNui)

1. In the first Operand list box, click an operator. For more information, see Custom Filter Operators.
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In the 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.

3. To add conditions, click Add a condition. A blank row appears.

4, To delete a condition, click the condition and then click Delete Condition.

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

1. To set the filter so that all the conditions must be true for a record to appear in the data grid,

click And conditions. For example, customer does not equal "0000001 - CUSTOMER ONE" and
customer does not equal "0000002 - CUSTOMER TWQO" means that you want to see accounts for
all customers except Customer One and Customer Two.

2. To set the filter so that only one condition must be true for a record to appear in the data grid,

click Or conditions. For example, customer equals "0000001 - CUSTOMER ONE" or customer
equals "0000002 - CUSTOMER TWO" means that you only want to see accounts for Customer

One or Customer Two.

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

Related Topics

Custom Filter Operations

Query Results

Queries

S GENESYS

Custom Filter Operations

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

Operator

Description

Equals

Retrieves accounts where the data matches the specified value.

Does not equal

Retrieves accounts where the data does not match the specified value.
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Less than

Retrieves accounts where the data is less than the specified value.

This operator is for date and numeric data types only.

Less than or equal To

Retrieves accounts where the data is less than or equal to the specified value.

This operator is for date and numeric data types only.

Greater than

Retrieves accounts where the data is greater than the specified value.

This operator is for date and numeric data types only.

Retrieves accounts where the data is greater than the specified value.
Greater than or equal

To This operator is for date and numeric data types only.

Like
Retrieves accounts where data matches the specified pattern.

This operator is for alphanumeric data types only.

Matches Regular

Expression ) ) n
Retrieves accounts where the system stores data in the specified format.

This operator is for alphanumeric data types only.

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

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

"[A-Za-z] finds all values in mixed case character format.
N[A-Za-z] finds all values in mixed case character format.
A[A0-9]+S finds all values with a numeric format and dollar sign.

A [A-Za-20-9] [A-Za-z0-9_]*S finds all values of mixed case and currency.
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Starts with
Retrieves accounts where data starts with the specified character or characters.
This operator is for alphanumeric data types only.

Contains
Retrieves accounts where the data contains the specified character or characters.
This operator is for alphanumeric data types only.

Ends with

Retrieves accounts where the data ends with the specified character or
characters.

This operator is for alphanumeric data types only.

Does not start with

Retrieves accounts where the data does not start with the specified character or
characters.

This operator is for alphanumeric data types only.

Does not contain

Retrieves accounts where the data does not contain the specified character or
characters.

This operator is for alphanumeric data types only.

Does not end with

Retrieves accounts where the data does not end with the specified character or
characters.

This operator is for alphanumeric data types only.

Does not match

Retrieves accounts where the data does not match the specified character or
characters.

This operator is for alphanumeric data types only.
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Not like

Retrieves accounts where the data is not like the specified pattern.

This operator is for alphanumeric data types only.

Related Topics
Query Results

Queries

Excel Template Manager

S GENESYS

Excel Template Manager

Use the Excel Template Manager tool to create and maintain Excel files as templates for exporting
account information (such as media requests and putbacks) and creating invoices. These templates
populate the header information when exporting files.

Related Topics

Add an Excel Template

Modify an Excel Template

Delete an Excel Template

Tools

S GENESYS

Add an Excel Template

Use the Excel Template Manager window to add an existing Excel template. For template examples,
contact Latitude by Genesys Support.

To add an Excel template

1. In the menu bar, click Tools > Excel Template Manager.
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| L Add ] Delete ‘

1. In the toolbar, click Add.
Excel Tempiote Manoger I~ &
|| (3 Add i) Delete
= [ {Excel Templates
Tempiste 1 Name | |
Template 2 Description
FileName | |
Details | ]
i load @ View
I Save 3£ Cancel
1. Type a name and description for the template and then click Load.
2. Click the template file name and then click Open. The system populates the File Name and
Details boxes.
3. Click Save. The system adds the template to the Navigation pane.

Related Topics

Excel Template Manager

S GENESYS

Modify an Excel Template

Use the Excel Template Manager window to modify an Excel template.
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To modify an Excel template

1. In the menu bar, click Tools > Excel Template Manager.

| .3 Add ,) Delete |
B =) {Excel Templates |

Template 1

Template 2

1. In the Navigation pane, click the template.

el Template Manoge:
[ [3 Add ) Delete
= a Excel Templates

Name |Tempiate 1 |
Template 2 Description |Tempiate descaption

FileName Goal_Workshee:_20140424 - Copy xis
Details 6.37830625 Kb

v Load Q  View

Ik Ssve 38 Cancel

1. Modify the template name and description as necessary.
2. To select a different template, or load an updated version of the template, do the following:
1. Click Load.
2. Click the template file name and then click Open. The system populates the File Name

and Details boxes.

3. Click Save.
Related Topics

Excel Template Manager
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S GENESYS

Delete an Excel Template

Use the Excel Template Manager window to delete an Excel template.

To delete an Excel template

1. In the menu bar, click Tools > Excel Template Manager.
Edecmplm_ ‘E
| L9 Add 4] Delete
E =] {Excel Templates|
Template 1
Template 2
1. In the Navigation pane, click the template.
2. In the toolbar, click Delete.
3. In the confirmation dialog box, click Yes.

Related Topics

Excel Template Manager

Media Manager

S GENESYS

Media Manager

Use the Media Manager tool to view pending media requests for buyers and sellers, then flag them as
received, not available, or sent. Media consists of paper and electronic documents that support the debt
(for example, original application, payment history, signed contract).

Related Topics
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Flag Media as Received

Flag Media as Not Available

Flag Media as Sent

Export Media to an Excel File

Tools

Configure Media Options

3 GENESYS

Flag Media as Received

Use the Media Manager window to indicate that the buyer received the purchased media.

To flag media as received

1. In the menu bar, click Tools > Media Manager.

[v]and 12201z [w]  Cibeda Mok 33 Recaived Mark 53 Mot Svnlable

Creg acolumn header bere to groap by that coleme

T Humber T8 Acoowst Number £ 7% DeblorMame L7 55

1. Specify the date range for the media to display.

2. Click Media (for pre-sale media) or Media After Sale (for post-sale media).

3. To modify the view, see Data Grids.

4, Click each row of media to flag as received and then click Mark as Received. The system moves

the media from the Pending tab to the Received tab.
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Tip: To select multiple sequential rows, press and hold the Shift key and click the first and last
sequential row. To select multiple non-sequential rows, press and hold the Ctrl key and click each
individual row.

Related Topics
Data Grids

Media Manager

3 GENESYS

Flag Media as Not Available

Use the Media Manager window to indicate that the media the buyer purchased is not available.

To flag media as not available

1. In the menu bar, click Tools > Media Manager.

ek a3 Received Mark 53 Mok Somlable

1. Specify the date range for the media to display.

2. Click Media (for pre-sale media) or Media After Sale (for post-sale media).

3. To modify the view, see Data Grids.

4, Click each row of media to flag as unavailable and then click Mark as Not Available. The system

moves the media from the Pending tab to the Not Available tab.
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Tip: To select multiple sequential rows, press and hold the Shift key and click the first and last
sequential row. To select multiple non-sequential rows, press and hold the Ctrl key and click each
individual row.

Related Topics
Data Grids

Media Manager

3 GENESYS

Flag Media as Sent

Use the Media Manager window to indicate that the seller sent the "post-sale" media to the buyer.

To flag media as sent

1. In the menu bar, click Tools > Media Manager.

[+ | and| 0a13205 _EI ) Media Miarc ve Piocaivact oo blerk e Mot Auniivble

7

1. Specify the date range for the media to display.

2. Click Media After Sale.

3. To modify the view, see Data Grids.

4, Click each row of media to flag as sent and then click Mark as Sent. The system moves the media

from the Pending tab to the Sent tab.
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Tip: To select multiple sequential rows, press and hold the Shift key and click the first and last
sequential row. To select multiple non-sequential rows, press and hold the Ctrl key and click each
individual row.

Related Topics
Data Grids

Media Manager

3 GENESYS

Export Media to an Excel File

Use the Media Manager window to export purchased media to an Excel file. You can use the file to
manage media transactions with sellers and buyers.

To export media to an Excel file

1. In the menu bar, click Tools > Media Manager.

Date Fangs

@IS []and|0an3ams Maricas Foctived  Mark 5t Not Avslabis

__Pendig | Requested | Received | motavalable

Creg acolumn header bereto gro

Purchawe Code

1. Specify the date range for the media to display.

2. Click Media (for pre-sale media) or Media After Sale (for post-sale media).
3. Click the Pending, Requested, Received, Not Available, or Declined tab.
4, To modify the view, see Data Grids.

5. Click Export.

6. In the Save As dialog box, type a name for the file or accept the default.
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7. Click Save.

Related Topics
Data Grids

Media Manager

S GENESYS

Recourse Manager

Recourse Manager

Use the Recourse Manager tool to view pending account recourse requests for buyers and sellers, and
then approve or decline them. There are two types of recourses for accounts:

1. Putbacks: Accounts that your organization returns to the seller.

2. Buybacks: Accounts that the buyer returns to your organization.
Related Topics

Approve Account Recourses

Decline Account Recourses

Export Account Recourses to an Excel File

Tools

Configure Recourse Options

3 GENESYS
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Approve Account Recourses

Use the Recourse Manager window to approve pending account recourses. All recourse ledger entries
(putbacks and buybacks) have an initial status of pending. Only approved recourses appear on invoices.

To approve account recourses

1. In the menu bar, click Tools > Recourse Manager.

Date Rarge

=

102132018 (v/ged 0132012 |V GetErnes  @)Buyers (Selens
" Pending | fequested | sopcoved | Dedined |

EVE SodCode TVE Name TVE Type LV E Number T VE Accoent Number £ 7VE DeblorName LVE SSH IV

| <] -
1. Specify the date range for the recourses to display.
2. Click Buyers (for buybacks) or Sellers (for putbacks) and then click Get Entries.

‘ Drag a column header here to group by that column,

!

Code 2V Nam 37 € Type 2V Num 2 72 Account N 3 7=

1. To modify the view, see Data Grids.

2. Click each row of recourses to approve and then click Approve. The system moves the recourses
from the Pending tab to the Approved tab.

Tip: To select multiple sequential rows, press and hold the Shift key and click the first and last
sequential row. To select multiple non-sequential rows, press and hold the Ctrl key and click each
individual row.

Related Topics
Data Grids

Recourse Manager
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S GENESYS

Decline Account Recourses

Use the Recourse Manager window to decline pending account recourses. All recourse ledger entries
(putbacks and buybacks) have an initial status of pending. Only approved recourses appear on invoices.

To decline account recourses

1. In the menu bar, click Tools > Recourse Manager.

Date Rarge

TTE Number TV E Accoont Number £V DeblorName ST & SSHN E7E Amount T 50

1. Specify the date range for the recourses to display.

2. Click Buyers (for buybacks) or Sellers (for putbacks) and then click Get Entries.

; Drag a column header here to group by that column,

Code 2V Nam 37 € Type 2V Num 2 72 Account N 3 7=

1. To modify the view, see Data Grids.

2. Click each row of recourses to decline and then click Decline. The system moves the recourses
from the Pending tab to the Declined tab.
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Tip: To select multiple sequential rows, press and hold the Shift key and click the first and last
sequential row. To select multiple non-sequential rows, press and hold the Ctrl key and click each
individual row.

Related Topics
Data Grids

Recourse Manager

S GENESYS

Export Account Recourses to an Excel File

Use the Recourse Manager window to export account recourses to an Excel file. You can use the file to
manage recourse transactions with sellers and buyers.

To export account recourses to an Excel file

1. In the menu bar, click Tools > Recourse Manager.

Date Rarge
103132018 [v]sed 00232002 [y}

/" Pending | fequested | Appeoved | Dedined |

‘ Purchase Code X746 SoMCode TVE Name TVE TVE Number TV E Accoont Number £V DeblorName SV E SSHN IV Amount T

1. Specify the date range for the recourses to display.

2. Click Buyers (for buybacks) or Sellers (for putbacks) and then click Get Entries.
3. Click the Pending, Requested, Approved, or Declined tab.

4, To modify the view, see Data Grids.

5. Click Export.
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6. In the Save As dialog box, type a name for the file or accept the default.

7. Click Save.
Related Topics
Data Grids

Recourse Manager

Invoices

S GENESYS

Invoices

Use the Invoices tool to create invoices for billing buyers, sellers, and investors. You can also create
invoices for managers to track internal profit and loss. Invoices include specified ledger entries that the
system creates as a result of a process (for example, purchase, sale, media request, buyback, putback), or
that your organization added manually. When you receive payment against an invoice, you can clear the
ledger transaction.

Related Topics

Create an Invoice

View Invoice History

Tools

S GENESYS

Create an Invoice

Use the Create Invoice tab on the Invoices window to create an invoice. The Invoices tool requires an
Excel template to create an invoice. For more information, see Configure General System Options.

To create an invoice

1. In the menu bar, click Tools > Invoices.

1. In the toolbar, click Create.
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{2 Lreate &' History

Invoice Date 05212014 v Preview
Dates

© All Uninvoiced Activity

AT )

,-"'Gmps['bonfohs l Ledger Types ] -~
[ ]
| &) 7] Buyers
| @ 7 Sellers
| @ ] investors

"1 Management |

LA Preview ¢ OK

Create Invoice | - X

To change the invoice date, in the Invoice Date list box, click a date.
Do one of the following:
To include on the invoice all activity that you haven't invoiced, click All Uninvoiced Activity.

To include on the invoice activity for a specific date range only, click Activity Between and then
specify the date range.

On the Groups tab, select the groups or individuals within a group to include on the invoice.

Click the Portfolios tab.
/. Groups/ Portfolios | LedgerTypes | ¥

Oal

(O Single Porticlio
@ Multiple Portiolios

- [ All Pectfolios ~

12

O
i~ [[12005 Sept Purchase
1~ [ Advanta Test

Do one of the following:

To include on the invoice all portfolios, click All.

To include on the invoice a specific portfolio only, click Single Portfolio and then, in the list box,
click the portfolio.
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3.

1.

To include on the invoice multiple portfolios, click Multiple Portfolios and then select the
portfolios.

Click the Ledger Types tab.

/. Growps | portois,” LedgerTypes | ¥

[V} Agency Fee

[#] Bankruptey

[¥] Bankrupicy Buy Back

[@) Buy Back

[¥] Client Regquest

[1Client Reques! Buy Back

[#] Cregit Bureau Report

[! Decazsad

[¥] Deceased Buy Back

[¥! Order Medgia: Affidavits

[¥] Drder Media: Applications i
[%) Order Media: Other i
[¥] Order Media: Statements }
[5) Other vl

Select the ledger types to include on the invoice.

To view the invoice, click Preview. A tab appears for each entity you selected that has ledger
items that meet the specified criteria. A summary appears beneath the data grid on each tab.

w5 | _sellers | v

/' Santa Cruz Portfolios, LLC |

o 3 —

T LedgerComm Y, Date 3 Account Nu 3 Debtor 3 Credit 3 Debit 3
Sold Portiolo 1d:24 | 30/37/2005

Grand Summares

|Sumis  [SumcseesE .

1

Sum Credit:| 000| Gross Total| S__46.486.97 | PlesseRemit | $__ 4648697

SumDebit: | $__ 4643697 | NetTotal: | S__ 4648697

[ ok |[ Coancel |

Related

Data Gri

To modify the view, see Data Grids.

To generate the invoice, click OK.

To print the invoice, do the following:

1. Click Print.

2. In the Print dialog box, specify the printer settings or accept the default.
3. Click Print.

To export the invoice to an Excel file, do the following:

1. Click Export.

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

3. Click Save.
Topics

ds

Invoices
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View Invoice History

Use the Invoice History tab on the Invoices window to view invoice history. You can also reprint or back
out an invoice.

To view invoice history

1. In the menu bar, click Tools > Invoices.
bvoies | R 1

”‘I'}Qute & History

1. In the toolbar, click History.
Invoices %
Create History
Imvosce 5 55 hwoeﬂslotyl “rezte invoice | x
Date Range | 101972006 |e] ang 10202006 v
(@ Al Groups (®) All Portiolios (&) All Ledger Types
(O Single Group (O Single Portiolio () Single Ledger Type

P —— S— Pt ———————— e ce—e——

|Select2 Dabt Buyer Grovp-.. V.

Group Name SVa CreditTotal V& DebitTotal V& TV&

Mark V Capital Group $807.248.50 3,784.47 s

1. Specify the date range for the invoices to view.

2. Do one of the following:

1. To view invoices for all groups, click All Groups.

2. To view invoices for a specific group, click Single Group and then, in the list box, click the group.

3. To view invoices for all portfolios, click All Portfolios.

4, To view invoices for a specific portfolio, click Single Portfolio and then, in the list box, click the
portfolio.

5. To view invoices for all ledger types, click All Ledger Types.

6. To view invoices for a specific ledger type, click Single Ledger Type and then, in the list box, click

the ledger type.

1. To modify the view, see Data Grids.
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Related Topics

Data Grids

Invoices

S GENESYS

Export Debt Buyer Contacts to an Excel File

Use the Contact Locator tool to select debt buyer contacts and export the list to an Excel file.

To export debt buyer contacts to an Excel file

1. In the menu bar click Tools > Contact Locator.
zao-!uowusm Zjeen Pe
B g:’;"" “ 7 Exclude Duplicats Records j
= ciawe I~ Maximum Records  [100 = |
- gm"“ = =T SR RS e S s e
3~ 4 Champion Chalengss ' -
@i Commenrts ‘ { | V& =
s ic X &8 E
@ [ Consobdation New i Contactid 7S
mgg«: B Neme 1
o Forwarding ] Firsth
@ [ Debt Purchasing jg" 8 S54 |
&[] Debtor Demogrephics =l AdleName
-] DebtorBankirfo R A R i R A i S e s - )
@ [ DsbtorCredtCards > :
@[ Delnquency R4S BREC D
g. g M‘E Crog and drop new condions onto Ovs swiace =
@ [ Exdy Stage Data
& ] Fnancial
-7 Lsttude Fusion
& Legd 8
@ ] Letters L3
g.gw'rm i 3 =
@] MscBira .
-l Mo ki b AR AN TR &
8 : Draw and drop new colurmns onfo ¥xs surface S
& dp Loy and drop - Vot
-] Phanes_Master
@i (3 PordoloContacts
@] Porfolios - -

§
i
i

]
i

1. Do one of the following:

1. To open an existing query, in the toolbar, click Open. Click the query and then click Open.
2. To create a query, specify the columns, conditions, and order.

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

2. Click Export to Excel.

3. In the Save As dialog box, type a name for the file or accept the default.
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4, Click Save.

Related Topics
Queries

Tools

S GENESYS

Export Portfolios to an Excel File
Use the Portfolio Locator tool to select portfolios and export the list to an Excel file.

To export portfolios to an Excel file

1. In the menu bar click Tools > Portfolio Locator.

EUWILUMHS"--_JMDM

- Accounts
&€l AM > :Z Exclude Duplicate Records :
@ [ AWG Maximum Recerds  [100 3
S g G e
5 Challenger
@~ ] Commerts | V|-
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m—g Court ] Code L3
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30 Eaty Sage Data I
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1. Do one of the following:
1. To open an existing query, in the toolbar, click Open. Click the query and then click Open.
2. To create a query, specify the columns, conditions, and order.
1. Click Run. The query results appear on the Results tab.
2. Click Export to Excel.
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3. In the Save As dialog box, type a name for the file or accept the default.

4, Click Save.
Related Topics
Queries

Tools
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