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Introduction to Latitude Console

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

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

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

e Create users and roles.

e Assign users to roles.

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

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

e Process payment batches to update account balances.

What's New in Latitude Console

Latitude Console 13.0 includes the following new features.

Custom Panel Query Creator tool

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

The following Service Updates (SU) introduced changes and enhancements to Latitude Console 13.0:
2020 R1

CBR Special Comment tool

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

Log on to Latitude Console

Use the Latitude Login dialog box to log on to Latitude Console. The options and features in Latitude
Console that are available to you are based on your assigned permissions.
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To log on to Latitude Console
1. Do one of the following:
e On your desktop, click the shortcut to Latitude Console.
e Click Start > All Programs > Interactive Intelligence > Interaction Collector > Latitude

The Latitude Login dialog box appears.

® Latitude Login

User Mamse: ||

Password: |

Database: |Default Instance

[T Login using Windows authentication

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

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

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

4. Click Okay. The Main Menu window appears.

3 04 MODEL Imteraction Collecior - Main Meny (= [8) X

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

To change your password

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

O Pazsword: |

MNew Passvaad |

Confirmn Passwond: |

Cancel | Change |

e A

2. Inthe Old Password box, type your current password.

3. Inthe New Password box, type your new password.

4. In the Confirm Password box, retype your new password.
5

Click Change.

Latitude Product Suite

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

Program Description

Agency Interface [Electronically distributes accounts to other agencies. AIM creates a file that outside collection
Module (AIM)  [agencies and attorneys can import into their programs for collection activity. In addition, AIM
can import information received from outside collection agencies and attorneys into the
Latitude database and process account recalls. For more information, contact your Latitude by
Genesys sales representative.

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

Custodian Editor Handles processing for end-of-day activities, including:

e Deleting invalid information

e Creating daily work queues

e Scheduling promise reminder letters

e Scheduling post-dated check and NITD reminder letters
e Evaluating kept and broken promises

e Scheduling fulfilled and pending post-dated payments
e Calculating simple interest

e Creating vendor letter files
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e Evaluating credit bureau reporting status

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

Exchange
Manager

Allows your organization to create customized import and export files.

Fusion Wizard

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

Goals Manager

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

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

Dashboard Displays the collection statistics for the logged on user.

Invoices Generates invoices for client remittance, issues statements showing receivables, sets up banks

(trust accounts) and creates the checks needed for your clients, based on account collection
activity in Latitude.

Job Manager

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

Overpayment Allows your organization to review and manage overpayments, apply them to other accounts,

Manager and create refund checks.

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

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

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

Letter Console

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

Link Console

Handles automatic linking of new accounts added to the system based on scores and
algorithms.

10
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List Builder Creates dialer call lists from List Builder query results.
Management Includes the following tools:
Suite
Account Analysis [Retrieves accounts that meet specific criteria and then sorts, groups, or
summarizes the information for review. You can use this tool to create
work queues for accounts that meet specific criteria.
Condition Builder [Modifies selection criteria for query tools.
Credit Report Requests credit bureau reports for multiple accounts, based on customized
Requester selection criteria.
Credit Bureau Creates files to send to credit bureaus.
Reporting Wizard
Custom Queue Creates queues using customized selection criteria.
Manager
Desk Mover Moves accounts to specified desks based on customized selection criteria.
Letter Requester [Requests letters for multiple accounts based on customized selection
criteria.
Pool Queue Creates a work queue of accounts that collectors assigned to the Pool
Manager queue can work.
SQL Author Creates and stores custom SQL statements using the query builder.
Status Changer  [Changes the status for groups of accounts based on customized selection
criteria.
Manager Displays real-time statistical collection information. It allows managers to monitor collection
Dashboard activities for all locations, departments, and teams.
Reporting Saves snapshots of reports along with comments you type. Snapshots depict a report at a
Console specific point in time.

User Manager

Allows management of user accounts.

Help Overview

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

11
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To open help

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

B Help System - O *

M e o &

Hide Back Forward Print

Cortents |w |ﬁaa-|:h| 2 3 Home | Help Syitem A\
LY Help System =1 - .
(7] What's New 3 GENESYS 4 Dexbonck
Logon
Book 1 Introduction 5
Book 2
Book 3 This graphic represents the help system layout

for Latitude by Genesys products.

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

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

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

1. Toolbar: Displays options for the help window.
2. Tabs: Displays the following:

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

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

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

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

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

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

12
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Search feature

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

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

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

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

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

Wildcard expressions

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

Search for... Example [Result

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

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

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

Returns all topics with text that has any character
32757 where you placed a question 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"
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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

tor... Example Result

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

account AND| e : I
AND tatus in the order specified. For example, the search returns topics with "the account
status..." or "the status of the account..."
account OR . . .
OR ctatus Returns all topics with either account or status, or both.

account NOT

NOT Returns all topics with account but not status.
status
dccount . .

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

Payments and Invoices

Payments and Invoices

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

Payments

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

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

Close all other Latitude Console and Latitude windows before opening the Payment Entry
window.

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

Payment Batches

Payment Batches

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

Create a Batch

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

To create a batch

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

15



Latitude Console Printable Help

| P T
o S E—— r T X ||
Payment E

Batr_h Account Reports

Batch | Account | I
— Batch Operations

Mew |  Dpen | CloseBatch |  EditBatch | Delete Batch | | Process |
— Cusrent Batch -

Mumber  Type Date Created By Expected Amount  Count  Actusl &mount  Count
B D EEER ADMIN [ s000 [ o [ 00 | 1 |
Batch Summary

e 1D Ertered File Mumbes Mame Amount Curnency

b 10 52172012 1016 DUGAM, SUSAMN 450000 USD
Le] | )
Addlem |  Editltem | Deleteltem | Ext |

2. Onthe Batch tab, click New, or from the Batch menu, select New Batch. The New Batch dialog
box appears.
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J# New Batch e X
BatchDate | E/18/2012 +| Branch |DDO0D-MAIN BRANCH j|

Crescrption |

[ Valdate expected values when proceszing babch, |

Espected Court [0 Expected Amount |0 00

[~ Owemde system date with thesze values wihen procaszing batch

Syatemn Month |LI-:I:|:|:| | Syatem r'ear | 1 |

Sedact Payment Batch Type

f* Paid Lz ™ Pad Uz Revarzals/Bounces
™ Paid Chert ™ Pad Chent Reverzab:/Bounces
= Liacicemng Acuhmenix ol = Increasing Adustments (Mo fee due

fee duie

" Outzide Agancy Payments ¢~ Hukede Agency Paprent

Reversals/Bounces
| (1].4 I Cancel |

h e — ¥,

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

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

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

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

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

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

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

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

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

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

4.

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

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

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

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

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

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

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

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

Complete the remaining information and then click OK. The Account tab appears.
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"5 Payment Entry - PU batchit 120 = @ s
Batch  Account Reports
Batch  Account
Aecount Selection Baleh Tolals
& QurNumber ¢ CustAcctNo | _Lateve | Search | | [ $0.00 | o |
|
Account Mumber Balance Dus |
| | Status Deck Blevel Received
| |
Links ~ Payment |ﬂ|-x+nr3; I Moles I Al I='-nm:=.r—.3 ]
Arnount [Diake Paid Methad Sub Type
_Gpead | [1172802m2 <] | - | ™ SF ™ PF ¥ Mote
Debtor Comemnent Check # Fee Schedule
! =l | | _Change |
. 1 Amount withheld
Promize Nobes by fﬁ-.:grdae
li
Desk
Moy Buckets Current Amt | Apply Amount - Fee % Fes Amount
4" syl
Prncipal 50,00 $0.00 0 $0.00 =
nlesest $0.00 | $0.00 0 $0.00 Est
Collection Costs $0.00]| $0.00 0 $0.00
Bad Check Chgs $0.00]| $0.00 [ $0.00
Court Costs $0.00)| $0.00 0 $0.00
Attormey Fees $0.00] | $0.00 0 $0.00
Mizc $0.00{ | £0.00 | o 000
80,00 0.0 | o 50,00
$0.00 $0.00 | 0 $0.00
Tranzachon Charges iﬂ.ﬂ:"l s0.00 | 0| $0.00

Open a Batch

Use the Payment Batches dialog box to open a batch so you can add payments to it or process

it. Typically, you add these payments when new payments arrive later in the same day that corresponds
to an existing batch type. You cannot open a batch that the system already processed. We recommend
that you process payment batches at the end of the day.

To open a batch

1.
window appears.

In the Main Menu window, from the Apps menu, click Payment Entry. The Payment Entry
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T = T q = X
<k Payment E —

Batr_h Account Reports

Batch | Account |
B atch Operations
Mew | Open | CloseBatch |  EditBatch | Delete Batch | | Process
~ Current Batch -
Mumber  Type Date Created By Expected Amount  Count  Actusl &mount  Count
[ 15 [ru] szzmz | ADMIN [ soo0 ] o [ sso000 [ 1|
Batch Summmary
ltem |0 Erered File Mumbes Name Amount | Cunency
» 10 5/21/2012 1016 DUGAN, SUSAN $500.00 USD
el | 2
Addltem | Editltem Dielete Item Exit

2. Do one of the following:
e On the Batch tab, click Open.
e From the Batch menu, select Open Batch.

The Payment Batches dialog box appears. All payment batches that the system hasn't processed
appear in the data grid.
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P = Paid to Uz
PC = Paid to Chenit
D& = Decreasing Adjustments
P = Paid Agency
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(5 mmg

)|

PUR = Paid Us Reversal/Bounce

PCH = Paid Client Reversal/B ounce
DaR = Increazing Adpstments
PAR = Paid Agency Reversal/Bounce

FPayment B atches

Baich

| Desciiption

Appended

Mo ear

Count

Exp'd

Created

15

S/21/2m2

11/20M

0

0

B/ 2

Show batches for all users: If selected, batches for all users display. If cleared, only batches

created under your User ID display.

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

Review a Batch

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

payments, reversals, or adjustments.

To review a batch

e If the batch isn't already open, do the steps to Open a Batch. The Payment Entry window

appears.
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S Payment i i nj
Batch nunt Reports N
Batch | Account |
— Batch Operations
M | CloseBatch |  EditBatch | Delete Batch | | Process
Current Batch -
Mumber  Type Date Created By Expected Amount  Count  Actusl &mount  Count
[ 15 [ru] szzmz | ADMIN | soo0 [ o [ om0 [ 2 |
Batch Sumenarn
ltem ID Ertered File Mumbes Name Amount | Cunency
11 5/21/2012 1023 DAY, SAMUEL $200.00 USD
el 2
Addltem |  Edtltem | Delsteltem | Exit

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

Tip: You can sort the data grid by clicking a column heading. To save the sort order as the
default when opening the Payment Entry window, in the Batch menu, click Save Batch
Summary Preferences. To return the data grid to the most recently saved sort order, in the
Batch menu, click Reset Batch Summary Preferences.

Modify Batch Properties

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

To modify batch properties

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

appears.
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| P T
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Payment E

Batr_h Account Reports

Batch | Account | I
— Batch Operations

Mew |  Dpen | CloseBatch |  EditBatch | Delete Batch | | Process |
— Cusrent Batch -

Mumber  Type Date Created By Expected Amount  Count  Actusl &mount  Count
B D EEER ADMIN [ s000 [ o [ 00 | 1 |
Batch Summary

e 1D Ertered File Mumbes Mame Amount Curnency

b 10 52172012 1016 DUGAM, SUSAMN 450000 USD
Le] | )
Addlem |  Editltem | Deleteltem | Ext |

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

e From the Batch menu, select Edit Current Batch.

The Edit Batch dialog box appears.
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TN
| BaichDats 57212012 ~| Branch ul i

Crescnphon

[ Valdate expected values when proceszing babch,

Espected Court |0 Expected Amount |0 00

| Owemde spzbem date wath theze values when proceszzing batch

Syatem Month |'.-: ember | Syatem vear | 1 |

f* Paid Lz ™ Pad Uz Revarzalz/Bounces
™ Paid Chert ™ Pad Chent Reversab:/Bounces
{1 Docicomng Adpnimerix o = Imcreasing Adustments (Mo fee dus|

fee duie

£ Oubride Agency Paymants Dukzide &gency Paymett

Reversals/Bounces
| (1]4 ] Cancel

L —

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Modify the information as needed and then click OK.

Process a Batch

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

To process a batch

1.

If the batch isn't already open, do the steps to Open a Batch. The Payment Entry window
appears.
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ESTAUTEIA R N
Batch Account Reports
[Baich | Account|
~ Batch Operations

Mew | Open | Close Batch |  EditBatch | Delste Batch | | Pracess |
~ Current Batch -
Mumber  Type Date Created By Expected Amount  Count  Actusl &mount Count
[ 17 |ru] amenz | brnartin | som | o | gsooo0 | 1 |
Batch Sumenar
ltem |0 Ertered File Mumbes Name Amount | Cunency
] 14 5/21/2012 1032 BROOKS, SCOTT $500.00 USD
el | )
AddMem | Edilten Delete e Exit

Click the Batch tab.

N

3. Do one of the following:

Click Process.

From the Batch menu, select Process Current Batch.

A confirmation dialog box appears.
4. Click Yes. When processing is complete, a message dialog box appears.

5. Click OK.

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

To close a batch
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1. If the batch isn't already open, do the steps to Open a Batch. The Payment Entry window
appears.

Batch Account Reports
Batch ]Acmuntl
— Batch Operatians
New | Open Close Batch |  EditBatch | Delete Batch | Process
Current Batch -
Mumber  Type Date Created By Expected Amount  Court  Actusl Amourk Count
[ 15 [Pu] amenz | ADMIN | som | o | ssooo0 | o1 |
Batch Summmary
ltem |0 Erered File Mumbes Name Amount | Cunency
» 10 5/21/2012 1016 DUGAN, SUSAN $500.00 USD
el 2
Addltem | Editltem Deelate ltem Exit

2. Do one of the following:

3. On the Batch tab, click Close Batch.

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

Delete a Transaction from a Batch

Use the Batch tab in the Payment Entry window to delete a transaction from a batch. If the system
already processed a batch, you cannot delete transactions from the batch. To correct a transaction that

the system processed, use a reversal posting (PUR, PCR, PAR, or DAR).

To delete a transaction from a batch

1. Do the stepsto Open a Batch. The Payment Entry window appears.
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Batch Account Reports
Batch | Account |
r~ Batch Operations
Mew | Open | CloseBatch |  EditBatch | Delete Batch | Process
Current Batch -
Mumber  Type Date Created By Expected Amount  Count  Actusl &mount  Count
[ 15 [Pu] amenz | ADMIN | som | o | ssooo0 | o1 |
Batch Summmary
ltem |0 Erered File Mumbes Name Amount | Cunency
» 10 5/21/2012 1016 DUGAN, SUSAN $500.00 USD
el | 2
Addltem | Editltem Dielete Item E i

2. Click the Batch tab.

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

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

Delete a Batch

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

To delete a batch

1. If the batchisn't already open, do the steps to Open a Batch. The Payment Entry window
appears.
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Batch Account Reports
Batch | Account |
r~ Batch Operations
Mew | Open CloseBatch |  EditBatch | Delete Batch | Process
Current Batch -
Mumber  Type Date Created By Expected Amount  Count  Actusl &mount  Count
[ 15 [Pu] amenz | ADMIN | som | o | ssooo0 | o1 |
Batch Summmary
ltem |0 Erered File Mumbes Name Amount | Cunency
» 10 5/21/2012 1016 DUGAN, SUSAN $500.00 USD
el | 2
Addltem | Editltem Dielete Item E i

2. Do one of the following:

On the Batch tab, click Delete Batch.

3. Inthe confirmation dialog box, click OK.

Payment Accounts

Payment Accounts

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

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

Select an Account

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

Retrieve an Account by Account Number

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

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

The Account tab in the Payment Entry window appears.
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"&F Payment Entry - FU batch® 130 = @ s
Batch  Account Reports
Batch  Account
Aecount Selection Baleh Tolals
& DurMumber © CustAcctMNo Lameve | Search | [ $0.00 ] 0 ]
|
Account Mumber Balance Dus
| | | .S-taus |I'_'Iagk |QLENI'E1 ) Received |
Lir ks .?T‘r"l el |ﬂ-h||':; ] El‘.n—.:-. I Al | P oS es ]
Aot Date Paid Method Sub Type
Speead | [11/262m2 ] | - | [ SIE [ BIE & Mote
Debtor Comemnent Check # Fee Schedule
| =] — [Chungs
, Amcurit withheld
Promize Motes by forwardes
Desk

Moy Buckets Current Amt Apply Amount - Fee % Fes Amount

Pricipal 50,00 $0.00 0 $0.00 —l

lerest $0.00 $0.00 0 $0.00 Esit

Collection Costs $0.00 $0.00 1] $0.00

Bad Check Chags $0.00 $0.00 i} £0000

Court Coests $0.00 $0.00 i} £0.00

Blttomey Fees §0.00 £0.00 | o 000

Mizc g0.00)| S0.00 | o 50,00

80,00 0.0 | o 50,00
80,00 $0.00 | o $0.00
Tranzachon Charges $0.00) | s0.00 | 0| $0.00

Do one of the following:

To retrieve the account by the Latitude file number, click Our Number, type the file number in
the box, and then click Retrieve.

To retrieve the account by client account number, click Cust Acct No, type the account number
in the box, and then click Retrieve.

One of the following occurs:

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

e If a payment batch exists for the account, a message appears indicating that a payment
for the account is pending in an existing payment batch. Do one of the following:
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o To process the payment in the existing batch first, click No to cancel creation of
this payment and then process the existing payment batch.

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

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

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

% QuiMumber " CustbcctNo |

|KILE, RICHARD 0000007 - CUSTOMER OME
12 JAMES ROAD

|
APT G 7451021574653 $2,000.00 USD
ALLENTOWN [Pa g1 Desk -
| MEw | 0000000 g75 | 0212 |

56565 - TRUST ONE - US Dollar {USD) Selected Linked Accounts

Links | payment | History | Notes | 4ni | Promises | <¢ [1200KILE. RICHARL » ] »>
Amaint Date Pad Metiod Sub Type
| M|Ml| 3/29/2m6 =|| |eMones [T SIF T FIF 7 Mot
Comment Check # Fee Class Fee Scheduie

I I [EIEFLT _ﬂl Change I
- Autemated Spresding O pliors
I~ Toplobottom  Ewvendémount ( Proporional o Balence % Prionty, Propostional Accept Al |
Linked &ccounts

I Select Amaunt | Fie Mumbsr | Account Numbes | Customes | Balance M arme
F £0,00 ] 1000 FEENGATETDTS | DD00001 957 47 | EILE . RICHARD

F $0.00]1:2m FE7TASERE300TZ | 0000007 £250.00] KILE, RICHARD

I
Applied  $0.00 Linked Bal 321747 Edit Ik |
Ciftererce $0.00 CSelecied Bal 3321747

Search for an Account Using Simple Search

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

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

e To create a batch, do the steps to Create a Batch.
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e Toopen a batch, do the steps to Open a Batch and then click the Account tab.

The Account tab in the Payment Entry window appears.

Batch  Account Reports

Batch  Account |
Aecount Selection  Balch Totals
& OurMumber ¢ CustAcctMo | |_jhmm | Search | | l $0.00 l 0 J
|
Accaunt Mumber Balance Dus |
[ ] Staluz __ Desk Level _ Received
| I I |
Links  Payment Iﬂrstl:lr':,' | Motes | AW IPrurﬂses |
Amount Date Paid Methad Sub Type
_Spead | 117280202 =] | || ™ SIF [~ PIF @ Mate
Debtor Corrment Check # Fee Scheduls
! =l [ I _Change |
: i~ Amount withheld
Promize Mobes by fdl.::m
—
 Desk
Morey Buckets 1~ Current Amt | Apply Amount | Fee & Fee Amount =
Principal 30,00 300 ] $0.00 s
Interest $0.00| $0.00 0 $0.00 By
Collection Costs $0.00{ $0.00 0 $0.00
Bad Check Chge $0.00)| $0.00 0 $0.00
Court Costs 50.00 | $0.00 [ $0.00
fittomey Fees s0.00 | $0.00 0 $0.00
Misc $0.00/ | $0.00 0 $0.00
$0.00{ | g0.00 o $0.00
80,00 $0.00 | o $0.00
Tranzaction Charges . #D.ﬂ:‘” $0.00 | i} $0.00
2. Click Search. The Search for Account window appears.
3. Click the Simple Search tab.
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Simple Search | Advanced Search | Saarch Reaults | For help with wild card searching, dick here.

File Number: I

Name #1 ||_,usmm ||
|Frstiame x|

SEM: |

Name #2

Addrags:
City:
State:

Zip Code:

Phone: |Al Phones l”

Orig Cred: |

Account: I

[ Mo items selected. a
Search complete, 39 results returned.

=] cear | [“searar ]

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

Extra Data:

Maodmum results:

Simple Search | Advanced Search Search Resuts |

1002

File Number | Mams

BARMNES, MICHAEL C
BALESTRIERI, JOSEPH
EEYER, BENJAMIN ]
BROOKS, SCOTT
BRIGGS, HEATHER
BURCHETT, LISA
BARNES, LINDA
BOWLERS, MARVIN
BERWAGER,, DOROTHY R
BURKHART, CARL B
BASHAM, GREG
BROUSSARD, GREGORY

BRITE, STEVEN

B AR SAREET MITAR M
I

| Address

281 E MAIMN 5T

805 DUMBURY RD

725 SHERWOOD AVE
1305 59TH 5T

4319 ELIZABETH 5T
1319 MOUNT ROSE AVE
PO BOX 28 STAR ROAD
10515 SFTH ST

619 HIGH 5T
S41RAILROAD ST

110 HERITAGE LN
STAAMGTH ST

1402 4TH AVE
1A &€ AL ADR &T

AL FNTOWN

| State

| Zip Cade | S5

Maimum results:

=]

Saarch complete, 39 results returned.

5. Click the account to retrieve and then click Select. One of the following occurs:

e If the account is a Particulars of Debt (POD) account, a message appears indicating that the

system doesn't support adjustments on POD accounts. The system doesn't retrieve the account.
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If a payment batch exists for the account, a message appears indicating that a payment for the
account is pending in an existing payment batch. Do one of the following:

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

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

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

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

% QuiMumber " CustbcctNo |

|KILE, RICHARD 0000007 - CUSTOMER OME
12 JAMES ROAD

|
APT G 7451021574653 $2,000.00 USD
ALLENTOWN [Pa g1 Desk -
| MEw | 0000000 g75 | 0212 |

56565 - TRUST ONE - US Dollar {USD) Selected Linked Accounts

Links | payment | History | Notes | 4ni | Promises | <¢ [1200KILE. RICHARL » ] »>
Amaint Date Pad Metiod Sub Type
| M|Ml| 3/29/2m6 =|| |eMones [T SIF T FIF 7 Mot
Comment Check # Fee Class Fee Scheduie

I I [EIEFLT _ﬂl Change I
- Autemated Spresding O pliors
I~ Toplobottom  Ewvendémount ( Proporional o Balence % Prionty, Propostional Accept Al |
Linked &ccounts

I Select Amaunt | Fie Mumbsr | Account Numbes | Customes | Balance M arme
F £0,00 ] 1000 FEENGATETDTS | DD00001 957 47 | EILE . RICHARD

F $0.00]1:2m FE7TASERE300TZ | 0000007 £250.00] KILE, RICHARD

I
Applied  $0.00 Linked Bal 321747 Edit Ik |
Ciftererce $0.00 CSelecied Bal 3321747

Search for an Account Using Advanced Search

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

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

e To create a batch, do the steps to Create a Batch.
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e Toopen a batch, do the steps to Open a Batch and then click the Account tab.

The Account tab in the Payment Entry window appears.

Batch  Account Reports

Balch .ﬁ.cmu-ll
Aecount Selection ~ Bateh Tetals
& OurMumber ¢ CustAcctMo | |_jhmm | Search || l $0.00 l 0 J
|
Account Mumber Balance Dus |
[ ] Staluz __ Desk Level _ Received
| I I |
Links  Payment Iﬂrstl:lr':,' | Motes | AW IPrurﬂses |
Amourn Date Paid Methad Sub Type
Spead | (11260202 =] | = ™ SIF [ PIF ¥ Nate
Debtor Corrment Check # Fee Scheduls
! =] [ I _Change |
- - Amourt withheld
Promize Mobes I:g.-fd-.::rdaa
—
 Desk
Morey Buckets 1~ Current Amt | Apply Amount | Fee & Fee Amount =
Principal 30,00 300 ] $0.00 s
Interest $0.00| $0.00 0 $0.00 By
Collection Costs $0.00{ $0.00 0 $0.00
Bad Check Chge $0.00)| $0.00 0 $0.00
Court Costs 50.00 | $0.00 [ $0.00
fittomey Fees s0.00 | $0.00 0 $0.00
Misc $0.00/ | $0.00 0 $0.00
$0.00{ | g0.00 o $0.00
80,00 $0.00 | o $0.00
Transaction Charges || $0.00 $0.00 | o $0.00

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

3. Click the Advanced Search tab.
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Simple Search  Advanced Search | Search Re-n.hl

& l..I:] Accounts -
B0 Account Age 0
- Balance
- Branch E
B[] Credit Bureau Reporting
-1 Customer =
= [ Desk
= [:J Queue
El 1 status
%P Account Linked?
i%¢ Account Open?

(%P Active Status?

-%p Archived?

—%F Charge Off Date
i8¢ Closed and Returned?
i%F Closed Date

—%F Contract Date

LD e cbemar Aerne et K
m [ ¥

Lirag and drop new conditions onto IS s

Madmum results: 250 =

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

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

Click Search. The search results appear on the Search Results tab.

Simple Search | Advanced Search  Search Resuts |
File Number | Mame | Address

|State | Zip Code | 554

BURGOYME, EILEEN A
BARMNES, MICHAEL C
BALESTRIERI, JOSEPH
EEYER, BENJAMIN ]
BROOKS, SCOTT
BRIGGS, HEATHER
BURCHETT, LISA
BARNES, LINDA
BOWLERS, MARVIN
BERWAGER,, DOROTHY R
BURKHART, CARL B
BASHAM, GREG
BROUSSARD, GREGORY
BRITE, STEVEM

B AR SAREET MITAR M
I

2802 RYERSOM FL

281 E MAIMN 5T

805 DUMNBLURY RD

725 SHERWOOD AVE
130 5 39TH 5T

4319 BLIZABETH 5T
1319 MOUNT ROSE AVE
PO BOX 28 STAR ROAD
10515 59TH 5T

619 HIGH 5T

544 RAILROAD 5T

110 HERITAGE LM
STAAMGTH ST

1402 4TH AVE

1014 £ HrLADR &T

AL FNTOWN

Madmum results:

250 =

Search complete, 39 results returned.
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7. Click the account to retrieve and then click Select.

One of the following occurs:

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

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

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

o0 To continue with creation of this payment, click Yes. Information for the account
appears in the Payment Entry window.

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

If a payment batch doesn't exist for the account or one of the linked accounts and the
account is not a POD account, information for the account appears in the Payment
Entry window.
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Batch Account Linked Accounts Reports
Baich &ccount
~Account Sedechion
% QuiMumber " CustbcctNo |

|KILE, RICHARD 0000007 - CUSTOMER OME
12 JAMES ROAD

|
APT G 7451021574653 $2,000.00 USD
ALLENTOWN [Pa g1 Desk -
| MEw | 0000000 g75 | 0212 |

56565 - TRUST ONE - US Dollar {USD) Selected Linked Accounts

Links | payment | History | Notes | 4ni | Promises | <¢ [1200KILE. RICHARL » ] »>
Amaint Date Pad Metiod Sub Type
| M|Ml| 3/29/2m6 =|| |eMones [T SIF T FIF 7 Mot
Comment Check # Fee Class Fee Scheduie

I I [EIEFLT _ﬂl Change I
- Autemated Spresding O pliors
I~ Toplobottom  Ewvendémount ( Proporional o Balence % Prionty, Propostional Accept Al |
Linked &ccounts

I Select Amaunt | Fie Mumbsr | Account Numbes | Customes | Balance M arme
F £0,00 ] 1000 FEENGATETDTS | DD00001 957 47 | EILE . RICHARD

F $0.00]1:2m FE7TASERE300TZ | 0000007 £250.00] KILE, RICHARD

I
Applied  $0.00 Linked Bal 321747 Edit Ik |
Ciftererce $0.00 CSelecied Bal 3321747

Wildcard Search

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

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

To use wildcard search

1. Inthe Name #1 list box, select the name type.

2. Inthe Name #1 box, type a full or partial name.

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

F B’
Zeemron I . ==

Simple Search | Advanced Search | Search Resuits | For help with wild card searching, dick here.
File Number: |

Name #1 ILast MHame LI.ISH_I D
Name #2 |Frsthame || e
GEN: |

City: |

State |

Zip Code: |

Phone: IHI Phones 3[

License =: |

Customer: | Mo items selected. ;]
Account: |

Status: | o items selected. a
Desk: Ihlu items selected, J
D #1: |

D #2: |

Extra Data: | Mo items selected. ;l

Madmum results: | 250 3:

4. Click Search. The results display on the Search Results tab. If the system doesn't find any
matches, a message displays indicating such.

I Note: You can also do a wildcard search on the Name #2 box, along with the Name #1 box. I

Add a Payment to an Account

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

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

1.

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

Do one of the following:

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

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

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

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

- Payment Entry - PU batch# 122 - = -
Batch Mccount Reports
Batch  Account |
Account Selechion Batch Totalks
* OuwMurber € CintAcciNo | 1241 RBewieve | Seach || | 3000 | 0 |
FARSONS. SUSAM %ﬁﬁﬁ ~Fortioiio 2
111 MAIN ST Account Number B alance Dus
4227097 222356268 | $744 37 USD
SOUTH HADLEY |""'|"éL |I]1 0752843 Statuz Dezk OLevel Recsived
NEW | ATLADMIN 05 | 05437200
00000 - General Trust- LIS Daollar (LIS}
Linkz  Payment ]H'Hﬂ"!"l E.:.teg] A |Prunrse-a]
Amount Date Paid M ethod Sub Type
| 30.00 gﬂmf||11mm123| || [T SIF T AIF W MNote
Dekear Comirrent Check # Fae Schedule
|DPARSOMS, SUSAN || | {0003 - 100z _ Change |
Promise Motes i m;'m_
| | 0
Dk
Morney Buckets Cuitrent Al Apply Amount - Fee & Fee Amourt
Pincipal $676.70 $0.00 100 $0.00 ’”—l
Inferest $0.00 $0.00 100 $0.00 Ext
Colection Costs {5767 $0.00 100 | 40,00
Bad Check Chas 40,00 0.00 | 100 | 40,00
Court Costs J0.00 $0.00 | 100 | F0.00
Altomey Fees $0.00 | $0.00 | 100 | 3000
M 40,001 $0.00 100 40,00
$0.00 $0.00 100 $0.00
40,00 $0.00 100 40000
Trangaction Chaiges 40000 $0.00 100 40,00
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Amount: Payment amount received.

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

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

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

I Note: If selected, the system creates a note when posting the payment. I

Debtor: Defaults to the primary customer on the account. You can select multiple customers
associated to the account.

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

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

Payment.

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

Promise Notes: Use promise notes for:

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

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

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

Amount withheld by forwardee: Dollar amount of the payment that the forwardee (for example,
attorney) who collected the payment withheld. The fees due to your agency don't include this
amount.
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Desk: Desk currently holding the account. If your permissions allow, you can change the desk so
that you receive credit for the payment. For more information, see Change the Desk Assigned to
an Account.

4. Complete the information and then click Spread to apply payments to the Money Buckets set
up by your agency, based on the selected Fee Schedule.

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

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

Add a Payment to a POD Account

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

To add a payment to a POD account

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

2. Do one of the following:

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

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

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

3. Onthe Account tab in the Payment Entry window, click the Payment tab. A POD data grid
appears with invoices listed in date order from oldest to newest.
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«J# Payment Entry - PU batchi# 125 ol @ (]
Batch  Account Reports
Balch  Account
decount Selection Batch Totals
& QurMumber ¢ Custécct Mo | 1207 Betieve I Cearch J | 40,00 | 0 |
[ Customer
FINTO. MICHAEL 0000075 - POD Customes |
26 ARLINGTOM 5T m H Ba Diue
- 4227097249110250 | $737.00| USD
HYaNMIS M | D2B013263 | Desk DL evel Recehed
| NEW | ADMINT | 015 | 054132000 |
00000 - General Trust- US Dollar (IS0
Links  Payment |E=1=W | motes | 2pe | Promises
Arount Date Paid Method Sub Type
L | S | [11/2602m2 <] | | | T SF ™ PF & Mote
Debtor Comment Check # Fee Schedule
[0PINTO. MICHAEL || [ [0006 - Collector Fee 20%  Change
Prori Armount withheld
e by forwardes
I 0
Dk
| ADMINT |
POD= !
Fress Accepl bo appl payment sutomaticaly o enter amounts below | SCCE |
POD lrwioice [ Date |In'.'m:e.ﬁmt Cusrert Bal | Apphy Amé [ Faa C Esat
DE= | 2A15/2000 $300.00 $300.00 $000]  $0.00
114744 25,2000 450000 $500.00 $0.00 40,00
3E55E5 21552010 $1.000.00 $1.000.00 $0.00 jooo0
244 2A5/2010 $250.00 $250.00 000 J0.00
K 2

Amount: Payment amount received.

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

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

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

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

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

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

Payment.

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

Promise Notes: Use promise notes for:

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

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

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

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

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

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

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

Change Fees for a Single Payment

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

To change the fees for a single payment

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

2. Do one of the following:

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

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

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

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

Batch Account Reports
Biatch Amnt]
-~ Account Selection ~Batch Tatals
@ OwMumber © CusthcctNo | 1241 _Betieve | SMII $000 [ 0 |
PARSONS. SUSAN iuuuuuuz - Partflio 2 ]
111 MAIN 57 e PR
|-122?EIH?222358253 | $?M37]U5D
SOUTH HADLEY [Ma [010752849 |
| fmfw ATLADMIN [m'ﬁﬁiﬁ | usnmu ]
Q0000 - General Trust- LIS Dollar (LISD)
Links  Payment I'L'm?l Motes | am | promises |
Amaunt Date Paid Methad Sub Type
| $0.00 | Sear | [11/26/2012 =] | || [T SIF " FIF [ MNote
Debior Comment Check. Fee Schedule
|oPaRSONS, SUSAN || [ 0003 - 100 Change
q —Amount wathheld ——
Promise Motes by H
! [ 0
- Desk
ATLADMIN
Money Buckets Cuatrent Amt | Apply Amount | Fee % Fee Amount :
Pincipa $676.70 $0.00 100 $0.00 —
Irterest $0.00 | $0.00 100 $0.00 _ Est |
Cobechon Costs 676 I $0.00 100 30000
Bad Check Chegs $0.001 | $0.00 100 $0.00
Court Costs 30.00 | soo| 100 $0.00
Altormey Fees 00000 | $0.00 100 40,00
Misc 00000 | $0.00 100 40.00
$0.00 | $0.00 100 $0.00
$0.00 | $0.00 100 $0.00
Trarsaction Charges $0.00 | $0.00 100 $0.00

Click Change next to the fee schedule. The Fee Schedules window appears.
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'_|
Select Fee Schedue [ [LEERING =] New | ‘

[~ FeeCapPercent [ [~ Fee Cap amount [0 |
$ | _Dfi/0n || __OfOn | __QifOn || _QQn || _OfOn || __DOfOn || __OfOn || 0@ || _Ofi/On |
Balance Based
Aok
S — L]

1
Colewntoms  |[100]
BedthedkChogss  |[1m0] |-
T — L il
Poosress 09|
e Jw]|r
WongyBuckas  |[m0]|r
C Jw)rir
arvston G [100]| 1~ -

To To To To To

=||=2|| 2| =2||=||=||=]|=|lZ

|
|
I
I
I
[
[
[
[
[
[
|

e 2

1 ¥
—[3 37 73 7 3 7 7 ¥ 9 [RINVOICE

|
I
[
[
[
[
[
[
[
[
[
[
|

i

OFK /st

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

6. Click OK/Exit. In the Payment Entry window, the Fee Schedule, Fee %, and Fee Amount boxes
now have an orange background to indicate modified values.
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E Payment Entry - PU batch# 125
Batch Account Reports

Balch  Account I

Aeeount Selection

=)o =Es

Baleh Tolals

& QurNumber  CustAcctNo |

1207 Rebieve | Search || | $000 | 0

FINTO, MICHAEL

26 ARUINGTOMN 5T

0000015 - POD Customer |

S?E?.Eq ush

4227037 243110250

HYANNIS ||'-'|.f5. |mm Status Deck Laval Reacamned
[ [ NEw | ADMINT FT& 05/13/2010 |
00000 - General Trust- LIS Dollar (LUSD)
Lnks  Papment [th-h:;-,-l Motesz I | IPrmrrse-a ]
Arrouk [rake Paid I ethad Sub Type
$000 _Swead | [11/2672m2 =] | =1 [ SF [ PF ¥ Nole
Debkor Corrament Check 1 Fes Scheduls
T — M S
Promise Motes ' Amﬂ:{*‘:d
1]
- Desk
~ PODs
| Fress Accept o apply papment automabically or entes amounts below | Acceql
fPrincipal $308 56/ il
fintecest $0.00
jon Coste $0.004 |
ad Check Charges $0.00{ |
iCourt Costs £0.00
Attomey Fees $0.00
Misc $0.00
$0.00
$0.00
Tranzaction Chages £0.00)

In the Fee % box, type a new fee

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

percent and press the Tab key. Latitude Console adjusts the

Fee Amount box to reflect the new percent.

In the Fee Amount box, type a new fee amount and press the Tab key. Latitude Console adjusts

the Fee % box to reflect the new amount.

The Fee % and Fee Amount boxes
8. Click Accept.
Fee Schedule — Age Based

now have an orange background to indicate modified values.

Accounts set up with age-based fee schedules accumulate collection fees based on an account date
range. Calculations increase or decrease percentages charged for collections on accounts at specified
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aging intervals. For example, you can set a certain percentage of the amounts collected to charge for the
first 30 days of holding the account, while setting another percentage to use for the next 30-60 days.

& Fee Schedules n
SelectFee Schedde  |EBRILITET] =] Hew
From [RecervedDate  =| To [EnteredDate  =| I~ Fee CapPercent [0 [~ Fee Cap amount [0

P W W W zl QifQn | Qff0n_| Qf/0n | - 0if0n | Qff0n_| QDo | _'illt.iﬂ.n_l — Q800 || __ OO |

? E}: Eﬁ "_):' %ﬂé . TDn I To ] To ! To 1o J Ta l To To I To | To

2 =2 SF | oo || | | | | | |
Fircpa J|FIF @ [a][ ] [ ] [ ]
inkerest [m]|F 7 7 [5 100
[Collection Costs [®]|F F P . 3 - 100
[Biad Check Chge [w]|F 7 P . 2 100
Misc [w]|F F F 3 100
[Cout Cost (wllF F F|[7 100
Pitomey Fees [(w]|F|F 7| [ 100
fivalable for e ) LA 100
[valable for use [o]|F 7 F [0 100
Transaction Charges = 100 |
peete | [ xEm

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

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

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

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

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

Fee Cap Amount: Amount of the original balance at which to stop applying fees to the principal bucket
once you recover that amount.
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Note: If the client has a fee cap amount, the system uses the lesser of the two fee cap amounts.

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

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

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

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

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

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

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

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

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

Fee Schedule — Balance Based

Accounts set up with balance-based (dollar) fee schedules accumulate collection fees based on account
balances. For example, you can set a certain percentage to charge for accounts with a balance of $1,000,
while setting another percentage to use for accounts with balances greater than $1,000 but less than
$1,500.
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Select Fee Schedule: Fee schedule to use.
New: Opens the Fee Schedules dialog box to allow you to add a fee schedule code.

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

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

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

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

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

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

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

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

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

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

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

Fee Schedule - Liquidation Based

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

Accounts set up with balance-based (dollar) fee schedules accumulate collection fees based on account
balances. For example, you can set a certain percentage to charge for accounts with a balance of $1,000,
while setting another percentage to use for accounts with balances greater than $1,000 but less than
$1,500.
Example:
50% paid = 30% fee and 90% paid = 40% fee, using an account where the balance is $1000.00.

1. The customer pays $750.00 (75% of the balance) with a fee of 30% = $225.00.

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

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

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

A breakdown of this example is shown below:

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

S1000 S250 S750 S225 SO S225
S1000 S50 S200 S80 S75 S380
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Select Fee Schedule: Fee schedule to use.
New: Opens the Fee Schedules dialog box to allow you to add a fee schedule code.

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

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

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

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

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

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

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

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

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

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

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

Change the Desk Assigned to an Account

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

To change the desk assigned to an account

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

2. Do one of the following:

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

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

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

3. Onthe Account tab in the Payment Entry window, click the Payment tab.
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Batch Account Reports
Biatch Amnt]
-~ Account Selection ~Batch Tatals
# OwMumber € CustécetNo | 1241 _Betieve | sm|‘_| L
FAONS, SUSAN iuuuuuuz - Fortfalio 2 ]
111 WAIN ST Account Mumber B alarce Dus
|4227097 222956268 | $744,37|USD
SOUTH HADLEY [Ma [010752849 Desk vel  Received
| fmugw | ATLADMIN [m'ﬁﬁiﬁ 05713/2M0 |
Q0000 - General Trust- LIS Dollar (LISD)
Links  Payment I'L'm?l Motes | am | promises |
Amaunt Date Paid Methad Sub Type
| $0.00 | Sansad | [11/262012 =] | el I SF [~ FIF % Note
Debior Comment Check. Fee Schedule
|oPaRSONS, SUSAN || [ 0003 - 100 Change
Promise Mobes _hﬁ"‘f tuiﬂ'rel:ll
| I—u
- Desk
ATLADMIN
Money Buckets Cuatrent Amt | Apply Amount | Fee % Fee Amount :
Pincipa $676.70 $0.00 100 $0.00 —
Irterest $0.00 | $0.00 100 $0.00 _ Est |
Cobechon Costs 676 I $0.00 100 $0.00
Bad Check Chegs $0.001 | $0.00 100 $0.00
Court Costs $0.00 | sooo | 100 $0.00
Attomey Fees 00000 | 80.00 100 40,00
Misc 00000 | $0.00 100 40.00
$0.00 | $0.00 100 $0.00
$0.00 | $0.00 100 $0.00
Trarsaction Charges $0.00 | $0.00 100 $0.00

4. Click in the Desk box. The Select Desk dialog box appears.
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Cancel |

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

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

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

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

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

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

To split a payment between linked accounts

1.

60

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

Do one of the following:

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

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

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

On the Account tab in the Payment Entry window, click the Links tab.
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Batch Account Linked Accounts Reports
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Amount: Payment amount received.

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

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

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

Note: If selected, the system creates a note when posting the payment.

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

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

Automated Spreading Options

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

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

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

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

Linked Accounts

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

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

Amount: Payment amount to apply to the account.

File Number: Unique code that the system assigned to identify the account.
Account Number: Code that the client assigned to identify the account.
Customer: Code that identifies the client.

Balance: Current balance on the account.

Name: Name of the customer on the account.

I Tips: I

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

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

Applied: Total payment amount to apply.
Difference: Difference between the payment amount received and the amount applied.
Linked Bal: Total account balance for all linked accounts.

Selected Bal: Total account balance for all selected accounts.

4. Complete the payment information.

5.

To specify which accounts to split the payment among, do one of the following:

To select all linked accounts, click the check box next to the Select column.
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To select specific linked accounts, in the Select column of the data grid, select the check box fo
the specific accounts.

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

Ip

r

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

a.

b.

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

Press the Tab key. The system recalculates the applied and difference amounts. If the applied

amount is greater than the payment amount, the difference appears in red. If the applied amount is less
than the payment amount, the difference appears in green.

8.

9.

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

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

Hide or Show Linked Accounts Columns

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

To show or hide linked accounts columns

1.

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

Do one of the following:

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

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

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

On the Account tab in the Payment Entry window, click the Links tab.
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4. Right-click in the data grid and then click Customize. The Grid: Linked Accounts dialog box

appears.

Note: Selected check boxes appear as columns in the data grid on
boxes do not.

the Links tab; cleared check
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Do one of the following:

To select all check boxes, click Select All.

To clear all check boxes, click Select None.

To restore the check boxes to the default selections, click Restore Defaults.
To select specific check boxes, select or clear the individual check boxes.
Do one of the following:

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

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

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

Apply a Promise Arrangement

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

To apply a promise arrangement

1.

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

65



Latitude Console Printable Help

66

2.

Do one of the following:

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

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

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

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

T et =

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

Click Spread Selected Arrangement Amount. The Payment or Links tab appears, reflecting the
promise arrangement.

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

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

To reverse a payment

1.

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

Do one of the following:

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

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

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

On the Account tab in the Payment Entry window, click the History tab. Only payments that you
can reverse appear in the data grid.
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Links I Payment Hisbory I !utul FA l Promises l

21 1A/ 23 105203 PU $100.00 $£100.00 USD

<l |

Seldact lter to Reversa and chck Reverse [tam' Fieverse [tlem I

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

Humber; 1001
Mame: VIZAR, ANDREW
Amount; $0.00

Enter Comment [optionsl
DahePeidI 1 H0F2013 "I Sub Batch Type I{Nnm —I
I~ Is Comection ok | Cancel |

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

Date Paid: Payment reversal date.
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Sub Batch Type: Code to categorize the batch type.

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

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

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

Adjust a Balance

Use the Payment tab on the Account tab in the Payment Entry window to adjust the balance for a DA or
DAR batch. These adjustments are not calculated fees.

To adjust a balance

1.

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

Do one of the following:

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

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

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

On the Account tab in the Payment Entry window, click the Payment tab.
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<# Payment Entry - DA batch# 126 o] @ [
Batch  Account Reports
Batch  Account
i Account Selechon Batch Totals
* Ow Number " CustécctNo | [ | fetese | Search | ‘ ‘l 00 | 0 |
GOMEZ. YWONNE %‘f&g&g_ Portioho 2 |
8063 ELLZABETH LN Account Number Balance Dus
[7738131405241 | $1,135.92|USD
TOBTHANNA P4 (184653524 | | Gratse  Desk Leval _ Racsived
[ [ NEw |  ADMINT 015 | 05/13/2010 |
00000 - General Trust- S Dallar (US0Y)
Links Payment ||-_iw;|ry I Motes | Ak | Promizses I

Aioink Date Paid M ethod Sub Type
[ 3000 _Speead | [11/2672m2 <] | ] ™ SIF [~ PIF ¥ Note
Dabtor Cormment Check # Fee Schedule
| 0-GOMEZ. YWONNE = [ | Change |
Promize Motes

Enter the Decrease amounts directly into the ‘Apph’ boxes.

Morey Buckets Current Amt | Apply Armount
Principal $1.03265)| 3000 gooept
Iterest m.njh $0.00 _ Em |
Collecbon Costs $103.27) $0.00
Bad Check Chgs $0.00}| $0.00
Court Costs $0.00 | $0.00
Atiomey Fees $D.UL'1|| $0.00
Misc $0.00]| $0.00
$0.00 | $0.00
m.nah $0.00
Transaction Charges $0.00}| $0.00

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

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

In the Apply Amount boxes, type the adjustment amount for each applicable money bucket.

Note: Do NOT type in negative amounts. For a DA batch, the system decreases the account
balance. For a DAR batch, the system increases the account balance.

7. Click Accept.
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AIM Information

AIM Information

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

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

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

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

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

Add AIM Information for a PU or PC Batch

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

To add AIM information for a PU or PC batch

1.

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

Do one of the following:

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

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

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

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

Reports

Batch Account |

Account Selection Batch Tatals
# OuMumber © CustAcetMo | 1241 _fetrieve | Search | $20000 | 1
1

GRIFFIN. MEGAN 0000001 - CUSTOMER ONE |
236 NORTH HEMMING ROAD e Balanca Dus
APT 24 0178754212012 $2.000.00| USD
SACD [ME J04072 Stahss  Desk Qlevel  Recened

| | NEW | 0000000 ms | o07/25/20m |

565ES - TRLUIST OME - US Dollar (LIS0)

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

Al Credting Agency/Atiomey

Al Agency/Bitomey Fes
Wt Amaount Due bo Apency/Attormes

Al Bateh D

FTOITERES I

[Edln!ct-:ma Pluz Serwicaz - 1 - j

{0.00
|0.00

-

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

AIM Agency/Attorney Fee: The current commission or fee schedule for the agency or attorney.

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

AIM Batch ID: The placement batch for the account to credit. Latitude Console populates this

information and tracks it back to the a

gency in the Agency Evaluator report.

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

5. Click Accept.
Add AIM Information for a PA Batch

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

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

Do one of the following:

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

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

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

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

Batch  Accound

Account Selection Batch Tatals
|-‘? OurMumber CustAcctNo | 1241 _fetieve | Sewch | || s000 | 0 |
GRIFFIN. MEGAN 0000001 - CUSTOMER ONE |

236 NORTH HEMMING ROAD r—— A ——

APT 24 (0178754212012 | $2.000,00| USD
SACD [ME |04072 ek ecened

| NEW 0000000 | M5 | o7/ |

BE5E5 - TRUST ONE - US Dollar (USD)

ks | Payment | Htory | notes [ AM ] promses |

AlM Crediing Agency/Attomey | Collections Plus Services-1- v |
AIM Sending Agency/tomey | Collections Plus Services -1- |
AIM Agency/Attoiney Fes [0.00
Net Amaunt Due to Agency/Attorney |0.00
Unique 1D of Transaction st Agency/dttoney [optional] |
AIM Batch ID h

Thess changes should go through AIM . 1 the AIM fislds are not set correctly
hiere vou may not receive the desired results for batch tracking. If the AlM
Credtting and AlM Sending Agencylattorney values match. this transaction
will not be sent in the CRAY file.

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

AIM Sending Agency/Attorney: The name of the agency or attorney reporting the payment.
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4.
5.

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

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

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

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

Complete the information and then click the Payment tab.

Click Accept.

Modify AIM Information for an Imported Payment

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

To modify AIM information for an imported payment

1.

4.
5.

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

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

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

Click the AIM tab and modify the information as necessary.

Click the Payment tab and then click Accept.

View a Promise Note

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

for:

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

Fee review for forwarded accounts.

Any miscellaneous account-specific information.

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

To view a promise note
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In the Main Menu window, from the Apps menu, click Payment Entry. The Payment Entry
window appears.

Do one of the following:

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

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

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

The Account tab in the Payment Entry window appears.

5% Payment Entry - PU batch# 122 ==
Batch Mccount Reports
Batch  Account |
Account Selection Batch Totaks
@ OwMumbes © CusthcctMo | 1241 Betieve | Seach ||| [ 00 | 0 |
PARSONS. SUSAN 0000002 - Portfolio 2
111 MAIN 3T Account Number B alarce Dus
4227097222 356268 | $744,37|USD
SOUTH HADLEY A |I]1 Ur5zeas Status Dezk OLevel Received
MNEWS | ATLADRMIN ms | 05A3.2m0
00000 - General Trust- LIS Daollar (LIS}
Links  Payment ]ﬂ|giur-,.-| Motes | am | Promeses |
Amount Date Paid i ethod Sub Type
I $0.00 | Saear | [11/2602m2 =] | = [~ SIF [ FF W Note
Debtor Comment Check # Fee Schadule
|DPARSONS, SUSAN - | o003 - 1oz Change
f — Amount wathheld
Promise Motes by ;
| 1
Desk.
ATLADMIN
Money Buckets Custrert At —— - Apply Amourl - Fee & Fee Amourt —
Fiincipal $676.70 $0.00 100 $0.00 —l
Irterest $0.00 $0.00 100 40,00 Eiit
Colection Costs §67 67 $0.00 100 | 40,00
Bad Check Chgs $0.00 $0.00 | 100 | 30,00
Court Costs $0.00|| §0.00 | 100 | $0.00
Altamey Fees $0.00, | s0.00 | 100 | $2.00
Mise $0.00/| $0,00 | 100 40,00
000, | $0.00 100 40.00
30,00 | $0.00 100 $0.00
Transaction Charges 0,00 | $0.00 100 $0.00 |

In the Account menu, click Display Promise Note. The Promise Note dialog box appears.
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r !
& Promise Note for 1241 =

Please call the bank before processing to make sure
there are enough funds to cover the check

™ Clea Uk Cancel |

L5

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

View a Report

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

system hasn't processed.

To view a report

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

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

e Todisplay the Daily Payment Report, click Daily Payment Report. The Daily Payment Report
appears in the Daily Payment Report - Report Viewer window.
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il N

<

Payments entered on:
Friday September 28, 2012

Daily Payment Report

Summary

Page 10f2

Tolal of Paid Us (PU)

Less Total of Paid-Us Reversals (PUR):
Pius Total of Paid Clients (PC):

Less Total of Paid-Client Reversals (PCR):
Total of Paid Agent (PA)

Total of Paid Agent Reversals (PAR)

$100.00
($100.00
$0.00
$0.00
5000
$0.00

)

Daily Payment Report - Daily Payment Report

To display the Payment Batch Report, click Unprocessed Batches Report. The Payment Batch

Report appears in the Payment Batch Report - Report Viewer window.

oo T e

@ S| Ta 4 o« » oW1 M -
Payment Batch Report
9282012 3:07:30PM Pagelof2 |
=
Batch Number: 5§ PU-Paidto Us
File Number  Total Amount Total Fee Pmt Method 1z Settlement Over Pad Amt Eorwardee Fee
1279 $100.00 $25.00 CHECK No £0.00 50.00
1281 $50.00 $12.50 CHECK No $0.00 $0.00 i
$150.00 $37.50 S$0.00 $0.00
Batch Number: 6 PU-Paid to Us
File Number — Total Amount Total Fee Pmt Method s Sentlement Over Paid Amt Forwardee Fee
1282 $100.00 $25.00 CHECK No $0.00 $0.00
$100.00 $25.00 S$0.00 S0.00
Batch Number: 7 PU-Paid to Us
Eile Number  Total Amount Iotal Fee Emt Method 1z Settlement Over Pad Amt Eorwardee Fee
1283 £75.00 $18.75 CHECK No £0.00 50,00
$75.00 §18.75 $0.00 50.00
Batch Number: 15 PU-Paid to Us
File Number Total Amount Total Fes Fmi Method Is Semlement Orver Paid Amit Forwardes Fee
1014 300 00 175 00 CASH Na < 00 <N 00 -

4 |

Payment Batch Repert - Unprocessed Batch Report - New Payment Batch
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Overpayment Manager

Overpayment Manager

The Overpayment Manager program allows your organization to manage overpayments on accounts.
You can transfer the entire overpaid amount from one account to another, refund the entire overpaid
amount, or do a combination of the two. Ensure that your organization enabled the Access
Overpayment Manager permission. Set one or both policies to allow overpayment refunds to the
customer or allow transfer of overpayments to another account. For more information, see "Access
Overpayment Manager Permission" in the Latitude documentation.

View Overpayments
Use the Overpayment Manager window to view and print overpayments.
To view overpayments

1. Inthe Main Menu window, from the Apps menu, click Overpayment Manager. The
Overpayment Manager window appears.

(© Overpaymert arage: S N ==

File Edit Help
Selecton Filter 7 Refund Policies
Frem: | 2772013 |E|| Mllowedtypes: W FU [T P2 [T F Minimum allowed amt: I 1.0
Te: 228723 |E|| How many days must pass before allowing a refund to the debtor: 45
N Transfer Policies
¥ Show uninvoiced payments "
Allowed types: [F P [ F ¥ F Minimum allowed amt: I om

Maximum amount: 10,000.00 _
How many days must pass before allowing a fransfer to another account: 0

Drag a column header here to group by that column.

Select ¥ Paymentld W Number T Customer 7 Desk 7 Type ¥ Sub ¥ Entered ¥ SysMoYr ¥

Amount V¥ Owerpaid 7 Refundable ¥ Cur W Pay Method WV Link V7 Qlevel T Invoice 'd
Mot enough days have passed before alowing a refund of overpayment to debtor. - Print Create Batch(es)
focal) lcollect2000 |Selected: 31 TransferOnly p

From: Beginning date for which to display overpayments.

To: Ending date for which to display overpayments.
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Show uninvoiced payments: If selected, overpayments that your organization hasn't transferred
or refunded appear in the data grid. If cleared, only overpayments that the system has invoiced
appear in the data gird.

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

2. Specify the filter criteria. Overpayments that meet the criteria appear in the data grid.

rﬁ COverpayment Miwmg_1

File Edit Help

— Selection Filter — Refund Policies
From: | 4872013 |E“ Allowedtypes: [ P [T P2 [T PC Minimum allowed amt: | 1.0
To 4182013 |E“ How many days must pass before allowing a refund fo the debtor: I 45

Transfer Policies
Allowedtypes: F P P Pa F & Minimum allowed amt: I ]
How many days must pass before allowing a fransfer to another account: I 0

Drag a column header here to group by that column.

Select W Paymenild W Number W Customer 7 Desk 7 Type V¥ Sub ¥ Entered W SysMoYr 7

Amount W Owverpaid 'V Refundable ¥ Cur 7 Pay Method W Lnk T Glevel ¥ Invoice v
0000001 0000000 PU D4B2013 0472013

W Sheow uninvoiced payments
Maximum amount: 10,000.00

usD g8 0

Mot enough days have passed before alowing & refund of ovepayment to debtor. Print Create Batchjes)
focal) callect2000 |Selected: 31 Transfer Only 4

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

Transfer an Overpaid Amount to Another Account

Use the Overpayment Manager window to transfer the overpaid amount on one account and apply it to
another account. Overpayments are not available for transfer until 45 days after the overpayment.

To transfer an overpaid amount to another account

1. Inthe Main Menu window, from the Apps menu, click Overpayment Manager. The
Overpayment Manager window appears. The Overpayment Manager window appears.
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(@ Overpoyment wanager I e

File Edit Help
— Selecton Filter — Refund Policies
From | 272013 |[+] Mliowedtypes: P PU M P2 T PC Minimum allowed amt: [ .00
To 228203 [+] How many days must pass before allowing a refund 1o the deblor: [
7 S uninvoiced Transfer Policies
peymants Blowedtypes: W PU FPa F P Minimum allowed amt; 0.01

Maztimium Bmount 10,000.00

How many days must pass before allowing a fransfer to ancther account: I 0

Drag a column header here to group by that column.

Select ¥ Paymentld W Mumber ¥ Customer 7 Desk T Type ¥ Sub 'V Entered V SysMoYr W
Amount V¥ Owverpaid 'V Refundable ¥ Cur 7 Pay Method W Lnk 7 Olevel ¥ Invoice v

Mot enough days have passed before alowing a refund of overpayment to debtor. - Print - Baich(es)

flocal) (collect2000 |Selected: 31 Transfer Only y.

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

In the To list box, click the ending date for which to transfer overpayments. Overpayments for
the specified time period that the system hasn't applied or refunded appear in the data grid.
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s e

File Edit Help
— Selecton Filter —Refund Policies
From: | 1211/2012 |E“ Mllowedtypes: ¥ FU [T P2 [0 FC Minimum allowed amt: [ 1.m
Ta 12312002 |E|| How many days must pass belore allewing a refund to the debtor: I 45
L Transfer Policies
W Show uninvoiced
e Allowedtypes: W PU F B4 F P Minimum allowed amt: 0.0

Maztimiim amount 10,000.00 _
How many days must pass before allowing a fransfer to another account: I 0

Drag a column header here to group by that column.

Select ¥ Paymentld W Mumber ¥ Customer W Desk T Type ¥ Sub 'V Entered ¥ SysMoYr W

Amount ¥ Overpaid T Refundable ¥ Cuwr 7 Pay Mathod ¥ Link W Clewvel W Invoice v
1007 0oo0oC 0000000 PU PCC 122072012 1272012
0.00 ) Ush CREDIT CARD ]
13 1012 0000001 0000000 PU PCC 12202012 12202
0.00 am 21 UsD  CREDIT CARD 0 998 0
Pemmizsion 1o transfer and refund granted. : Print I Batch{es)
flocal) (collect2000 |Selected: 32 Granted

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

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

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

#7 Split Overpayment Amount = |E| &
Available Amount uso 4797
Refund 4797
Transfers 0.00

Mumber Amount

Apply Cancel

Refund and tramsfer granted

r
L

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

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

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

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

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

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

Refund an Overpaid Amount

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

To refund an overpaid amount

1. Inthe Main Menu window, from the Apps menu, click Overpayment Manager. The
Overpayment Manager window appears. The Overpayment Manager window appears.
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(@ Overpoyment wanager I e

File Edit Help
— Selecton Filter — Refund Policies
From | 272013 |[+] Mliowedtypes: P PU M P2 T PC Minimum allowed amt: [ .00
To 228203 [+] How many days must pass before allowing a refund 1o the deblor: [
7 S uninvoiced Transfer Policies
peymants Blowedtypes: W PU FPa F P Minimum allowed amt; 0.01

Maztimium Bmount 10,000.00 _
How many days must pass before allowing a fransfer to ancther account: I 0

Drag a column header here to group by that column.

Select ¥ Paymentld W Mumber ¥ Customer 7 Desk T Type ¥ Sub 'V Entered V SysMoYr W
Amount V¥ Owverpaid 'V Refundable ¥ Cur 7 Pay Method W Lnk 7 Olevel ¥ Invoice v

Mot enough days have passed before alowing a refund of overpayment to debtor. - Print - Baich(es)

flocal) (collect2000 |Selected: 31 Transfer Only y.

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

In the To list box, click the ending date for which to refund overpayments. Overpayments for the
specified time period that the system hasn't applied or refunded appear in the data grid.
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s e

File Edit Help
— Selecton Filter —Refund Policies
From: | 1211/2012 |E“ Mllowedtypes: ¥ FU [T P2 [0 FC Minimum allowed amt: [ 1.m
Ta 12312002 |E|| How many days must pass belore allewing a refund to the debtor: I 45
L Transfer Policies
W Show uninvoiced
e Allowedtypes: W PU F B4 F P Minimum allowed amt: 0.0

Maztimiim amount 10,000.00 _
How many days must pass before allowing a fransfer to another account: I 0

Drag a column header here to group by that column.

Select ¥ Paymentld W Mumber ¥ Customer W Desk T Type ¥ Sub 'V Entered ¥ SysMoYr W

Amount ¥ Overpaid T Refundable ¥ Cuwr 7 Pay Mathod ¥ Link W Clewvel W Invoice v
1007 0oo0oC 0000000 PU PCC 122072012 1272012
0.00 ) Ush CREDIT CARD ]
13 1012 0000001 0000000 PU PCC 12202012 12202
0.00 am 21 UsD  CREDIT CARD 0 998 0
Pemmizsion 1o transfer and refund granted. : Print I Batch{es)
flocal) (collect2000 |Selected: 32 Granted

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

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

The Split Overpayment Amount dialog box appears. The system populates the Refund box with
the total amount overpaid.
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[ ;> Split Overpayment Amount | = = )
HAvailable Amount usD 4797
Refund 4797
Transfers 0.00

Mumbser Amount

Apply Cancel

Refund and tramsfer granted

r
L

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

e To refund the entire amount, leave the amount as is.

e To refund a partial amount, type the amount to refund.

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

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

Create an Overpayment Batch

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

To create an overpayment batch

1. In the Main Menu window, from the Apps menu, click Overpayment Manager. The
Overpayment Manager window appears. The Overpayment Manager window appears.
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(@ Overpoyment wanager I e

File Edit Help
— Selecton Filter — Refund Policies
From | 272013 |[+] Mlowedtypes: P FU [T P2 [T &C Minimum allowed amt: [ .00
To 228203 [+] How many days must pass before allowing a refund 1o the deblor: [
Transfer Policies
¥ Show uninvoiced e
peymants Blowedtypes: W PU FPa F P Minimum allowed amt; 0.01

Maztimium Bmount 10,000.00

How many days must pass before allowing a fransfer to ancther account: I 0

Drag a column header here to group by that column.

Select ¥ Paymentld W Mumber ¥ Customer 7 Desk T Type ¥ Sub 'V Entered V SysMoYr W
Amount V¥ Owverpaid 'V Refundable ¥ Cur 7 Pay Method W Lnk 7 Olevel ¥ Invoice v

Mot enough days have passed before alowing a refund of overpayment to debtor. - Print - Baich(es)

focal) (collect2000 |Selected: 31 Transfer Only y.

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

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

Overpayments for the specified time period that the system hasn't applied or refunded appear
in the data grid.
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s e

File Edit Help
— Selecton Filter —Refund Policies
From: | 1211/2012 |E“ Mllowedtypes: ¥ FU [T P2 [0 FC Minimum allowed amt: [ 1.m
Ta 12312002 |E|| How many days must pass belore allewing a refund to the debtor: I 45
L Transfer Policies
W Show uninvoiced
e Allowedtypes: W PU F B4 F P Minimum allowed amt: 0.0

Maztimiim amount 10,000.00 _
How many days must pass before allowing a fransfer to another account: I 0

Drag a column header here to group by that column.

Select ¥ Paymentld W Mumber ¥ Customer W Desk T Type ¥ Sub 'V Entered ¥ SysMoYr W
Amount ¥ Owverpaid 'V Refundable ¥ Cur 7 Pay Method ¥ Lnk 7 Olevel ¥ Invoice v

1007 0oo0oC 00 0 PCC 122072012 1272012

000 j Uso T CARD ]

33 1012 0000001 0000000  PU FCC 12202012 1272012

0.00 2 Rl UsD  CREDIT CARD 0 938 0
Pemmizsion 1o transfer and refund granted. : Print I Batch{es)
flocal) (collect2000 |Selected: 32 Granted

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

Do one of the following:

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

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

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

| Batch count is 2
Batch number: 53 (PUR) with 2 items.
Batch number: 54 (PU) with 1 tems.
Exceptions: 0
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Write down the batch number so you can process the batch when you are ready. For more
information, see Process a Batch. When you process the batch, the follow occurs:

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

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

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

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

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

To open the Invoices program
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In the Main Menu window, from the Apps menu, click Invoices. The Invoices window appears.

[EEES FPFeT)

Acticns Tools View Reperts

o440 Customers| Summary of Invoices [ Summary of Open |tems |
& 0000000-DEFALILT

&3 0000001-CUSTOM All Customers
& 0000002-CUSTOM
0000003-POD CUS

@4 1000004-CUSTOM Wiew Date Range
gﬁgg:gﬂ‘fﬁ l6/3r2mz =] w [4n0emz -]
0000007-FIRST CL
0000002 SECOMD
0000003 THIRD CL
000001 0-DISMEY Corzohdated Summan of lrvoices for &l Customesrs
0000011-ABC Cush Invoice Gioss Collections | Fams Summary -
Ivoice | Date |SysMa|  PaidUs PsdCust | TotalPmis | Eamed Duels | DueCust

| 4

Ll n ]

Cusstomer Group Selected “All Custorners” 251 AM 410/2M 3
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Link or Unlink Accounts

Link or Unlink Accounts

Use the Link Maintenance window to link and unlink accounts. Linked accounts are separate accounts
for the same responsible party that you hold. Linked accounts can belong to the same client or different
clients.

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

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

To search for an account to link or unlink

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

M Link Maintenance = B[S

View / Create Links! ] Seaich / Add athes Accounts ]
Link Number | | Getlink | Mew Link |

#coounts in thiz Link

-

Account D | Recaivad Hame
Cunient Balancs | Shabus Cugtomer

2. Click the Search / Add other Accounts tab.
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View / Create Links | Seasch 7 Add other Accounts |
" Lafitude Accourt ID i |__Seach |
* MHame
™ Customes Account rmamber
" S5 [ DAccounts Selecled SelectAll | Select Mone |
Seaich Resuls
Account ID | Received | Hame
Current Balance | Ststus | Customer | Lk
ddd ko Lirk

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

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



Latitude Console Printable Help

View / Creste Links | Search 7 Add other Accounts |
" Lathude Accaunt D [and |__Seach |
* Name
™ Customer Account rumber
" SSN [ DAccouns Selected Select Al | Select None |
Search Fesuks
£
Account 1D Aecened M ame |
Cusrant Balanca Shabus Customer | Lirik.

2053 B/Z220N0 | AMDERSOM, AMDREW &

RCL

0000011 - S00IH 829

51320 |AMDERSOM, ELEZABETH

1325

5132010 | AMDRADE, AOBERT

0000002 - Pretfola 2

$7131.66 HEW

0000002 - Pothoho 2

Add fo Link

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

accounts.

Create a Link Between Accounts

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

To create a link between accounts

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

window appears.
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-

M Link Maintenance = B[S

Miew J Create Links! ] Seanch / Add athes Accounls ]
Link Number | | Getlink | Mew Link |

#coounts in thiz Link

Account D | Recaived Hame
Cunient Balancs | Shabus Cugtomer

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

3. Click the Search / Add other Accounts tab.

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

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

6. Continue linking accounts that are currently displayed in the Search Results pane, specify new
search criteria to locate other accounts to link, or close the Link Maintenance window.
Add an Account to a Link
Use the View / Create Links tab in the Link Maintenance window to add an account to a link.
To add an account to a link

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

M Link Maintenance = B[S

Miew J Create Links! ] Seanch / Add athes Accounls ]
Link Number | | Getlink | Mew Link |

#coounts in thiz Link

Account D | Recaived Hame
Cunient Balancs | Shabus Cugtomer

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

3. Click the Search / Add other Accounts tab.

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

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

6. Continue linking accounts that are currently displayed in the Search Results pane, specify new
search criteria to locate other accounts to link, or close the Link Maintenance window.
Delete an account from a link
Use the View / Create Links tab in the Link Maintenance window to delete an account from a link.
To delete an account from a link

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

M Link Maintenance = B[S

Miew J Create Links! ] Seanch / Add athes Accounls ]
Link Number | | Getlink | Mew Link |

#coounts in thiz Link

Account D | Recaived Hame
Cunient Balancs | Shabus Cugtomer

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

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

Query Tools
Query Tools

Latitude Console provides a set of powerful query tools that allow managers or other senior collection
personnel to perform advanced SQL tasks using a customizable user interface. These query tools include
the following:
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Account Analysis: Retrieves accounts that meet specific criteria and then sorts, groups, or
summarizes the information for review.

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

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

customized selection criteria.

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

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

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

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

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

Queries

Queries

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

Create a Query

Use the panes in a query tool window to create a query.

To create a query

1.
2.

i o N o U &

Open a query tool window.

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

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

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

Add one or more columns to the query.

Delete one or more columns from the query.

Modify the order of the columns.

Rename any columns.

In the Conditions pane, do the following as necessary:

Create one or more conditions for the query.

Modify one or more conditions.

Modify the order of the conditions.

Group conditions for evaluation.

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

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

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

To save the query, do the following:
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a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dialog |
Look In: | My Quenes x Defate 55 Export To Fle
Mame Date Created |
Accounts is Parent 12/14f2012
Account Status is Open 12/18/2012
Query Name: |
conce =]

b. Inthe Query Name box, type a name for the query and then click Save.
Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.
Open an Existing Query

Use a query tool window to open an existing query. You can modify the query and save it under the
same name, which overwrites the existing query. You can also save the query under a new name, which

creates a query and leaves the original query as it was.
To open an existing query
1. Open a query tool window.

2. Inthe toolbar, click Open. The Open Query Dialog box appears.
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Open Query Dialog El
Look In: My Quenes - x Delate if:’.- Import From Fie
Mame I Date Created |
Accounts is Parent 12/14f2012
Account Status is Open 12/18/2012

Query Name: |

Cancel

)

Click the query and then click Open. The query appears in the query tools window.

To modify the query, change the settings as necessary.

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

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

information, see Query Results.

To save the query, do the following:

In the toolbar, click Save. The Save Query Dialog box appears.

Save Query Dialog E
Loak In: |My Queries 3 Delate | & Export To Fie
Mame I Date Created [
Arcounts is Parent 12/14f2012
Account Status is Open 12/18/2012

Query Name: |

Cancel

ET )

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

Select Columns Pane

Select Columns Pane

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

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

Add a Query Column

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

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

1. Create a Query or Open an Existing Query.

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

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

4. Dragand drop more data as necessary.

Modify the Order of a Query Column

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

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

1. Create a Query or Open an Existing Query.

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

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

Modify the Name of a Query Column

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

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

1. Create a Query or Open an Existing Query.
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In the Select Columns pane, click the column and then click the Rename icon. The column name
changes to a box to allow you to modify it.
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 changed the Customer column to
Client, the column name changes to Customer as Client.

Assign an Aggregate Function to a Column

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

To assign an aggregate function to a column

1.

Do one of the following:

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

Create a SQL Statement or Modify a SQL Statement.

In the Select Columns pane, click the column and then, in the toolbar, click the Aggregate icon.

[3 Select Columns |
X 4§ B -

j File Number Count

H custnmer Sum

5 Account Number Average

i status Mairnim

0] Queue Level
[H] Queue Date

MMiriTILm
Standard Deviation

[F] Desk

i Branch Population Standard Deviation

oo I e
2] Received Date Population Variance

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

the Current Balance column name changes to Average of Current Balance.

1 File Number
| Custnmear

| Account Number

Average of Current Balance

@ Do o W
m ® C E
B oA 0 &
2= &~ E E E
=3 ]

(=

w

| N

. o

| (P ) )

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

Aggregate Functions

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

Function Description

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

Average Averages the values within the grouping.
Maximum Calculates the highest value within the grouping.
Minimum Calculates the lowest value within the grouping.

Standard Deviation

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

Population Standard
Deviation

Averages the difference from the mean value within the grouping.

Variance

Squares the standard deviation.

Population Variance

Squares the standard deviation within the grouping.

Eliminate Duplicates

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

Remove Aggregate

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

Delete a Query Column

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

results.

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

To delete a query column

1. Create a Query or Open an Existing Query.

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

box appears.

3. Click Yes.
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Conditions Pane

Conditions Pane

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

Create a Query Condition

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

To create a query condition

1. Create a Query or Open an Existing Query.

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

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

x

e Is[= = ]

Account Query | Resuis |

Emu Wﬁnpm Hs-m Iiﬂmﬂt bﬁun

4.

= Desk
@[] Desk Hstory | Desk a
-7 Desk =
¥ Desk 1 # Value is one of the following: )
g Desk Code " Value is notone of the following:
& Desk Type | Filter I
#-17] Quewe -
B Status Code Description DeskType | Bra = |
&7 Account Linked? Oooogooe DM 1DEX COLLECTOR  00C :
-5 Account Open? Oci COUWECTOR 1 DESK COLLECTOR  DOC
W Ace Skt [ CIALERAPPD  DLALER APPEND DESK Administrator 00¢ = -]
% Archived?
] orALERMERG DIALER MERGE DESK Admnistrator 00
¥ Charge Off Date :
%7 Closed and Retumet [ DIALERMEW  DIALER MEW DESK Adminisrator  0OC_|
%F Closed Date O rew MEW BUSTMESS TNVENTORY Iwentory  DOC -
t? Contract Date [ HEWIMPORT  HEW BLISTNESS INVENTORY IMPORT  Inwentory 00C - .
%¥ Customer Account M N m :
-?Cuslw:fﬁmmu |_|
£¥ Customer Amount Okay I
%F Customer Date Last 7

—%F Customer Date Last
%¥ Delnguency Date
¥ Desk 2

o Eila b rnhae
F | it

Database: (ocal)icolect2000 Ready 533 Rows Loaded

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 assigned to the "Collector 1 Desk."
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“/ Conditions _|

77X 43 RO @D

Desk is "Collector 1 Desk”

Drag and drop more data items as necessary.

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

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

o N o v

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

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

1. Create a Query or Open an Existing Query.

2. Inthe Conditions pane, do one of the following:
e Double-click a condition.
e Right-click a condition and then click Edit.

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

3. Inthe dialog box, modify the criteria and then click Okay. The condition updates in the
Conditions pane.
Copy a Query Condition
Use the Conditions pane in a query tool window to copy a query condition.
To copy a query condition

1. Create a Query or Open an Existing Query.

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

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

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

To group query conditions for evaluation

1. Create a Query or Open an Existing Query.
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2. Inthe Conditions pane, select the conditions to group.

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

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

All.

3. Right-click and then click Group. The system groups the selected conditions and flags the
beginning and ending of the group.

r Condlns ]
X 49 BEE @@

Begin Group #1 ( &
Contract Date is equal to Thursday, February 07, 2013
or Deskis "Collector 1 Desk™

)} End Group #1

and Account is the parert link with other accounts

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

°f Conditions
748 4 R AIE L2 X

Desk is "Collector 1 Desk”
and Begin Group £1 (
Begin Group #2 (
Customer is "Customer One"
and Current Balance is greater than $50.00
) End Group #2
or Begin Group #3 (
Current Balance is greater than $100.00
and Customer is "Customer Twa™

) End Group #3
) End Group #1

Modify the Order of Query Conditions

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

To modify the order of query conditions

1. Create a Query or Open an Existing Query.

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

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

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

To set a query condition to optional or required

1. Create a Query or Open an Existing Query.

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

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

“r Conditions _I

77X 4% RE¢ew®

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

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

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

account.

“r Conditions J
= b Tl .

M 49 REE ®®

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

and Dizskis "Collectar | Desk™

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

1. Create a Query or Open an Existing Query.
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2. Inthe Conditions pane, right-click the condition and then click Delete. A confirmation dialog box
appears.

3. Click Yes.

Query Condition Types

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

Each condition is one of the following types:

e Dates

e Single option
e Multiple option
Dates

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

Specific date

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

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

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

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

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

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

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

Closed Date [E]

Valueis [EqualTo +| I Relative | 1/ /2012 |
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Date range

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

Value is Description

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

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

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

Closed Date

Valuzis |Between w| [ Relative | 1 12012

and

[ Relative | 2/ 1/2012

&l
=
=~

Any date or blank date

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

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

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

Closed Date @

valueis [EXET S ~]

Cancel

Relative date

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

Use one of the following comparisons to evaluate accounts based on the calculated relative date:
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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 |EqualTo v| ¥ Relative 2 = [days +|ago -]

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.

hccount Linked? (=]

I= this account linked to ather 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
cance

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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o

¥ value is one of the following:

™ Value is not one of the following:

| Filter
Code | Deseription | Desk Type | Branch
Or= FEE DESK Administrator 00000
O ugum LIGUID LAT ACCTS Administrator 00000
O xew MEW BUSINESS INVENTORY Inventory (0000
[ eco POD COLLECTOR, COLLECTOR - D000
[ rooL POOL DESK COLLECTOR 00000
O rec RECEIVER DESK COLECTOR 00001
O 1] COLLECTOR 00000
] west WESTSIDE DESK Collector 00001
Okay

Query Results

Query Results

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

To view query results

1. Create a Query or Open an Existing Query.

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

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

AF T &|Customer

File Number

0000001 - CUSTO

TFIB1B47ETOTS

ACT - ACTIVE AC

(015) MEW ACCOUN

0000001 - CUSTO

T738179391196

ACT - ACTIVE AC

(595) ACCOUNT WO

0000001 - CUSTO

045313MB01

ACT - ACTIVE AC

(52%) ACCOUNT WO

0000091 - CUSTO

JoussasETYy

NEW - NEW STAT

(915) NEW ACCOUN

0000002 - CUSTO

T7IB206E5544

ACT - ACTIVE AC

(599) ACCOUNT WO

0000000 - DEFAL

20336015400987

NEW - NEW STAT

(015) NEW ACCOUN

0000000 - DEFAL

G9864515101032

MEW - NEW STAT

(015) NEW ACCOUN

0000002 - CUSTO

125454212135432

NEW - NEW STAT

(015) NEW ACCOUN

0000001 - CUSTO

36585641235

NEW - NEW STAT

(5%9) ACCOUNT WO

0000007 - FIRST

12546911211

NEW - NEW STAT

(595) ACCOUNT WO

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

1. Create a Query or Open an Existing Query.

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

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

b. Click OK.

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

0000001 - CUSTD

TI3B18476T075

ACT- ACTIVE AC

(015) MEW ACCOUN

0000001 - CUSTO

7738179391196

ACT - ACTIVE AC

(599) ACCOUNT WO

0000001 - CUSTO

045313MB01

ACT - ACTIVE AC

(55%) ACCOUNT WO

0000001 - CUSTO

300%988ETTT

NEW - NEW STAT

(015) NEW ACCOUN

0000002 - CUSTO

T73820665544

ACT - ACTIVE AC

(599) ACCOUNT WO

0000000 - DEFAL

20336015400987

NEW - NEW STAT

(015) NEW ACCOUN

0000000 - DEFAL

§9864515101032

MEW - NEW STAT

(015) MEW ACCOUN

0000002 - CUSTD

125454212135432

NEW - NEW STAT

(015) NEW ACCOUN

0000001 - CUSTO

36585641235

NEW - NEW STAT

(5%9) ACCOUNT WO

0000007 - FIRST

12546911211

NEW - NEW STAT

(599) ACCOUNT WO

dJ

Specify the Sort Order for Query Results

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

1. Create a Query or Open an Existing Query.

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

Drag and drop more data as necessary.

dragging the aggregated column from the Select Columns pane and dropping it into the Order
pane. For more information about aggregating data, see Assign an Aggregate Function to a
Column.

2
3
4
‘ Note: If the query tools window has a Select Columns pane, you can sort by aggregate data by
5

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

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

7. To set the data item to sort in ascending order, in the Order pane, click the data item and then
click the Ascending icon.

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

Arrange Query Column Headings

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

To arrange query column headings

1. Create a Query or Open an Existing Query.

2. Inthe toolbar, click Run. The results appear on the Results tab. The following example shows
the Results tab in the Account Analysis window.
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00000901 - CUSTO

Drag a column header here to growp by that column.

File Number A T a|Customer E T 8|Account Mumber

TFIB1847ETO7S

ACT- ACTIVE AC

Latitude Console Printable Help

% 4o Status X T4 QueveLevel FT

(015) MEW ACCOUN

0000001 - CUSTO

TT38179391196

ACT - ACTIVE AC

(59%) ACCOUNT WO

0000001 - CUSTO

045313MB01

ACT - ACTIVE AC

(528) ACCOUNT WO

0000001 - CUSTO

3009%8B8ETYY

NEW - NEW STAT

(015) NEW ACCOUN

0000002 - CUSTO

T73B20665544

ACT - ACTIVE AC

(599) ACCOUNT WO

0000000 - DEFAL

20336015400987

NEW - NEW STAT

(015) NEW ACCOUN

0000000 - DEFAL

§98B4515101032

MEW - NEW STAT

(015) NEW ACCOUMN

0000002 - CUSTO

1254549212135432

NEW - NEW STAT

(015) NEW ACCOUN

0000001 - CUSTO

36585641235

NEW - NEW STAT

(5%9) ACCOUNT WO

0000007 - FIRST

12546911211

NEW - NEW STAT

(595) ACCOUNT WO

dJ

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

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

Drag a column header here to group by that column.

File Number
I 1145

Pin a Query Column

¥ 7 a/Customer X ¥ -o|A nt Number 7 ¥ 7 | Status

| 0000001 - CUSTO | N00A350332334

Account NumberV 2 W8 v &
|HEW-NEW5TA 015) NEW ACCOUN

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

To pin a query column

1. Create a Query or Open an Existing Query.

2. Inthe toolbar, click Run. The results appear on the Results tab. The following example shows
the Results tab in the Account Analysis window.
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Drag a column header here to growp by that column.

File Number A ¥ ¥ a|Customer ¥ 7 a|Account Number =T Queve Lavel X7

00000901 - CUSTO

TFIB1847ETO7S

ACT- ACTIVE AC

(015) MEW ACCOUN

0000001 - CUSTO

TT38179391196

ACT - ACTIVE AC

(59%) ACCOUNT WO

0000001 - CUSTO

045313MB01

ACT - ACTIVE AC

(528) ACCOUNT WO

0000001 - CUSTO

3009%8B8ETYY

NEW - NEW STAT

(015) NEW ACCOUN

0000002 - CUSTO

T73B20665544

ACT - ACTIVE AC

(599) ACCOUNT WO

0000000 - DEFAL

20336015400987

NEW - NEW STAT

(015) NEW ACCOUN

0000000 - DEFAL

§98B4515101032

MEW - NEW STAT

(015) NEW ACCOUMN

0000002 - CUSTO

1254549212135432

NEW - NEW STAT

(015) NEW ACCOUN

0000001 - CUSTO

36585641235

NEW - NEW STAT

(5%9) ACCOUNT WO

0000007 - FIRST

12546911211

NEW - NEW STAT

(595) ACCOUNT WO

dJ

16 Riows Loaded

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

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

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

1. Create a Query or Open an Existing Query.

2. Inthe toolbar, click Run. The results appear on the Results tab. The following example shows
the Results tab in the Account Analysis window.
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Drag a column header here to growp by that column.

File Number A T a|Customer E T 8|Account Mumber

T4 Quevs Level T

00000901 - CUSTO

TFIB1847ETO7S

ACT- ACTIVE AC

(015) MEW ACCOUN

0000001 - CUSTO

TT38179391196

ACT - ACTIVE AC

(599) ACCOUNT WO

0000001 - CUSTO

045313MB01

ACT - ACTIVE AC

(528) ACCOUNT WO

0000001 - CUSTO

3009%8B8ETYY

NEW - NEW STAT

(015) NEW ACCOUN

0000002 - CUSTO

T73B20665544

ACT - ACTIVE AC

(599) ACCOUNT WO

0000000 - DEFAL

20336015400987

NEW - NEW STAT

(015) NEW ACCOUN

0000000 - DEFAL

§98B4515101032

MEW - NEW STAT

(015) NEW ACCOUMN

0000002 - CUSTO

1254549212135432

NEW - NEW STAT

(015) NEW ACCOUN

0000001 - CUSTO

36585641235

NEW - NEW STAT

(5%9) ACCOUNT WO

0000007 - FIRST

12546911211

NEW - NEW STAT

(599) ACCOUNT WO

d
: 16Rows Loaded -

3. Click a column heading. An arrow appears and points up to indicate that the column is sorted in
ascending order.

File Number &

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

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

1. Create a Query or Open an Existing Query.

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

114

File Number

00000901 - CUSTO

..-
Drag a column header here to group by that column.

A% T &|Customer ET

| Account Mumber

TFIB1847ETO7S

ACT- ACTIVE AC

(015) MEW ACCOUN

0000001 - CUSTO

TT38179391196

ACT - ACTIVE AC

(59%) ACCOUNT WO

0000001 - CUSTO

045313MB01

ACT - ACTIVE AC

(528) ACCOUNT WO

0000001 - CUSTO

3009%8B8ETYY

NEW - NEW STAT

(015) NEW ACCOUN

0000002 - CUSTO

T73B20665544

ACT - ACTIVE AC

(599) ACCOUNT WO

0000000 - DEFAL

20336015400987

NEW - NEW STAT

(015) NEW ACCOUN

0000000 - DEFAL

69864515101032

NEW - NEW STAT

(015) NEW ACCOUN

0000002 - CUSTO

1254549212135432

NEW - NEW STAT

(015) NEW ACCOUN

0000001 - CUSTO

36585641235

NEW - NEW STAT

(5%9) ACCOUNT WO

0000007 - FIRST

12546911211

NEW - NEW STAT

(595) ACCOUNT WO

3. Click a column heading, drag it into the space above the column headings, and drop it. Accounts
group on the specified column. The following example shows accounts grouped by customer

(client).

H Customer : 0000001 - CUSTOMER ONE (378 items)

# Customer : 0000002 - CUSTOMER TWO (& items)

# Customer : 0000003 - POD CUSTOMER (6 items)

B Customer : 0000004 - CUSTOMER THREE (12 items)

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

B Customer : 3000007 - FIRST CUSTOMER (42 items)

H Customer : 0000008 - SECOND CUSTOMER (44 items )

# Customer : 0000009 - THIRD CUSTOMER (2 items)

# Customer : DOD0010 - DISNEY CUSTOMER (7 items)

16 Riows Loaded

5. To add a group within a group, do the following:

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

4. To view the accounts in a group, click the plus sign (+) next to the group to expand it.
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b. Click a column heading, drag it into the space above the column headings, and drop it.

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

Customer : 0000004 - CUSTOMER THREE (3 itemsg)
Customer : 0000005 - DIALER TEST CUSTOMER: (1 item)
Customer : 0000006 - CUSTOMER FOUR (1 item)
Customer : 0000007 - FIRST CUSTOMER (3 items)
Customer : 0000008 - SECOND CUSTOMER (2 items)
Customer : 0000009 - THIRD CUSTOMER (1 itern)
Customer : 0000010 - DISNEY CUSTOMER (2 itams)

1 1

Database: (ocal) \oolect2000 Ready

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

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

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

1. Create a Query or Open an Existing Query.

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

A%V &|Customer

00000901 - CUSTO

Drag a column header here to growp by that column.

E % 4 |Account Number

TFIB1847ETO7S

=T Quenelevel ET
(015) NEW ACCOUN

ACT- ACTIVE AC

0000001 - CUSTO

TT38179391196

ACT - ACTIVE AC

(599) ACCOUNT WO

0000001 - CUSTO

045313MB01

ACT - ACTIVE AC

(528) ACCOUNT WO

0000001 - CUSTO

3009%8B8ETYY

NEW - NEW STAT

(015) NEW ACCOUN

0000002 - CUSTO

T73B20665544

ACT - ACTIVE AC

(599) ACCOUNT WO

0000000 - DEFAL

20336015400987

NEW - NEW STAT

(015) NEW ACCOUN

0000000 - DEFAL

§98B4515101032

MEW - NEW STAT

(015) NEW ACCOUMN

0000002 - CUSTO

1254549212135432

NEW - NEW STAT

(015) NEW ACCOUN

0000001 - CUSTO

36585641235

NEW - NEW STAT

(5%9) ACCOUNT WO

0000007 - FIRST

12546911211

NEW - NEW STAT

(599) ACCOUNT WO

dJ

: 16 Rows Loaded.  :

3. Inthe column heading, click the Sigma icon. The Select Summaries dialog box appears. The
options available are based on the item's data type.

Select Summaries

.

[ Lwerage
I Count
™ Mastimum

™ Minimum

I Sum

QK

4. Select the calculations to perform on the data and then click OK. The result appears in the last
row of the data grid. If you grouped data, the system calculates the data for each group and
displays the results in the last row for each group.

File Number 2V 0 F W= Branch ¥ W = |Average of Current BalanceV X W 8| Receive
1396 CTOR | 00000 - MAIN BR | $41.69 10/13/2011
I 1202 Imr-'lm | 00000 - MAIN BR | §0.00 02/11/2011
Grand Summaries
| [Average = $1.580.22 |

Export Query Results

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

To export query results

116



1. Create a Query or Open an Existing Query.
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2. Inthe toolbar, click Run. The results appear on the Results tab. The following example shows

the Results tab in the Account Analysis window.

File Mumber

AF T a|Customer ETE

0000001 - CUSTO

t Mumber

T730184767075

= )

ACT- ACTIVE AC

(015) NEW ACCOUN

0000001 - CUSTO

7738179391196

ACT - ACTIVEAC

(599) ACCOUNT WO

0000001 - CUSTO

045313MB01

ACT - ACTIVE AC

(588) ACCOUNT WO

0000001 - CUSTO

3009%888TT7

MEW - NEW STAT

(015) NEW ACCOUN

0000002 - CUSTO

T73820665544

ACT - ACTIVE AC

(599) ACCOUNT WO

0000000 - DEFAL

20336015400987

NEW - NEW STAT

(015) NEW ACCOUN

0000000 - DEFAL

5984515101032

MEW - NEW STAT

(015) NEW ACCOUMN

0000092 - CUSTD

1253454212135432

MNEW - NEW STAT

(015) NEW ACCOUN

0000001 - CUSTO

36585641235

NEW - NEW STAT

(5%9) ACCOUNT WO

0000007 - FIRST

12546911211

NEW - NEW STAT

(548) ACCOUNT Wa

| b
16 Rows Loaded

3. To export the results, do one of the following:
e To export the query results to an Excel file, in the toolbar, click Export to Excel.

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

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

The corresponding Export Results to dialog box appears.

4. In the File name box, type a name for the file and then click Save.

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

1. Create a Query or Open an Existing Query.

2. Inthe toolbar, click Run. The results appear on the Results tab. The following example shows
the Results tab in the Account Analysis window.
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3.

File Number

00000901 - CUSTO

Drag a column header here to growp by that column.

A ¥ T a|Customer ¥ 7 6|Account Number

TFIB1847ETO7S

= )

T4 Quevs Level T

(015) MEW ACCOUN

ACT- ACTIVE AC

0000001 - CUSTO

TT38179391196

ACT - ACTIVE AC

(599) ACCOUNT WO

0000001 - CUSTO

045313MB01

ACT - ACTIVE AC

(528) ACCOUNT WO

0000001 - CUSTO

3009%8B8ETYY

MEW - NEW STAT

(015) NEW ACCOUN

0000002 - CUSTO

TT3B206E5544

ACT - ACTIVE AC

(599) ACCOUNT WO

0000000 - DEFAL

20336015400987

NEW - NEW STAT

(015) NEW ACCOUN

0000000 - DEFAL

§98B4515101032

MEW - NEW STAT

(015) NEW ACCOUMN

0000002 - CUSTO

125454212135432

NEW - NEW STAT

(015) NEW ACCOUN

0000001 - CUSTO

36585641235

NEW - NEW STAT

(5%9) ACCOUNT WO

0000007 - FIRST

12546911211

NEW - NEW STAT

(599) ACCOUNT WO

16 Rows Loaded

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

& Mun AT VO Customer ¥ w8 Account Numbar
[all) = | 7738184767075
(Custom) i

,:E“anm - | 7738179391196
(MonBlanks)

DDDDDDD - DEFAULT CUSTOMER =5 (45313MB01

UUUUUDI - CUSTOMER ONE 30032419801
0000002 - CUSTOMER TWO

| {0000003 - POD CUSTOMER - | 7738174035038

I 1005

0000001 - CUSTO I 7738201009121

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

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

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

specified column.

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

value in the specified column.

4. Click any value other than (Custom). The list closes and the query results only include the
records that match the specified filter.

5. To set custom filter criteria, do the steps to Set Custom Filter Criteria.

Set Custom Filter Criteria

Use the Enter Filter Criteria for... dialog box to customize selection criteria for any column in the query
results. You can combine criteria to create more complex filters.
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1. Create a Query or Open an Existing Query.
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2. Inthe toolbar, click Run. The results appear on the Results tab. The following example shows

the Results tab in the Account Analysis window.

4 F 7 a|Customer

File Number b3

0000001 - CUSTO

Drag a column header here to group by that column.

b ar

nt Number

TTIB18476T07S

T8 Queve Level FT

ACT- ACTIVE AC

(015) MEW ACCOUN

0000001 - CUSTO

7738179391196

ACT - ACTIWEAC

(599) ACCOUNT WO

0000001 - CUSTO

045313MEB01

ACT - ACTIVE AC

(58%) ACCOUNT WO

0000001 - CUSTO

3009%8B8ETTT

NEW - NEW STAT

(015) NEW ACCOUN

0000002 - CUSTO

TFIB20665544

ACT - ACTIVE AC

(599) ACCOUNT WO

0000000 - DEFAL

20336015400987

NEW « NEW STAT

(015) NEW ACCOUN

0000000 - DEFAL

G98B4515101032

MEW - NEW STAT

(015) NEW ACCOUN

0000092 - CLUSTO

1253454212135432

NEW - NEW STAT

(015) NEW ACCOUN

0000001 - CUSTO

36585641235

NEW - NEW STAT

(599) ACCOUNT WO

0000007 - FIRST

12546911211

NEW - NEW STAT

(599) ACCOUNT WO

d

16 Riows Loaded

3. Inthe column heading of the column to filter, click the Funnel icon. A list of options for the

specified column appears.

E W Account Numbers
(Al = | 7738184767075
(Custom) il
I:[Blanksj = 7738179391196
(NonBlanks) 045313MB01
[ 0000000 - DEFAULT CUSTOMER
[ 0000001 - CUSTOMER: ONE 30032419801
0000002 - CUSTOMER TWO
7738174035038

0000003 - POD CUSTOMER -

I 1005

| 0000001 - CUSTD | 7738201009121

4. Click (Custom). The Enter Filter Criteria for... dialog box appears. The following example shows
the dialog box for the Customer column.
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T '
ol Enter filter criteria for Customer ﬁ

Dperand Operand

Add a condition

oK

Cancel

[Customer] = ‘0000001 - CUSTOMER ONE

L5 #

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

6. Inthe Operand list box, click or type an operand. In the previous example, the operator is "=
Equals" and the operand is "0000001 - CUSTOMER ONE." The condition appears in the lower
portion of the dialog box.

7. To add conditions, click Add a condition. The system adds a blank row.
8. To delete a condition, click the condition and then click Delete Condition.
9. If you set multiple conditions, do one of the following:

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

e To set the filter so that only one condition has to be true for an account to appear in the query
results, click Or conditions. For example, customer equals "0000001 - CUSTOMER ONE" or
customer equals "0000002 - CUSTOMER TWO" means that you only want to see accounts for
Customer One or Customer Two.

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

Custom Filter Operators

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

Operator Description

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

Less than

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

This operator is for date and numeric data types only.

Less than or equal To

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

This operator is for date and numeric data types only.

Greater than

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

This operator is for date and numeric data types only.

Greater than or equal
To

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

This operator is for date and numeric data types only.

Like

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

This operator is for alphanumeric data types only.

Matches Regular
Expression

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

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

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

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

"N A-Za-z] finds all values in mixed case character format.
A[~0-9]+S finds all values with a numeric format and dollar sign.

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

Starts with

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

This operator is for alphanumeric data types only.

Contains

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

This operator is for alphanumeric data types only.
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Ends with

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

This operator is for alphanumeric data types only.

Does not start with

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

This operator is for alphanumeric data types only.

Does not contain

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

This operator is for alphanumeric data types only.

Does not end with

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

This operator is for alphanumeric data types only.

Does not match

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

This operator is for alphanumeric data types only.

Not like

Includes accounts in the query results where data is not like the specified pattern.

This operator is for alphanumeric data types only.

Account Analysis

Account Analysis

Use Account Analysis to create queries to retrieve accounts that meet specific criteria. You can sort,
group, and summarize the information for review. You can also use this window to create a queue so
users can view or work accounts that meet specific criteria. For more information about each condition,
see the Account Analysis Conditions Technical Reference.

Note: You cannot use portfolio conditions to query accounts in Latitude as portfolios and groups
related to portfolios (for example, buyers, sellers, and investors) aren't at the account level. You can
only use portfolio conditions to search for portfolios and groups in Portfolio Manager.
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1. Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and
counting the query results.

Option Description

E dear | |Clears all query settings currently displayed in the window.

Dﬂpen Clears the query settings currently displayed in the window and opens a saved query.

H!-m Saves the query settings currently displayed in the window.

llc"“ Sums the number of records that match the selection criteria.

’ Run Runs the query and displays the results on the Results tab.

2. Data Selection pane: Provides a list of data you can select to create a query.
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3. Select Columns pane: Allows you to select and arrange the columns of data to display in the
query results.

4. Conditions pane: Allows you to set the conditions for retrieving data.

5. Order pane: Allows you to set the order for displaying or running data.

Create an Account Analysis Query
Use the Account Analysis window to query accounts based on specific criteria and analyze the results.
To create an account analysis query

1. Inthe Main Menu window, from the Tools menu, click Account Analysis. The Account Analysis
window appears.
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To exclude duplicate records from the query results, select Exclude Duplicate Records.

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

In the Select Columns pane, do the following as necessary:

Add one or more columns to the query.

Delete one or more columns from the query.

Modify the order of the columns.

Rename any columns.
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5. Inthe Conditions pane, do the following as necessary:

e Create one or more conditions for the query.

e Modify one or more conditions.

e Modify the order of the conditions.

e Group conditions for evaluation.

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

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

8. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.

Look In: | My Quernes - x Detate % Export To Ale
Mame I Date Created [
Accounts is Parent 12/1af2012
Account Status is Open 12/18/2012

Query Name: |

o | =],

i

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

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

9. To run the query, do the steps to Run an Account Analysis Query.

Modify an Account Analysis Query
Use the Account Analysis window to modify a query for analyzing accounts.
To modify an account analysis query

1. Inthe Main Menu window, from the Tools menu, click Account Analysis. The Account Analysis
window appears.
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2. Inthe toolbar, click Open. The Open Query Dialog box appears.
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Open Query Dialog (8]
LookIn: My Queries = | M oeete | & Import From Fle

Mame I Date Created [

Accounts is Parent 12/14f2012

Account Status is Open 12/18/2012

Query Name: |

_ ool |

3. Inthe Name column, click the query and then click Open. The query appears in the Account
Analysis window.

4. Modify the query as necessary.

5. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dislog =
Look In: | My Quenes N xDeleflz '-E::Expc-rtTuFiE
HName | Date Created |
Accounts is Parent 12/14/2012
Account Status is Open 12/18/2012
Query Name: |
__Gonce_| [ =]
e

b. Inthe Name column, click the query name and then click Save.

Tip: To create a query from the existing query, in the Query Name box, type a name for the
query and then click Save. The system creates a query based on the existing one, and leaves the

existing query unchanged.

6. To runthe query, do the steps to Run an Account Analysis Query.
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Run an Account Analysis Query
Use the Account Analysis window to run an account analysis query.
To run an account analysis query

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

) oo | (e ke (e B2
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[H] queve Date

[ Desk
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[F] Current Balance
[7] Received Date
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& 35 B AE =1 X
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&

b 4B R b R L

Drag and drop mew columns onto this surface

2. Inthe toolbar, click Run. The results appear on the Results tab. For more information, see Query
Results.
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Assign an Aggregate Function to a Column

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

To assign an aggregate function to a column
1. Do one of the following:

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

e Create a SQL Statement or Modify a SQL Statement.

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

 Select Columns |
H 48 & -

j File Number Count

E rustnmer Sum

{&] Account Number Average

i8] status s ximum

[F] Quaue Level Minkmum

[T Queue Date
Standard Deviation

[F] Desk

T Branch Population Standard Deviation

corecace [ E—
[2] Received Date Population Variance

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

| File Mumber

| Custnmear

{8 Account Number

“
o
[ag
=
s

= Queue Level
Queue Date

=]
=
o
=1
g

| () B )
2
]
&

Average of Current Balance

=] Received Date

|.|

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

Aggregate Functions

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

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

Average Averages the values within the grouping.
Maximum Calculates the highest value within the grouping.
Minimum Calculates the lowest value within the grouping.

Standard Deviation

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

Population Standard
Deviation

Averages the difference from the mean value within the grouping.

Variance

Squares the standard deviation.

Population Variance

Squares the standard deviation within the grouping.

Eliminate Duplicates

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

Remove Aggregate

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

CBR Special Comment Tool

CBR Special Comment Tool

Use the CBR Special Comment tool to create queries to update the special comment on CBR accounts
that meet specified selection criteria.
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1. Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and
counting the query results.

Option Description

E Clear Clears all query settings.

E]Dpen Clears all query settings and opens a saved query.

Hm Saves the query settings.

chmm Sums the number of records that match the selection criteria.

’ Run Runs the query and displays the results on the Preview Accounts tab.

2. Data Selection pane: Provides a list of data that you can select to create a query.
3. Conditions pane: Allows you to set the conditions for retrieving data.

4. Order pane: Allows you to set the order for displaying or running data.
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5. Select Comment section: Allows you to select the special comment to which to update
accounts.

Create a CBR Special Comment Query

Use the Latitude CBR Comment window to create a query to update the special comment on CBR
accounts that meet specific criteria.

To create a CBR comment query
1. Do one of the following:
¢ Inthe Windows application list, click CBR Special Comment Tool.
e Inthe bin folder, double-click CborComment.exe.

The Latitude Login dialog box appears.

2. Specify your Latitude credentials and then click Okay. The Latitude CBR Comment window
appears.
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3. To limit the query results to a specific number of records, select Maximum Records and then, in
the box, type the maximum number of records to include in the results.

4. Inthe Conditions pane, do the following as necessary:

e Create one or more conditions for the query.

e Modify one or more conditions.
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134

e Modify the order of the conditions.

e Group conditions for evaluation.

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

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

To preview the query results, in the toolbar, click Run. The results appear on the Preview
Accounts tab.

roarber | Mame MMt appcipiCammant -
K, Wty M | 0 - ACTRE li.

1215 Sk, Landon, 0- &CTVE B
ik Berard, Angela 0 ACTRE AR
1220 Smith, Jackis - &CTIVE AE
T HIPFY, JANE 0-ACTRE AB
1225 SMITH, HOLLY  0- &CTIVE AR
15 Evees, Sandy Q- ACTRE AR
1228 Jones, Carl 0 - &CTIVE AR
133 Jones, Pt 0= ACTIVE AE
1230 Gilmate, Jobnst. 0 - ALTIVE AR
120 Carp, Mindy Q-ACTE &B
132 Moore, Frank 0-&CTHE AR
1235 SMITH. BRAD 0-&CTVE aE
a7 SUTHERLAND.. - ACTIVE AR
1238 PHILLIPS, CINDY 0 - SCTIVE ]
128 COOPER. JOHH 0. ACTRE AR
1240 JONES, HOPE 0- &CTIVE AE
1241 GRIFFIN. MEGS 0. ACTRE AR
1242 STRUDDER, JA_ 0- &CTIVE LB
1243 HOPE. SALLY  0-ACTRE AB
1245 GORMAN, CHRL. (- ACTIVE A
1246 WICKAM, CARR_ 0-a0TVE AE
1247 GARDHER, MA. 0-ACTIVE AR
1248 GODOWH. JA.  0-A0TVE A
1248 RUTHERFORD. . 0-ACTIVE AR
1250 HOLLANDL JOE  0-ACTIVE B
1251 SOMER. JESS. 0-ACTVE AR
1852 HARRIZ, ROBE. (- &CTIVE il
1283 DOWHEY, ROB. - ACTIVE AR 1.

Select Special Comment . [AB - CEFSPECCMT - ...._............JL""“"“”“"

To save the query, do the following:

In the toolbar, click Save. The Save Query Dialog box appears.
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Save Query Dialog .
Look In: | My Quernes x Detate % Export To Ale
Mame Date Created |
Accounts is Parent 12/14f2012
Account Status is Open 12/18/2012
Query Mame: |
cone =]

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

Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.
9. To runthe query to update the special comment on the selected accounts, do the steps to
Update the CBR Special Comment.

Modify a CBR Special Comment Query

Use the Latitude CBR Comment window to modify a query for updating the special comment on CBR
accounts that meet specific criteria.

To modify a CBR comment query
1. Do one of the following:
¢ Inthe Windows application list, click CBR Special Comment Tool.
e Inthe bin folder, double-click CborComment.exe.
The Latitude Login dialog box appears.
2. Specify your Latitude credentials and then click Okay. The Latitude CBR Comment window

appears.
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3. Inthe toolbar, click Open. A confirmation dialog box appears.

4. Click Yes. The Open Query Dialog box appears.

Open QueryDislog (8]
LookIn: My Queries = | M oelete | & Import From Fle

Name | Date Created |

Accounts is Parent 12/14f2012

Account Status is Open 12/18f2012

Quu?ﬂamu:[

_cncd |

5. Inthe Name column, click the query and then click Open. The query appears in the Latitude CBR

Comment window.

6. Modify the query as necessary.



7. To preview the query results, in the toolbar, click Run. The results appear on the Preview

Accounts tab.
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8. To save the query, do the following:

In the toolbar, click Save. The Save Query Dialog box appears.

|| M pelete | & Export ToFie

| Date Created |

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

Tm.ms is Parent
Account Status is Open

12142012
12/18/2012
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Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.

9. To runthe query to update the special comment on the selected accounts, do the steps to
Update the CBR Special Comment.

Update the CBR Special Comment

Use the Latitude CBR Comment window to run a query to update the special comment on CBR accounts
that meet specific criteria.

To update the CBR special comment

1. Create a CBR Special Comment Query or Modify a CBR Special Comment Query.
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2. Inthe lower section of the Latitude CBR Comment window, in the Select Special Comment list
box, click the special comment to update on the selected accounts.

3. Click Update Accounts. The Confirmation dialog box appears.

Updating 523 accounts with Special comement: AB. Do you wish te proceed?

e e |

4. Click Yes. A notification dialog box appears, which indicates that the updates are complete.
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5. Click OK, and in the next dialog box, click Close. The credit bureaus will get the updated
comment the next time you report the accounts.

Condition Builder

Condition Builder

Use Condition Builder to maintain the list of conditions users can select when creating queries using a
query tool. You must have the "Configure Query Designer Conditions" permission. For more
information, see the Latitude documentation.
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1. Toolbar: Provides options for configuring conditions.

Option

Description

[ Add Table

Opens the Add Table Wizard to allow you to map a Latitude database table or view
to conditions.

W Lozd Amsambiy

Adds a .dll assembly file containing conditions that Latitude by Genesys created for
your organization.

Saves the condition configuration.

Allows you to create a SQL file that contains the specified conditions.

1 create Foder

Allows you to create a folder in the Condition Selection pane.
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| Move To Too [Allows you to move a folder or condition.

3 Deiete Allows you to delete a folder or condition.

;ﬁ'"rgu Allows you to test a condition to ensure it's configured properly.

2. Condition Selection pane: Provides a list of conditions that are available to users when they
create queries. You can add, modify, and configure the conditions.

3. Condition Types pane: Allows you to add a condition type to the Data Selection pane.

4. Properties pane: Allows you to view and modify the configuration settings for the condition
selected in the Data Selection pane.

Add a Database Table

Use the Add Table Wizard to add columns from a Latitude database table or view to the Condition
Selection pane in the Configure Conditions window.

To add a database table

1. Inthe Main Menu window, from the Tools menu, click Condition Builder. The Configure
Conditions window appears.
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2. Inthe toolbar, click Add Table. The Add Table Wizard appears.
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7 aca Tave waars S =

Add Table Wizard

This wizard helps you to map a database table to conditions
for the Latitude Query Designer.

To continue, dick Nexdt.

3. Click Next. The Select Table or View page appears, which lists the Latitude database tables and
views.

' '
3 s v e | e
Select Table or View
Select a table ar view which contains the data that you want to map to m
eonditions. o

Name Type =
[ [dbo) . [ABA] BASE TABLE i
(7] [dbo].[ABA_OLD] BASE TABLE

[T [dba].[Account_InterestAc,.. BASE TABLE
[T [dba]. [Account_WorkStats]  BASE TABLE

[ [dba]. [AccountContacts] BASE TABLE
[T [dbo]. [AccountPaymentSy...  VIEW
[ [dba]. [AcctMover Jab] BASE TABLE

[=] [dbo].[AcctMoverJob_ltems] BASE TABLE
[T [dbo]. [AcctMoverPresets] BASE TABLE
[ [dba] . [Ackwork] BASE TABLE
O [dba]. [action] BASE TABLE -

4. Click the table or view and then click Next. The Select Key Reference page appears.
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' B’
7 Add Table Wizard Lo L |
Select Key Reference I
Select the column in the table which can be used to reference the record to ]
an account or debtor, w
Key Column: ,.]
Reference Field:
<Back | lext Cancel |
L% A

Key Column: Field to use to match records to an account or customer on an account.

Reference Field: Field that ties the Key Column to the Master, Debtor, or ServiceHistory table.
The options are:

master.number: Latitude file number in the Master table.
Debtors.DebtorID: Customer number in the Debtors table.
master.account: Customer account number in the Master table.
master.id1: ID1 field in the Master table.

master.id2: ID2 field in the Master table.

ServiceHistory.RequestID: Unique request number for service information in the ServiceHistory
table.

5. Specify the Key Column and Reference Field and then click Next. The Select Column Conditions
page appears.
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Select Column Conditions

Select which columns will be mapped to conditions and what type of
conditions to use.

Column Data Type Condibon Type -
[¥] Cods nt Mumeric Condition

[¥] Company varchar Text Condition

[¥] state warchar Text Condition £
[¥] city varchar Text Condition

[#] Phone varchar Text Condition

[] Fax varchar Text Condition

|¥] Zip int Mumeric Condition

[#] Address1 warchar Text Condition

[+#] Addressz warchar Text Condition —

Text Condition TyPe:  |Text Condition

<Back | MNext> | | Cancel

e b
7 Add Table Wizard - Lo (=S

6. Clear the check box for each column to exclude from mapping.

7. To change the condition type for a column assigned the text condition type, click the column

name and in the Text Condition Type list box, click the condition type.

8. Click Next. The Add Table Wizard Completed page appears.

Add Table Wizard Completed

The selected table columns will now be mapped into
conditions for the Latitude Query Designer.

To dose this wizard, dick Finish.

<Back | Fnsh | | Cancal |

Lo

(9 Add Table Wizard N e o= |

g

9. Click Finish. The system adds the table or view to the Condition Selection pane in the Configure

Conditions window.
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Create a Condition

Use the Conditions Type pane to create a condition. This process requires familiarity with SQL and the

Latitude database structure.

To create a condition

1. Inthe Main Menu window, from the Tools menu, click Condition Builder. The Configure

Conditions window appears.

-] Accourts

o AIM

] Comments

1] Dett Forwardng
-] Debt Purchasing
-] Debtor Demographics
] Cealers

.| Eary Stage Data
-] Latkude Fusion

- Legal

T
¥
!
+
T
¥
t
P
+
T
#-] Lethers
|
+
+
+
|
+
T
¥
:
+

] Money Buckets

. Patiart Information

-] Paymerts

] PortfalicContacts

] Portfolos

] Post Dates

- Promisss

(] Restrictions

] Services_ldinfo_Bankmnptcy
] Work Strategies

2. Inthe Condition Types pane, click a condition type and drag and drop it onto a folder in the
Condition Selection pane. For more information about condition types, see Condition Types.

4 Promeses

1 Servicea_ldinfo_Bankruptcy
7 Work Strategies

J Mew

Cordition
g d!Vew Date Condition ]

F-IL
@[
-
EH-
€

3. Type a name for the condition and press Enter.

(eomowecomens I )

T Ackd Table Mg Load Aesemiby | [ Save [P Scrmt | | create Folder i[5/ Move To Ton | I Detete | S Tem

|Condition Types

*r Custom Quewe Condition
“r Date Condiion

*r Extra Data Condison

<¢ Litersl Condiion

*r Mizc. Extra Data Condition
=/ Multiple Choice Condition
= Mumeric/Currency Condition

“r Queue Level Condiion

|Properties
(3 Copy Joins [ Paste Joins

Bl | =

4. In the Properties pane, specify the configuration settings for the condition. For more

information, see Condition Properties.

=)

5. If the condition has a Joins property and you want to copy the join to another condition, do the

following:
a. In the Properties pane, click Copy Joins.
b. In the Condition Selection pane click the condition to copy the join to.
c. In the Properties pane, click Paste Joins.

6. To arrange the properties in alphabetical order, click the Sort icon.
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7. To arrange the properties by category, click the Categorize icon.

Add an Assembly File

Use the Load Assembly dialog box to add a ".dlI" assembly file containing conditions that Latitude by
Genesys created for your organization.

To add an assembly file

1. Inthe Main Menu window, from the Tools menu, click Condition Builder. The Configure
Conditions window appears.

il - == X
¢ Configure Conditions =}

£ Acd Table M Load Assembly | [ seve (P Scot | ) Create Folder g/ Move To Top | i Delete | SR Temt

B0 Accourts lCondition Types |

-] AIM . .

-] Comments *r Custom Queus Condition

B Debt Forwarding “r Date Condision

- Debt Purchasing

- Debtor ) ¥ E.Ihlbihcﬂ'h =

-] Dialers *r Literal Condiion

i (] Eariy Stage Data *F Misc. Extra Data Condition

-] Latkude Fusion

E_H oo "f Multiple Choice Condition

-] Letters “r Mumeric/Curency Condition

(-] Maney Buckats “r Queue Level Condition o

Bl Patient Information

E‘:ﬂ:: vioContacts (3 Copy Joins [ Paste Joins

il orifolios - —

- Post Dates =i I=]

B Promisss

-] Restrictions

i ] Services_ldinfo_Barknptcy
(- 2] Woek Strategies

oy

2. Inthe toolbar, click Load Assembly. The Load Assembly dialog box appears.
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(8¢ Losd Assembly

. v Computer » SYSTEM (C:) » Assemblies w (¥4 [l Seorch Assemblies

Grganize = Mew folder = O @

- = _— T.
W Favorites MName Date modified ype

%] My, Library.dll 2/1/2013 2:28 PM Application extes
B Desktop ® |4 MyPMPanelLib.di /12013256 PM  Application exte
w4l Libraries |%| MyRecenerPanellib.dll 27172013 3401 PM Apphcation exte
__-'-' Documents
JH Music
= Pictures
B videos
£ Martin, Barbara
& Computer
e SYSTEM (C)
~=u RECOWFRY Tk

L | |

Eile name: ~ | Assemblies (" dil

[ Open [+ |

3. Click the assembly to add and then click Open. The system adds the assembly to the Condition
Selection pane in the Configure Conditions window.

Create a SQL File

Use the Script Conditions dialog box to create a SQL file that contains the specified conditions. You can
use the SQL file with other Latitude query tools or copy the SQL file contents directly into other
programs.

To create a SQL file

1. Inthe Main Menu window, from the Tools menu, click Condition Builder. The Configure
Conditions window appears.
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(8 Configure Conditions

£ Add Table Mg Load Assemby | | Save ¥ Scrot | 7| Create Folder i[5/ Mave To Top | 3 Deiete | 3K Temt

Latitude Console Printable Help

@-LJ AN

B Lateude Fusion

B
i

peiaial ahulial ol s a}

1

T%i”

&
Iy
&

!
|

-] Work Strategis

ﬁ?

*r Custom Quewe Condition <
“r Date Condision
*r Extra Data Condibon &

*r Literal Condifion

*F Mize. Extra Data Condition

“r Multiple Choice Condition

“r Numeric/Curency Condition

“r GQueve Level Condition =

Propesties

[0 Copy Joins [ Paste Joins
H =

In the toolbar, click Script. The Script Conditions dialog box appears.

Latitude FusionLaxishexis \Batch\Ser. ..
Latitude Fusion\LexishexisiCAC
Latitude Fuson|LexishewsiCAC
Latitude Fusion\LexishexisiCAC

Latitude Fusion|Lexisheds \CAC
Latitude FusionLexisMexs \CAC
Latitude Fusion\LexishexisiCAC
Latitude Fusion|Lexishexs\CAC
Latitude FusonLexsMexasiCAC

. Latitude Fusion\Lexishexis\Batch\Ser. ..
Latitude Fusian\d Info\Services_ldin...
Latitude Fusion\id Info\Senices_Idin...

LLF R S ST - rdy.

Lakh da r, o0

Do one of the following:

To create a script of all the conditions, click Script all conditions. To recreate the conditions

table, select Recreate the conditions table.

To create a script for specific conditions, click Script the selected conditions and then select the

check box for each condition to include in the script.

Click Okay. The Save Conditions Script dialog box appears.
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=) Save Conditions Script |

Search Seripits

Qrganize = Mew folder = =

inetpub = MName Date modified Type

Intel
MSOCache Mo iterns match your search.

Perflogs

Program File:

Program File:

ngrathtaEl

Recovery
Seripts
System Volur

T ErEETETE TR

File name:

Save as type: | SQL Batch Files (*.sq)

= Hide Folders

5. Type a name for the file and then click Save.

Create a Folder

Use the Create Folder option to create a folder for storing conditions. You can add new conditions or
move existing conditions to the folder. You can also move the folder to the top tier so that it's not
embedded in another folder.

To create a folder

1. Inthe Main Menu window, from the Tools menu, click Condition Builder. The Configure
Conditions window appears.
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(€ comprecorsnens I i)

£ Add Table Mg Load Assemby | | Save ¥ Scrot | 7| Create Folder i[5/ Mave To Top | 3 Deiete | 3K Temt

f.[gl Accournts [Condition Types =)
+ -] AW

i t'_] Comments *r Custom Quews Condition -
; lj Debt Forwardng “7 Date Condifion

4] Debt Purchasi

;_le Mm&;"giﬁu ¢ Extra Data Condiion .
-] Dialers *r Literal Condifion

U] Eady Stage Data “r Misc. Extra Data Condition |
f"j fﬁmm %' Multiple Choice Condiion

¥ tfl Lesters *r  Numernic/Currency Condition

i+ (] Maney Buckets “r Gueue Level Condiion

+-| Patiart Infommation

4] Paymerts [Properties =)
£ ] PortfaligContacts P Copy Jons [ Pagie Joins

#-(C] Podfolos B4 | | =

4 Post Dates Eil |

- Promisas

i~ Restrictions

#l-.] Services_ldinfo_Banknptcy

H- ] Work Strategies

2. Inthe Condition Selection pane, click the place where you want to insert the folder.

3. Inthe toolbar, click Create Folder. The system adds a folder called New Folder to the Data
Selection pane.

[ Services_|dinfo_Bankruptcy
=] Work Strategies
% Cortacted Today?
~%r Last Contacted Date
% Last Worked Date
¥ Times Contacted
% Times Viewed
“r Times Worked
% Worked Today?
(W] Fieve Folderll

4. Type a name for the folder and press Enter.

5. To move existing conditions to the folder, in the Conditions Selection pane, click a condition and
drag and drop it to the new folder.

6. To add a condition to the folder, do the steps to Add a Database Table or Create a Condition.

7. To move the folder to the top tier, do the steps to Move a Folder or Condition.

Move a Folder or Condition

Use the Move to Top option to move a folder or condition to the top tier so that it's not embedded in
another folder. You can also move a folder or condition to another folder.

To move a folder or condition

1. Inthe Main Menu window, from the Tools menu, click Condition Builder. The Configure
Conditions window appears.
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rﬁ Configure Conditions. | (2]
£ Add Table Mg Load Assemby | | Save ¥ Scrot | 7| Create Folder i[5/ Mave To Top | 3 Deiete | 3K Temt
-] Accounts [Condition Types
- AM . .
il Comments “r Custom Quewe Condition
B Debt Forwarding “r Date Condision
(-] Debt Purchasing
-0 Debtr ) T E.:hlblhtwﬁm =
i~ Dialers “r Literal Condifion

4] Eary Stage Data
B Lattude Fusion

1

5

Patiert Infomation

P eyl et ot ot ) e ol

E.

2. Inthe Condition Selection pane, click the folder or condition.

-l Promises

@ Services_ldinfo_Bankruptcy

[ Work Strategies
=] Level 1
=] Level 2

] Level 3

*F Mize. Extra Data Condition

“r Multiple Choice Condition

“r Numeric/Curency Condition

“r GQueve Level Condition =

Propesties

[0 Copy Joins [ Paste Joins
H =

3. Inthe toolbar, click Move to Top. The selected folder or condition moves to the top tier.

4. To move a folder or condition to another folder, click the folder or condition and drag and drop

it onto the folder where you want to move it.

Delete a Folder or Condition

Use the Delete option to delete a folder or condition.

To delete a folder or condition

1. Inthe Main Menu window, from the Tools menu, click Condition Builder. The Configure

Conditions window appears.
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% Configure Conditions SHEC X
£ Add Table Mg Load Assemby | | Save ¥ Scrot | 7| Create Folder i[5/ Mave To Top | 3 Deiete | 3K Temt
E-g Accourts lﬁéﬁ
B AlM a
- Comments *r Custom Quews Condition
il :,j Dbt Forwardng “r Date Condision
fi-g] Debt Purchasing Condib
i b:l Debtor Demographics : :':"' .
[ [Cealers Condiion
i EIJ Eary Stape Data “r Misc. Extra Data Condition
F-f] Lateude Fusion . .
0 Lagat “r Multiple Choice Condition
i Letters “r' Numeric/Currency Condition
H |,_de Maney Buckets “r Gueve Level Condiion x
(-] Patiert Infommation
@-LJ PortfalioContacts P Copy Jons [ Paste Joins
i ] Poetfolios = —
- Post Dates Bt =
- Promisss
[~ Restrictions

|- Services_ldinfo_Bankmptcy

oy

=
!
=
E

In the Condition Selection pane, click the folder or condition.

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

Click Yes.

Test a Condition

Use the Move to Top window to test a condition to ensure that it's configured properly.

To test
1.

a condition

In the Main Menu window, from the Tools menu, click Condition Builder. The Configure

Conditions window appears.
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(8 Configure Conditions

@-LJ MM

B Lateude Fusion

B Legal

B Letters

-] Maoney Buckets
-] Patient Infomation
B Paymerts
[~ ] PertfalioContacts
[l Portfolios

-] Post Dates
-] Promiss

Er-] Restrictions

B~ Services_ldinfo_Banknptcy
-] Work Strategis

2. Inthe Condition Selection pane, click the condition.

£ Add Table Mg Load Assemby | | Save ¥ Scrot | 7| Create Folder i[5/ Mave To Top | 3 Deiete | 3K Temt

ﬁ?

*r Custom Quewe Condition <
“r Date Condision
"y Extra Data Condiion E

*r Literal Condifion

*F Mize. Extra Data Condition

“r Multiple Choice Condition

“r Numeric/Curency Condition

“r GQueve Level Condition =

Propesties

[0 Copy Joins [ Paste Joins
il =

3. Inthe toolbar, click Test. The Condition Test Dialog box appears and shows the testing progress
for each condition. If the system requires user input, the [condition name] dialog box appears.
The information that appears in the [condition name] dialog box is based on the condition type.

('@ Condition Test Dialog E N

NI

& Lsing condition as select column.
&% Using condition as grouping.
Hmmﬂumasa;gagate.

Was the sccount contacted today?

@ Account was contacted today

) Account was contacted this week
0 Account was contacted last week
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If the [condition name] dialog box appears, keep the selected option or select a different option

and then click Okay. A notification dialog box appears, which indicates whether the test was

To display the SQL statement used to test a condition, in the Condition Test Dialog box, click the

condition. The corresponding SQL statement appears in the lower section of the dialog box.

4,

successful.
5. Click OK.
6.
7.

Condition Types

When finished viewing the test results, click Close.

The following condition types are available in Condition Builder.

Condition Type

Description

Custom Queue

Allows you to create a condition for selecting a custom queue.

Date Allows you to create a condition for selecting a date or a date and time.
Extra Data Allows you to create a condition for selecting extra data.
Literal Allows you to package a segment of SQL directly into a condition, requiring

modification upon execution.

Misc. Extra Data

Allows you to create a condition for selecting miscellaneous extra data.

Multiple Choice

Allows you to create a condition for selecting values from a list of multiple options.

Numeric/Currency

Allows you to create a condition for selecting a numeric or currency value.

Queue Level

Allows you to create a condition for selecting a queue level.

Table Contains

Allows you to create a condition for looking up values in a Latitude database table or
view.

Table Lookup

Allows you to create a condition for looking up values in a Latitude database table or
view.

Text

Allows you to create a condition for selecting text.
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Condition Properties

The following condition properties are available in Condition Builder, based on the condition type
selected.

Condition
Categor Description
gory Property L
Type of condition. The system populates this box when you create a
Condition Type P o Y P p y
condition and you cannot change it.
Appearance|Description Name of the condition.
Question Ques.tllon to ask when presenting a list of options in a multiple choice
condition.
Options available for selection in a multiple choice condition. Click the
Choices ellipsis to open the Choice Collection Editor dialog box and specify the
options.
Type of extra data or miscellaneous extra data. Valid values are:
e DateTime
Data Type
Numeric
Behavior *
o Text
Data format to use for the numeric or currency condition. Valid values are:
e Currency
Format
e None
e Percent
Code Code that identifies the extra data.
Column in the Latitude database table from which to get data. You can
specify the column name or provide a SQL statement to indicate the
column.
Column
Data Column name example: [master].[glevel]
SQL statement example: CASE ISDATE([master].[qdate]) WHEN 1 THEN
CAST([master].[qdate] AS DATETIME) ELSE NULL END
Joins Joined: A key indexed column in the Latitude master database table joins to
a column in another Latitude database table to get data.
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Not Joined: The data is in a column in the Latitude master database table.

Click the ellipsis to open the JoinTable Collection Editor dialog box and
specify the tables to join.

Line

Extra data line number from which to pull data. An extra data code can
have up to five lines of data associated to it.

LookupExpression

Name of the Latitude database table or expression that yields the lookup
values. The first column is the code value and the second column is the
description.

Example: SELECT [code].[QName] FROM [qglevel] WHERE [code] BETWEEN
"600" AND "799"

Select

SQL fragment used in the SQL statement SELECT clause.

SelectColumn

Expression used to display the results of the lookup.

Example: [SupportQueueltems].[QueueCode] +
+[SupportQueuelevel].[QName]

SelectSubquery

Subquery expression to display as a list of values when using the condition
as a select column. The subquery must return the field to display with an
alias of [value] and cannot use an ORDER BY clause or any other SQL not
permitted with a subquery.

SQL SQL fragment used in the SQL statement WHERE clause.
Subquery Subquery expression that yields the related data values.
Title Title of the miscellaneous extra data.

Credit Report Requester

Credit Report Requester

Use Credit Report Requester to request credit bureau reports for accounts that meet specific criteria.
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(£9 Credt Report Requester N h. N

Request Credit Bureau Reports

Account Query

:j Oear IJN_ Cpen HSd\': £ Count 1

(] Accounts Eeclude Dut
(] amM 2 '

1] Comments ] Maximum Records

+

+

+

11 Debt Farwarding “r Conditions

11~ Debt Purchasing = = )

1] Debtor Demographics ey x . B \'} EE el @ @
7] Dislers . -

+

] Early Stage Data Debtor Typeis "Debtar” -

H- Latitude Fusion 3
- Legal

#-(] Letters |27 order
H- .| Money Buckets
4] Patient Information x 4 % 11
-] Payments
4] PortfolioContacts AT S T T AN (O Tt 4
1] Portfolios
4 ] Post Dates
1] Promises
1] Restrictions
1] [] Services_ldInfo_Bankruptcy
i-] Work Strategies
*Y Blank Literal Condition
Credit Repart Type:

1. Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and
counting the query results.

Option Description

|‘_\| tear  [Clears all query settings currently displayed in the window.

“_LJ open |Clears the query settings currently displayed in the window and opens a saved query.

H Save Saves the query settings currently displayed in the window.

¥ ceunt  [Sums the number of records that match the selection criteria.

—

2. Data Selection pane: Provides a list of data you can select to create a query.
3. Conditions pane: Allows you to set the conditions for retrieving data.

4. Order pane: Allows you to set the order for displaying or running data.

Create a Credit Report Request Query

Use the Credit Report Requester window to create a query to request credit bureau reports for
accounts that meet specific criteria.

To create a credit report request query
1. Inthe Main Menu window, from the Tools menu, click CBR Requester. The Credit Report

Requester window appears.
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(D3 Credit Report Requester I,
Request CreditBureau Reports
Account Query

ﬁ&ar Ll:jtbm H&uv: Emt

-] Accounts

-] A )
#1-(] Comments 7] Maximum Records 100

iji-J Debt Forwardng '*r conditions . =
'] Debt Purchasing = : = 7 -

1 DebtrDenaaphcs FX 49 B2Ee oo

] Dislers

&=

B8
[ at ol

)
2
w
3
&
4

B

o

=

fee
g
g
&
g
g
i

E-E-E-8
ot a8
-
&
A
i

1] (] Restrictions

1111 Services_Idinfo_Banknuptcy
(] work Strategies

% Blank Literal Condition

&t

Cradit Report Type: ']
Reguest

Note: The system selects Exclude Duplicate Records to prevent you from requesting multiple
credit bureau reports for the same SSN. You cannot clear this setting.

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

In the Conditions pane, the Debtor Type condition is included by default. To modify the
condition, do the following:

Double-click the Debtor Type condition. The Debtor Type dialog box appears.

Debtor Type .

@ alue is one of the following:

Value is not one of the Following:

Filter ]

CODE Description
[¥]o DEETOR

[]1 Co-DEETOR 1
[z co-DesToR 2
[[13 co-DEsToR 3
[+ cCoDEsToR 4

(o]

b. Do one of the following:

c. Toinclude avalue, click Value is one of the following.
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d. To exclude a value, click Value is not one of the following.

e. Select a check box to include a customer, or clear a check box to exclude a customer and
then click Okay.

Note: To delete the condition, right-click the condition and then click Delete. In the
confirmation dialog box, click Yes.

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

e Create one or more conditions for the query.

e Modify one or more conditions.

e Modify the order of the conditions.

e Group conditions for evaluation.

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

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

7. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dialog |
Look In: | My Quenes xDe-e'tE % Export To Ale
Mame Date Created |
Accounts is Parent 12/14/2012
Account Status is Open 12/18/2012
Query Name: |
_Coneel_| ]

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

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

8. To runthe query to generate credit report requests, do the steps to Generate Credit Report
Requests.

Modify a Credit Report Request Query

Use the Credit Report Requester window to modify a query for requesting credit reports.
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1. Inthe Main Menu window, from the Tools menu, click CBR Requester. The Credit Report

Requester window appears.

(01 Credit Report Requester |

Request Credit Buresu Reports
Account Query

ﬁ&!l ujﬁxﬂ HSU\‘E i&u‘lt

?l 1'].0¢m|15 Exclude Duplicate Rec
-1 AmM F] Mai
1] Comments Maximum Records

100

-] Debt Forwarding
‘] Debt Purchasing
| Debtor Demographics

' Canditions

FX 49 BB

Debtor Typeis "Debtor”

=]

&

=
us

H

#1-(.] Early Stage Data
#1-{ Latitude Fusion

S

@ @

a1 Letters

11 Money Buckets

1 Patient Information
1 Payments

1 PortfolioContacts

[ order

H

=

&

=
il al i alatat siul el e
& X
%.

1 Portfolics
(] PostDates
(] Promises
(] Restrictions
W] Services_ldinfo_Bankruptcy
1] Work Strategies
1% Blank Literal Condition

15

{5

=

&

X &3 1%

Credit Report Type: .]

Reguest

2. Inthe toolbar, click Open. A confirmation dialog box appears.

3. Click Yes. The Open Query Dialog box appears.

Open Query Dialog (=]
LookIn: My Queries - | M roeete | & Import From Fle
Name | pate created |
Accounts is Parent 12/14f2012
Account Status is Open 12/18/2012

Query Name: |

_ concel_|

Lf

4. Inthe Name column, click the query and then click Open. The query appears in the Credit

Report Requester window.
5. Modify the query as necessary.

6. To save the query, do the following:
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a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dislog |
Look In; | My Queries - | doeete | & Export ToFle
Mame I Date Created [
Accounts is Parent 12/14/2012
Account Status is Open 12/18/2012
Query Name: |
oo | =,
e

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

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

7. Torunthe query to generate credit report requests, do the steps to Generate Credit Report
Requests.

Generate Credit Report Requests

Use the Credit Report Requester window to run a query to request credit bureau reports for accounts
that meet specific criteria.

To generate credit report requests

1. Create a Credit Report Request Query or Modify a Credit Report Request Query.
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[0 Credit Report Requester |1

Request Credit Buréau Reports
Account Query

P | §m i | e

B ¢l am ] Bxclude Duplicate Records
]
o a—— 7] Maximum Records 100 o

FIL]DdﬂFUl'm Iﬁi
##1-(] Deblor Demograptics X 49 BB e

#1- (] Early Stage Data =
#-(] Latitude Fusion

it-(] Legal

i | Lettsrs ,ﬁ

P ormaen X &3 18

=)
g
g
a-
@
w-d
g-c = . : -
# ] PortfolkeCantacts Drag and drop new columns onto this surfac
-
@]
@-J
w-gd
@l
w-d
<

Post Dates

Work Strategies -

CreditReport Type: | v]

: Reguest |

2. Inthe lower section of the Credit Report Requester window, in the Credit Report Type list box,
click the type of report to request.

3. Click Request. The CBR Requester dialog box appears.

4. Click Yes. A notification dialog box appears, which indicates the requests are complete.

5. Click OK, and in the next dialog box, click Close.
Custom Panel Query Creator

Custom Panel Query Creator

Use the Custom Panel Query Creator window to create queries that you can use to create a custom
anchor or reference panel in Latitude. For more information about the custom panels, see "Custom
Panel Mapping" in the Latitude documentation.
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1. Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and
counting the query results.

Description

Clears all query settings currently displayed in the window.

Clears the query settings currently displayed in the window and opens a saved query.

Saves the query settings currently displayed in the window.

e

Sums the number of records that match the selection criteria.

P wn

Runs the query and displays the results on the Results tab.

2. Data Selection pane: Provides a list of data you can select to create a query.
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3. Select Columns pane: Allows you to select and arrange the columns of data to display in the
query results.

4. SQL statement pane: Displays the SQL statement based on the columns and order specified.

Create a Custom Panel Query

Use the Custom Panel Query Creator window to create a query that you can use to create a custom
anchor or reference panel in Latitude.

To create a custom panel query

1. Inthe Main Menu window, from the Tools menu, click Custom Panel Query. The Custom Panel
Query window appears.

< CustomPanel QueyCreator L= Lo

Aecount Query | Results |

Dm JlJann Hs.we lszﬂ.ﬂt @R‘u\

§- G Aot Age 1 [ exelude Duplicate Records
T . * . 2 [] Maximum Records 100 La|
r Current Balance ¥

¥ CurrentInterestBalana | |:lm Fokanne
' Current Principal (B
*F Uried Current Balance | @ W -
*r Original Balance - -
‘1’ Original Pringipal ST Orl0 Ade COLITAE GG 0N fordace
(. Branch
(. Credit Bureau Reparting
() Custeener
() Desk
(] Queue
(] Status | e |
-] Status History 1L !

LE

-5

o kb
| wll

<] 1 3

SELECT TOF 100 PERCENT

FROM [dbo].[master] WITH (NOLOCK)

£

2. To exclude duplicate records from the query results, select Exclude Duplicate Records.

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

4. Inthe Select Columns pane, do the following as necessary:

e Add one or more columns to the query.

e Delete one or more columns from the query.

e Modify the order of the columns.
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e Rename any columns.

I Note: As you create the query, the SQL statement appears in the SQL statement pane. I

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

6. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dialog =]
Lok I | My Querie: - || #Dalete | & Export ToFle

Tame Date Created

Custom Guery 77252015

Opeert Pt Schsdiule Quasry TR 2019

Poal Queus Query 7f31/2019

Actiee Aocounts Qusry 73019

Demo Query Bfafa01s

hew Query BJ6[2015

Test 8272015

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

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

7. To generate the query, do the steps to Generate a Custom Panel Query.

Modify a Custom Panel Query

Use the Custom Panel Query Creator window to modify a query that you can use to create a custom
anchor or reference panel in Latitude.

To modify a custom panel query

1. Inthe Main Menu window, from the Tools menu, click Custom Panel Query. The Custom Panel
Query window appears. OR Open C:\Program Files (x86)\Interactive Intelligence\Interaction
Collector\PanelQueryCreator and then double-click PanelQueryCreator.
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o | {[Down e | [Z Jcuon Ppn
- (] Account Age 1 [ Exclude Duplicate Recards

Ty e

R BE-

[ orag and arap new cokumns onde thes srface

SELECT TOP 100 PERCENT
-

FROM [dbo) . [master] WITH (NOLOCK)

T

2. Inthe toolbar, click Open. A confirmation dialog box appears.

3. Click Yes. The Open Query Dialog box appears.

LockIn: My Queries * | @odete | % mport From Fie
Mare Date Created
Custom Query 7/28/2019
Open Fee Schedule Query 312019
Pool Quese Query TE019
Active Accounts Query 312019
Demo Query 82M19
New Query B5[2019
Test B/27/2015
| o

4. Inthe Name column, click the query and then click Open. The query appears in the Custom
Panel Query Creator window.
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o | (Bl UWHJW B

| - Account Age ;
Elq'jselarm [ exclude Duplicate Records
| |--%F Curent Balance

LR R EE
=00O000
oF
i1

. L

i

i .
SELECT TOF 100 PERCENT ~
[master].[number] AS [Account Number],
[status].([code] + ' - ' + [atatus].[Description] AS [Status],
[de=k].[coda] + " - " + [desk].[name] AS [Desk],;
[master].[currentd)] AS [Current Balance)
FROM [dbo] . [master] WITH (NOLOCK)
INNER JOIN [scacus] AS [status] WITH (MOLOCK)
O [master).[sctatus] = [status].[code]
INNER JOIN [desk] AS [desk] WITH (NOLOCK)
io-ﬂ [mazcer]. [desk] = [dezk].[coda]

5. Modify the query as necessary.

6. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.

Lock In: |My Quaries || Moslete | & Evport To Fle

Mame Date Created

Custom Guen /282019

et Fae Schedhuli Qusry 7312019

Pl Queue Query 7j31/2019

Active Aocounts Query T8

Diemo Query B/2fx019

New Query 8/6/201%

Test B[27/2018

Query Name: | |
[ |

b. Inthe Query Name box, type a name for the query and then click Save.
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Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.

7. To generate the query, do the steps to Generate a Custom Panel Query.

Generate a Custom Panel Query

Use the Custom Panel Query Creator window to generate a query that you can use to create a custom
anchor or reference panel in Latitude.

To generate a custom panel query

1. Create a Custom Panel Query or Modify a Custom Panel Query.

Account Query | Results |

jdﬂu LL»_Japm HSwe El:nl.ntbmn

3} (_.._lﬁnmmt.ﬁgc -~

] I_] Bxtlude Duplicate Records
“ Current Balance ! [ Madmum Recards 100 2

*F Current Interest Balanc [ select Columns
"7 Current Principal PR

*F Linked Current Balance ;

¢ Original Balance ‘“ 9o
¥ Criginal Principal
Branch f
Credt Bureau Reporting i oesk

O+ = +H + =

LBE%GG
i

b

;

¢

Status
-0 Status History

& . S Chmban, .
£ e | » VJ

| SELECT TOF 100 PERCENT #
1 [master].[number] AS [Account Mumber],
[status].[code] + " = " + [status].[Description] AS [Status],
[desk] . [code] + " - " + [desk].[name] AS [Desk],
1 [master].[currentd)] AS [Current Balance]
| FROM [dbo] . [master] WITH (NOLOCK)
| INNER JOIN [=catus] AS [status] WITH (MOLOCH)
oM [master].[status] = [atatus].[code]
IN‘HER JOIN [desk] AS [desk] WITH (NOLOCK)
| 0N [mascer].[desk] = [desk].[code]

2. Inthe toolbar, click Run. The results appear on the Results tab. For more information, see Query
Results.

Custom Queue Manager

Custom Queue Manager

Use Custom Queue Manager to create custom queues of accounts that meet specific criteria. Users with
the appropriate permissions can work the accounts without having to move them to another desk or
qgueue level. You can also use Custom Queue Manager to maintain schedules for creating the custom
queues. Custodian creates the queues at the specified time.
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B Build Custom Queud

Account Selection

B | (o Bome |[B]eome 1

#- [ Accounts ) &l F exdude Duplicate Records

- AIM
El-g o e [~ Maximum Records | 100 3:
€1 et o |

E- [ Debt Purchasing

-] Debtor Demographics TR 4¥ HEC D

B[] Diglers

@[] Early Stage Data Debtor has no restrictions -
E"[ﬂ Latitude Fusion and Debtor has notfiled for bankruptoy

61 Legal and Debtoris notreprasentad by an attorney

[# ['__‘J Letters =

#-1] Money Buckets
B[l Patient Information
#-i] Payments

3
B[] PortfolioContacts )
51-£] Portfoios (ol Odee
3| Py X & &8

[} I:il Restrictions Drag and drop new columns onto biis surface &

B Services_ldinfo_Bankruptcy ' — 4

B[] Work Strategies E| 1
B Dlecile 1 il Mameklian

~ Custom Queue Options
Custom Queue: [

{* Append selected accounts to the custom queue
" Ovenwrite the custom gueue with the selected accounts

[ Require the user to set a follow up date on accounts warked in the custom queus

1. Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and
counting the query results.

Option Description

B dear | |Clears all query settings currently displayed in the window.

Dﬂpen Clears the query settings currently displayed in the window and opens a saved query.

HSM Saves the query settings currently displayed in the window.

chmm Sums the number of records that match the selection criteria.

2. Data Selection pane: Provides a list of data you can select to create a query.
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3. Conditions pane: Allows you to set the conditions for retrieving data.
4. Order pane: Allows you to set the order for displaying or running data.

5. Custom Queue Options section: Allows you to set the options for creating the queue.

Create a Custom Queue Query

Use the Build Custom Queue window to create a query that creates a custom queue of accounts that
meet specific criteria. Users with the appropriate permissions can work the accounts in the custom
gueue without having to move them out of their assigned desk and queue level.

To create a custom queue query

1. Inthe Main Menu window, from the Tools menu, click Custom Queue Manager. The Custom
Queue Manager window appears.

-

ige Custom Queue Manager =J]L=.
[ Buid Queue Delete Queue | (T Modify Schedules

Cueue Name Created Date

high balance accounts 452011 3:38 PM

(local)icolect?00  Mone Selected

e A

2. Inthe toolbar, click Build Queue. The Build Custom Queue window appears.
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L

Auocount Selechon

L] Accounts

] Address

] Address_Confirmation
(] ama

] awe

30 AWGE New

] CarefndHardship

i Comments

L] Complaint

-

Build Custom Queue

= cear IJ .-:u:u:en Hsaue Z Counit

I Exdude Dup

Cate Heoords

™ Maximem Records | 100 3

¢ Condithons

7 ¥ & &

Debtor has no restrictions
&l Debbor has not filed For bankrupkoy

'\D i

L1

@ @

o] Consolidation and Debtor is not represented by an attormey
1_] Consolidation Mew

] Court

] Debt Forwardng

] Debt Purchasing

-] Debtor Demagraphics

] DebtorBankinfo

] DebtorCraditCards

I Debtors ud

CIR TR IR O I TT R o TR O R R I R 2 T % o TR i

o) Order [
Custom Queue Options
Cusbom qIJEIJE: | ﬂ

* Append selected accounts o the custom queue

- Ovenwrits the custom queus with the selected accounts

[T Regquire the uzer to et a fallow up dats on accounts worked in the custom queue

Build I

Note: Exclude Duplicate Records is selected by default to prevent including the same account
twice in the custom queue.

Schedule | Cancel l

T

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

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

e Create one or more conditions for the query.

e Modify one or more conditions.

e Modify the order of the conditions.

e Group conditions for evaluation.

Note: The following conditions are included by default. You can modify or delete them as
necessary.

Debtor has no restrictions: No restrictions selected on the Restrictions tab in the Debtor
Details window.

Debtor has not filed bankruptcy: No information provided on the Bankruptcy tab in the
Debtor Details window.

Debtor is not represented by an attorney: No information provided on the Attorney tab
in the Debtor Details window.

5. Inthe Order pane, do the steps to Specify the Sort Order for Query Results.
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To count the number of records that match the selection criteria, in the toolbar, click Count. The
results appear in the Query Designer dialog box. Click OK.

7. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dialog |
Look In: | My Quenes x Defate %5 Export To Fle
Mame Date Created |
Accounts is Parent 12/14f2012
Account Status is Open 12/18/2012
Query Name: |

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

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

8. To run the query to create a custom queue, do the steps to Create a Custom Queue.

Modify a Custom Queue Query

Use the Build Custom Queue window to modify a query for creating custom queues.
To modify a custom queue query

1. Inthe Main Menu window, from the Tools menu, click Custom Queue Manager. The Custom

Queue Manager window appears.
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(il Buid Queue wjnehmm|£mdfym

Cueve Mame

| Created Date

high balance acoounts

452011 3:38 PM

2. Inthe data grid, double-click the custom queue. The Build Custom Queue window appears.

Build Custom Queue |=la] x|

o | (G (e | e

E- ] Accounts

2 ¥ Exdude Duplicate Records

I MaxmemRecords [0 =
R ——y
FX eSS BRI D

Debtor has no restrictons |
aned Debbor has not filed For bankrupkcy
and Debbor is not reprasented by an sttorney

# - {-] Debtors = El
—Custom Queue Options
Custom Quews: I ;I

= Append selected accounts to the custom queue
7 Querwrite the custom queus with the selected sccounts
I Require the vser to set a fallow up date on acesunts worked in the custom quese

[ Build |  schedule camll&

3. Inthe toolbar, click Open. A confirmation dialog box appears.
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(]

Open Query Dialog
LogkIn: My Queries = | M roeete | % Import From Fle
Mame I Date Created |
Accounts is Parent 12/14f2012
Account Status is Open 12/18f2012
Query Name: |
_conee_| [ e ],
e

5. Inthe Name column, click the query and then click Open. The query appears in the Build

Custom Queue window.
6. Modify the query as necessary.

7. To save the query, do the following:

In the toolbar, click Save. The Save Query Dialog box appears.

=

Save Query Dialog
Look In: | My Quenes x Detate -,3:: Export To Fle
Mame I Date Created [
Accounts is Parent 12/14f2012
Account Status is Open 12j18f2012

Query Name: |

Cancel

ET )

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

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

click Save.
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8. Torun the query to create a custom queue, do the steps to Create a Custom Queue.

Create a Custom Queue

Use the Build Custom Queue window to create a custom queue based on a query of accounts that meet
specific criteria.

To create a custom queue

1. Create a Custom Queue Query or Modify a Custom Queue Query.

o Build Custom Queue -lal x

Account Selechon

18 ]

Cear | ||L.Jopen Hsm _Z_':':"-"“

i_-rl Accounts ~| ¥ Exdude Duplicate Records
] Address

(7] Address_Corfirmation [T Maximum Records | 100 3
] A * ¢ Conditions

i aws fJ -
>l ANGNew 7H 49 BE e
] caresndHardship -

] Commente Debtor hias no restrickons

L] Complaint and Debbor has nat Filed For bankruptcy

2] Consolidation and Debbor is not represented by an attormey
] Consolidation Mew
] Court

(] Debt Forwardng

L] Debt Purchasing

7] Debtor Demagraphics
L] DebtorBarkinfo

-] DebrorCreditCands -
-] Debtors v il Order 5

Custam Queue Options

—J

] - [ ] (-

- - - () -] ()< [+

#] - [#

- [H] - 3- [H

Custom Queus: | j
* Append selected accounts to the custom queue
- Qverwrite the custom quéus with the selactad sccounts

™ Reguire the user to sat a follow up date on accounts warked in the custom queus

Build I Schedule Cancel [

W

2. Inthe Custom Queue Options section, do one of the following:

To... Then...

a. Inthe Custom Queue list box, click the queue
name.

b. Click Append selected accounts to the custom

A dth
ppend the query queue.

results to an existing

queue... Note: If the system places accounts in the custom
gueue through multiple queries, it's possible that
some accounts in the custom queue require follow-
up and some don't.
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a. Inthe Custom Queue list box, click the queue

Overwrite an existing name.

gueue with the new
query results... b. Click Overwrite the custom queue with the

selected accounts.

Save the query results | In the Custom Queue list box, type a queue name.
to a new queue... The name cannot contain spaces.

3. To require follow-up on accounts in the custom queue, select the Require the user to set a
follow up date on accounts worked in the custom queue check box. When the user deletes an
account from the custom queue after working it, the system prompts the user to set the
account follow-up date.

4. Click Build. The Build Custom Queue dialog box appears.

( Build Cusborm Queue 2 ]

332 accounts were found that match your criteria,

Would you like to build these accounts into custam queus No
Restrictions?

5. Click Yes. A message dialog box appears.

6. Click OK. Users with the appropriate permissions can select the custom queue in Latitude and
work the accounts in the queue.

Schedule a Custom Queue

Use the Schedule Custom Queue window to create a schedule for creating a custom queue. Custodian
creates the custom queue at the specified time.

To schedule a custom queue

1. Create a Custom Queue Query or Modify a Custom Queue Query.
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176

2.

st Build Custom Queue et
Aocount Selection
R Oear ij ! | Qpen Hsaue Z Count
-] Accounts 2 ¥ Exdude Duplicate Becords
5 ;J Address ~
®-[7] Address_Confirmation Mamimum Records 1 3
- L I = “r Conditions |
[+ AWG
L ) ;
- ] AWE New 7 x 4 _"/L, L @ @
! :_-| CareAndHardship _
=- 2] Comments Debtor has no restrickions
" ] Complaint ared Debbor has not filed For bankruptey
®- ] Corsolidation and Debbor i nat represented by an attormey
+ :_] Consolidation Mew
- Court
- [ Debt Forwarding
# -] Debt Purchasing
&[] Debtor Demagraphics
¥ -] DebtorBankinfo
=[] DebtorCreditCards ;
# | ] Debtors | Ll Order =

Custam Quaue Options

Cusbom Juaua: | =

* Append selected accounts o the custom queue

- Ovenwrits the custom queus with the selected accounts

[T Regquire the uzer to et a fallow up dats on accounts worked in the custom queue

Build I Schedule Cancel l

T

In the Custom Queue Options section, do one of the following:
To... Then...
a. In the Custom Queue list box, click the queue
name.
b. Click Append selected accounts to the custom
queue.
Note: If the system places accounts in the custom
Append the query queue through multiple queries, it's possible that
results to an existing some accounts in the custom queue require follow-
queue... up and some don't.
a. In the Custom Queue list box, click the queue
. e name.
Overwrite an existing
queue with the new |b. Click Overwrite the custom queue with the
query results... selected accounts.

Save the query results | In the Custom Queue list box, type a queue name.
to a new queue... The name cannot contain spaces.
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3. Click Schedule. The Schedule Custom Queue window appears.

"y Schedule Custorn Queue EI

Schedule Title: [

fcoount Seleckion

= I
| clear Ill __|Onm Hﬁave ¥ count

E i':'l :;;uts * ¥ Exdude Duplicats Records

|:| ij Comments [ Maximum Records 100 :II

[ L_J Debt Forwarding */ Conditions J
#- [ Debt Purchasing - ) _

(-] Debhor Demographics 1 & x < J} ma Ca ‘.' 1 @ ®

& Dialers ' -

F-1] Early Stage Data Debkor has no restrictions -
- Labkude Fusion ared Debbor has not filed For barkrupkcy

= Legal and Debkor is ok represenbed by an atbormey

#- Letters

[ Money Bucksts
E- [l Patierk Infermation

- Payments - [ ovder 5
Custom Queus Opbions
Custom Quevs: |N|:| Restrictions ﬂ
Schedule
[ Sunday [T Monday [ Tuesday [~ Wednesday [ Thursday [ Friday [ Saturday

ITI Canced L

i

4. Inthe Schedule Title box, type a name for the schedule that describes the custom queue the
schedule creates.

5. Modify the query as necessary.

6. Inthe Schedule section, select the check box for each day you want Custodian to create the
custom queue.

7. Click OK.

Create a Custom Queue Schedule

Use the Schedule Custom Queue window to create a schedule for creating a custom queue. Custodian
creates the custom queue at the specified time.

To create a custom queue schedule

1. Inthe Main Menu window, from the Tools menu, click Custom Queue Manager. The Custom
Queue Manager window appears.

177



Latitude Console Printable Help

(@ Custom
(il Buid Queue n&mm|§3mﬁm

CQueue Name !Cmutudlh‘z
high balance acoounts 4/5/2011 3:38 PM

@ﬂm Schedde | | EditSchedue 1 Delete Schedule

[Everyday ||| Sunday |Monday | Tuesday [wednesday | Thursday |Friday | saturday || (Mone |
Title Cuewse Mame | Scheduled Days

Mo Restrictions Queue... Mo Bestrichons Friday

3. Inthe toolbar, click New Schedule. The Schedule Custom Queue window appears.
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“w Schedule Custarn Queue EI

Schedule Tiktle: [

Acoount Seleckion

= I
| Clear Ill open Hﬁave ¥ count

& i':'l foamsts * ¥ Exdude Duplicate Records
E-i AmM
(=[] Comments
[ i__] Diebt Forwarding “/ Conditions J
[#-{4 Debt Purchasing - ) _

-] Debor Demographics 1 & x “ J} xrj Cm ‘.' 1 @ ®

& Dialers ' -

B Eatly Stage Daka Debkor has no restrictions -
[ [ Latkude Fusion ared Debbor has not filed For barkrupkcy
&1 Lega ard Diebbor is nok represenked by an attormey
- Letters

[ Money Bucksts

- Patierk Information

[=] L] Payments - [Ficeder -

— e ar -

Custom Queus Options
Cuestom Chesue: ||".||:| Bestrictions ﬂ

[™ Maxirum Records 100 =]

Schedule

[ Sunday [T Monday [ Tuesday [~ Wednesday [ Thursday [ Friday [ Saturday

ITI Canced L

i

In the Schedule Title box, type a name for the schedule that describes the custom queue the
schedule creates.

Modify the query as necessary. For more information, see Create a Custom Queue.

In the Custom Queue Options section, in the Custom Queue list box, click the custom queue to
create.

In the Schedule section, select the check box for each day you want Custodian to create the
custom queue.

Click OK.

Modify a Custom Queue Schedule

Use the Custom Queue Schedules window to modify a schedule for creating a custom queue. Custodian
creates the custom queue at the specified time.

To modify a custom queue schedule

1.

In the Main Menu window, from the Tools menu, click Custom Queue Manager. The Custom
Queue Manager window appears.
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(@ Custom
(il Buid Queue n&mm|§3mﬁfm

CQueue Name !Cmutudlh‘z
high balance acoounts 4/5/2011 3:38 PM

2. Inthe toolbar, click Modify Schedules. The Custom Queue Schedules window appears.

@ﬂm Schedde | | EditSchedue 1 Delete Schedule

[Everyday ||| Sunday |Monday | Tuesday [wednesday | Thursday |Friday | saturday || (Mone |
Title Cuewse Mame | Scheduled Days

Mo Restrictions Queue... Mo Bestrichons Friday

3. Inthe data grid, click the schedule to modify.

4. Inthe toolbar, click Edit Schedule. The Schedule Custom Queue window appears.
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Schedule Ttle:  [No Restrictions Queue Schedule

—#coount Selection

achar | E:]me st: | Bcnuﬁ:

B[ Accounts

E‘ﬂ a1M

= Comments

[#-{_| Debt Forwarding
-] Debt Purchasing
-] Debtor Demographics
B[] Dialers

-] Early Stae Data
[=1- [ Latkude Fusion

- Legal

#1170 Letters

El- [ Money Bucksts
-] Patient Information
[=- ] Payments

— 1 m wF e =

m

[¥ Exclude Duplicate Records

[ Maimum Records |1I:I:| 5:

| 77X 4% B2Ee o

Debkor has no restrictions

ard Debtor has not filed For bankruptcy
ard Debbor is nok represenked by an attormey

—Custom Queus Options

Custom Quews: o Restrictions

~Schedule

I Sunday [ Monday

[~ Tuesday

[™ Wednesday [ Thursday

Delete a Custom Queue Schedule

To delete a custom queue schedule

5. Modify the schedule title, query, custom queue options, and schedule days as necessary.

6. Click OK.

Use the Custom Queue Schedules window to delete a schedule for creating a custom queue.

In the Main Menu window, from the Tools menu, click Custom Queue Manager. The Custom

Queue Manager window appears.
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(@ Custom Queue Manager [
@ Buid Queue | Deletz Quee | (767 Madify Schedhies
CQueue Name !Emn‘tndl)ate
high balance acoounts 4/5/2011 3:38 PM

(local)\collect2000  Mone Selected

2. Inthe toolbar, click Modify Schedules. The Custom Queue Schedules window appears.

&f} Mew Schedule | Edit Scheduls Delete Schedule

[Everyday ||| Sunday [Monday | Tuesday |wednesday | Thursday |Friday | saturday || Mone |
Title Cuewse Mame | Scheduled Days

Mo Restrictions Queue... Mo Bestrichons Friday

3. Inthe data grid, click the schedule to delete.
4. In the toolbar, click Delete Schedule. A confirmation dialog box appears.

5. Click Yes.
Desk Mover

Desk Mover

Use Desk Mover to create queries to move accounts to other desks based on specified selection criteria.
This tool allows you to distribute accounts to collection agents for working.
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The following options are available when moving accounts:

Use desk case limits to control the number of accounts moved to a specific desk.

Move linked accounts together, separately, or not at all.

Change the queue level and queue date assigned to the moved accounts.

Account Query

Bchﬂr u_:Jopm HSM ILCI:ILI‘& 1

&t
Y
[
B
@
&l
]
?

S Accourk Linked?

% Accourt Open?

L% Active Status?

%5 Archived?

% Charge OFf Date

-5 Clesed snd Returned?
5 Closed Date

L% Cantract Date

% Customer Accourk Number
% Customer Amourt Lask Char
%y Customer Amount Last Pad
| ®F Customer Date Last Charge
i % Customar Dates Last Paid
% Deingquency Date

L®r Desk2

%F File Humber

' % Has Credt: Bursau Report?
% D

"_r o &2

% Last Interest Date

L =

=) Accounks -

<] Account Age 2
- Balance

] Branch

() Cradi Bureau Reporting
~] Custamer

] Desk

(- Quews

[ Stabus

1] ] ¢

] Exclude Duplicate Records

| Mavieim Records 100 =l
|M
7R 4% RE ¢ e®

Lrag and ghop new conditions onte bhiv surface -

3

DL R ™
b 4R R b FR L

Drag and dhgp new columng ondo this suface "

4 .
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) Distribute by account balarce

=

1. Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and
counting the query results.
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2
3
4.
5

Option Description

i ' ] tear | |Clears all query settings currently displayed in the window.

i
1J J open |Clears the query settings currently displayed in the window and opens a saved query.

H Save Saves the query settings currently displayed in the window.

2 cwnt  [Sums the number of records that match the selection criteria.

Data Selection pane: Provides a list of data you can select to create a query.
Conditions pane: Allows you to set the conditions for retrieving data.
Order pane: Allows you to set the order for displaying or running data.

Option tabs: Allows you to set the options for moving desks.

Create a Desk Mover Query

Use the Desk Mover window to create a query for distributing accounts that meet specified criteria to
other desks.

To create a desk mover query

1.
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In the Main Menu window, from the Tools menu, click Desk Mover. The Desk Mover window
appears.
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Account Query
ﬁcn ‘” Open HSM ¥ Court
-:]'-'1; :E]t:mﬂm | ] Exchude Duplicate Records
H- CCO I
.:LIL] EBalance 1 Mamum Records .]I:II:I =

4] Branch  Conditlons =

i~ Credit Bureau Reporting B =
EHL;J custnmr _E? x ﬁ @ @ !,,__, @ @
E H gf:ua Drag and diap naw condbions ondo Hhis surface »
fil- i Status

L-%p Accounk Linked?

Sy Account Open?

% Active Status?

L% Archived?

% Charge OFf Date

S Closed snd Returned?
~%F Closad Date

L% Contract Date

- %F Customer Accourt Number
S Customer Amount Last Char
%' Customer Amount Last Paid
¢ Customer Date Last Charge
{%F Customer Date Last Paid
-%r Defnquency Date

%y Desk 2

L% File Number

' Has Crodt Bureau Repart? Iﬁ
Yo X & 3|0

L%F Last Interest Date
ML =T N .
1| it | v

il

Lrag and drap naw columns ondo this suface -

Code Name Desk Type Casa Count Case Limit =
I no0oaoo ADMIN 1 DESK COLLECTOR 391 10000 8
j 1l COLLECTOR | DESK COLLECTOR 26 L0000

| DIALERAPPD DIALER AFPEMD DESE Administrator 10 Mo Limnik:

_ | DIALERMERG  DIALER MERGE DESK Adrrinistr ator 2 Mo Limit

PLEAL TR PREAR T R P I T S ) B e

i@ Distribute by number of accounts
() Distribute by account balance

Note: The system selects Exclude Duplicate Records to prevent including the same account
twice in the query.

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

In the Conditions pane, do the following as necessary:

Create one or more conditions for the query.

Modify one or more conditions.

Modify the order of the conditions.
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e Group conditions for evaluation.

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

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

6. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dialog |
Look In: | My Quenes xDe-e*tE % Bxport To Ale
Mame Date Created |
Accounts is Parent 12/14f2012
Account Status is Open 12/18/2012
Query Name: |
_cance | [ s ]

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

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

7. To runthe query to distribute accounts to other desks, do the steps to Distribute Accounts to
Desks.

Modify a Desk Mover Query
Use the Desk Mover window to modify a query for moving accounts to other desks.
To modify a desk mover query

1. Inthe Main Menu window, from the Tools menu, click Desk Mover. The Desk Mover window
appears.
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Account Query
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Distrbution | Case Limitations | Linked Accounts | Queue |

Code Name Desk Type

1 000000 ADMIN 1 DESK COLLECTOR
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| DIALERAFPD  DIALER APPEMND DESK Administrator
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@ Distribute by numbes of sccourits
() Distribute by account balance

2. Inthe toolbar, click Open. The Open Query Dialog box appears.
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Open Query Dialog (8]
LookIn: My Queries = | M oeete | & Import From Fle

Mame I Date Created [

Accounts is Parent 12/14f2012

Account Status is Open 12/18/2012

Query Name: |

_ ool |

3. Inthe Name column, click the query and then click Open. The query appears in the Desk Mover

window.
4. Modify the query as necessary.

5. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dialog =
Look In: | My Quenes N x Detate -,3:: Export To Fle

HName | Date Created |

Accounts is Parent 12/14/2012

Account Status is Open 12/18/2012

Query Name: |

oo | =1,
e

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

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

click Save.

6. To runthe query to distribute accounts to other desks, do the steps to Distribute Accounts to

Desks.
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Use the Desk Mover window to distribute accounts that meet specified criteria to other desks. For
example, your agency can assign new business to an inventory desk and then distribute the accounts to
collectors using a query.

To distribute accounts to desks

1.

Create a Desk Mover Query or Modify a Desk Mover Query.

Acoount QuUery

Ecm @om HSM LCuLﬂ:

@
@

4
@

E-{ Accounks
() Account Age
. Balance

&

-
H-

1 Branch
() Credi Bureau Reporting

] Customer

1 Desk

1] Quewe
i Stabus

]

L% Bccounk Linked?

Sy Account Open?

% Active Status?

L% Archived?

% Charge OFF Dake

LS Clesed and Returned?
—%F Closad Date

L% Conftract Date

L %r Customer Accourk Number
L Customer Amount Last Char
% Customer Amount Last Paid
L% Customer Date Last Charge
{-%¢ Customer Diata Last Paid
L% Deinquency Date

% Deskz

L% Filz Nurber

[ Has Credt Bureau Repart?
% D1

"r 0 22

~%F Last Interest Date

ML =T 1 .

HE |

-

] Exclude Duplicate Records

| Maimum Records .IIZIIZI =
ﬁ
FX 49 DE YO

Lrag and diap naw ronditiong onko this sufacs -

lﬁ
X & 3 10

Drag and dhiop naw columng ot thiv surface a

Distribution | Case Limitations: | Linked Accounts | Queue |

Code

E 1

[ DIALERAFFD

Tlame

1 onooano ADMIN 1 DESK

COLLECTOR 1 DESK

DIALER APPEND DESK
|| DIALERMERG  DIALER MERGE DESK

PLEAL ETRE R PREAR T R P

@ Distribute by numbes of accourits
() Distribute by account balancs

Dk Type Casa Counk Casa Limit
COLLECTOR I 10000
COLLECTOR a5 Lnoaa
Administrator 10 o Limit
Administrator 2 May Linni:

I T T ) Bim i

Procass

I Note: To sort the data grid, click a column heading. I

Code: Code that identifies the desk.

189



Latitude Console Printable Help
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Name: Name of the desk.
Desk Type: Type of desk.

Case Count: Number of accounts to distribute.

Case Limit: Maximum number of accounts that you can assign to a desk. If the value is "No Limit,
you can assign an unlimited number of accounts to a desk.

Distribute by number of accounts: If selected, Desk Mover distributes the accounts to desks as
equally as possible so that each desk receives about the same number of accounts.

Distribute by account balance: If selected, Desk Mover distributes the accounts as equally as
possible based on the account balance so that each desk receives about the same account
balance amount.

Note: Distribution is also based on the options you select on the Case Limitations and Linked
Accounts tabs.

On the Distribution tab, select the check box for each desk to receive the accounts and then
click a distribution option.

Click the Case Limitations tab.

Distribution | Case Limitations | Linked fccounts | Queus

Lse desk case limk as maximum accounts

@) Impose No masmum accounts on selected desks

Use desk case limit as maximum accounts: If selected, Desk Mover stops moving accounts to a
desk once the desk reaches its case limit. Desk Mover either moves accounts to the next desk in
the distribution that hasn't reached its case limit or, if there aren't any more desks in the
distribution, stops moving the accounts.

Impose no maximum accounts on selected desks: If selected, Desk Mover ignores the case limits
set for desks and distributes the accounts to desks equally.

Select an option and then click the Linked Accounts tab.

Distribution | Case Limitations | Linked Accounts | Queus
Move the selected account and all linked accounts
Move the sslscted account but not the unselectad inked accounts

@ Do not move selected linked accounts

Move the selected account and all linked accounts. If selected, Desk Mover moves the accounts
to another desk, along with all their linked accounts (even the ones that don't meet the query
conditions).

Move the selected account but not the unselected linked accounts. If selected, Desk Mover
moves the accounts to another desk, along with their linked accounts that meet the query
conditions. It doesn't move any of their linked accounts that don't meet the query conditions.

Do not move selected linked accounts. If selected, Desk Mover doesn't move any linked
accounts, even if they meet the query conditions.
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5. Select an option and then click the Queue tab.
| Distribution | Case Limitations | Linked Accounts | Queus

Change Queue Level: | oo - REMINDER

Change Queue Date; 292013

Change Queue Level: If selected, assigns a new queue level to the moved accounts.
[Queue Level]: Queue level to assign to the moved accounts.

Change Queue Date: If selected, assigns a new queue date (date to queue the account for work)
to the moved accounts.

[Queue Date]: Queue date to assign to the moved accounts.

6. Inthe lower section of the Desk Mover window, click Process. The Analyzing Accounts dialog
box appears.

7. Click Process. A confirmation dialog box appears.

8. Review the information and then click Yes. A notification dialog box appears, indicating that the
process is complete.

9. Click OK.
Letter Requester

Letter Requester

Use Letter Requester to create queries to request letters based on specified selection criteria.
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Account Query
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Code Type

1 Dunning

2 Settiement Offer

3 Promise Reminder

4 Multiple Part Settiement

Options 6

Amount Dug:  [¥] Use linkad balance DueDate(s): 1st: | 4/12/2013 I | 2nd: | sp13/2013

SR 100} 3nd: | 6/12/2013 I | 4th: | 71272013
[/] Usecustomer blanket settlament

Installments: 1 th: | 8/12/2013 )= | 6th: [ s/11/2013

[/] Indude due dates on letter

[¥#] Useaccount desk for sending user

1. Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and
counting the query results.

Option Description

E Clear | Clears all query settings currently displayed in the window.
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”I JOpEn Clears the query settings currently displayed in the window and opens a saved query.

H Save Saves the query settings currently displayed in the window.

3 cwnt  [Sums the number of records that match the selection criteria.

[’, Run Runs the query and displays the results on the Results tab.

Data Selection pane: Provides a list of data you can select to create a query.
Conditions pane: Allows you to set the conditions for retrieving data.

2
3
4. Order pane: Allows you to set the order for displaying or running data.
5. Select Letter section: Allows you to select the letter to request.

6

Options section: Allows you to set the letter selection options.

Create a Letter Request Query
Use the Letter Requester window to create a query to request letters.
To create a letter request query

1. Inthe Main Menu window, from the Tools menu, click Letter Requester. The Letter Requester
window appears.
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Note: The system selects Exclude Duplicate Records to prevent including the same account
twice in the letter request.

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

3. Inthe Conditions pane, the Debtor Type condition is included by default. To modify the
condition, do the following:

Double-click the Debtor Type condition. The Debtor Type dialog box appears.
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Debtor Type |

@ Value iz one of the following:

Value is not ene of the following:

Filter |

CODE Descpbon
+|0 DEBTOR
CO-DEETOR 1
CO-DEETOR 2
CO-DEETOR 3
CO-DEETOR 4
CO-DEETOR. 5
CO-DEETOR. 5

@oen s L b

Cancel Okay

b. Do one of the following:
e Toinclude a value, click Value is one of the following.
e To exclude a value, click Value is not one of the following.

e Select a check box to include a customer, or clear a check box to exclude a customer and
then click Okay.

Note: To delete the condition, right-click the condition and then click Delete. In the
confirmation dialog box, click Yes.

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

e Create one or more conditions for the query.

e Modify one or more conditions.

e Modify the order of the conditions.

e Group conditions for evaluation.

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

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

7. To save the query, do the following:

In the toolbar, click Save. The Save Query Dialog box appears.
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Look In: | My Queries - | #pelete | & Export ToFile
Mame I Date Created [
Accounts is Parent 12/1af2012
Account Status is Open 12/18/2012
Query Name: |
_conce_| ],
v

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

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

8. Torunthe query to generate letter requests, do the steps to Generate Letter Requests.

Modify a Letter Request Query
Use the Letter Requester window to modify a query for requesting letters.
To modify a letter request query

1. Inthe Main Menu window, from the Tools menu, click Letter Requester. The Letter Requester
window appears.
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3. Click Yes. The Open Query Dialog box appears.

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

Process
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Open Query Dialog (8]
LookIn: My Queries = | M oeete | & Import From Fle

Mame I Date Created [

Accounts is Parent 12/14f2012

Account Status is Open 12/18/2012

Query Name: |

_ ool |

4. Inthe Name column, click the query and then click Open. The query appears in the Letter
Requester window.

5. Modify the query as necessary.

6. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dialog =
Look In: | My Quenes N x Detate -,3:: Export To Fle
HName | Date Created |
Accounts is Parent 12/14/2012
Account Status is Open 12/18/2012
Query Name: |
oo | =1,
e

b. Inthe Query Name box, type a name for the query and then click Save.
Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.

7. To runthe query to generate letter requests, do the steps to Generate Letter Requests.
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Generate Letter Requests

Use the Letter Requester window to run a query to request letters for accounts that meet specific
criteria.

To generate letter requests

1. Create a Letter Request Query or Modify a Letter Request Query.
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Show Restricted Conditions Process

2. Inthe Select Letter section, click the letter to request. The options that are available in the
Options section are based on the letter type selected. For more information about a letter type,
see the Letter Console documentation.

3. Complete the information in the Options section.

199



Latitude Console Printable Help

Options 2

Amount Due: | Use linked balance Dwue Date(s):  1st: g El 2nd: 2015 El

Settlement %5 — —
Fd: | 11172015 B~ | #h | 2/10/2018 E

Installments: sth: | 3f11/2015 = Bthy 11/2015 E

Sender: %] Use account desk for sending user

Amount Due: Use linked balance: If selected, the combined balance of all linked accounts shows
as the total account balance in the letter.

Settlement %: Settlement percent to include in the letter. To specify this amount, clear the Use
customer blanket settlement check box.

Use customer blanket settlement: If selected, the letter includes the blanket settled-in-full (SIF)
percent from the Fees tab in the Customer Properties window.

Installments: Number of installments (up to six) to indicate in a multi-part settlement letter.

Sender: Use account desk for sending user: If selected, the account desk appears as the letter
sender.

Due Date(s) 1st through 24th: Due dates to include in the letter for the settlement or each multi-
part settlement installment. To specify these dates, select the Include due dates on letter check
box.

Include due dates on letter: If selected, the letter includes the due date for the settlement or
each multi-part settlement installment.

4. Inthe lower section of the Letter Requester window, click Process. The Letter Request dialog
box appears.

-
Letter Request

Confirm requests and click the Process buttonto continue,

Aocounts Desaiphon
o l 3 Letter will be requested.
! 1 Cannot request this letter for accounts in this customer.
: 1 Cannot request letter on dosed account,
| Cancel Process

L

5. Click Process. A confirmation dialog box appears.
6. Click Yes. A notification dialog box appears.

7. Click OK. Use Letter Console to print the letters. For more information, see the Letter Console
documentation.
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Pool Queue Manager
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Use Pool Queue Manager to create a pool queue based on specified criteria and assign collectors to it.
Pool queues update constantly as data in Latitude changes. Multiple collectors can work the same pool
gueue; however, you can only assign collectors to one pool queue at a time.

(CrsteNewpool 1
B e
MName: Untitled
Description: Enter a description for this pool here, : |
Queue Ahead: 502
Pool Criteria

Ddear E:I[bm Hsm | Cul.nt 2

-] Early Stage Data
] Latitude Fusion
] Legal
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(] Money Budkets
-] Patient Information
(] Payments

-] PortfoloContacts
-] Portfolios

(] PostDates

-] Promises

(] Restrictions

-1 Services_ldinfo_Barkruptcy

e S B S R s S S S S S < o

- Accounts . _EF
- AIM = =
) Comments 77X 4% B¢ e
(] Debt Forwarding r
1) Debt Purchasing Do notrestrict the pool to the user's desk. -
(! Debtor Demographics 4
-{] Dialers

m
' 4R R AR FRL

Wag and aro mas ank

0 newW colL

5

D s sevtace -

=

| cancal || ok |

Pool Options section: Allows you to set options for the pool queue.

2. Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and

counting the query results.

Option

Description

) oer

Clears all query settings currently displayed in the window.

lom

Clears the query settings currently displayed in the window and opens a saved query.
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H Save Saves the query settings currently displayed in the window.

¥ cwnt  [Sums the number of records that match the selection criteria.

3. Data Selection pane: Provides a list of data you can select to create a query.

4. Conditions pane: Allows you to set the conditions for retrieving data.

5. Order pane: Allows you to set the order for displaying or running data.

Create a Pool Queue

Use the Create New Pool window to create a pool queue that assigned users can work.

To create a pool queue

202

1.

2.

In the Main Menu window, from the Tools menu, click Pool Queue Manager. The Pool Queue

Manager window appears.

[ =

Wl Create New Pool | B Modify Selected Pool il Delete Selected Pool £8 user assignments

Pool Name Uger Asgsignmenis Descripbon
- 2 users assigned Enter a desaription for this pool here.
= Past Due Accounts 0 users assigrned Accounts that are 60+ days past due.

In the toolbar, click Create New Pool. The Create New Pool window appears.




Latitude Console Printable Help

Gomenonrs I

Pool Options
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-] Services_ldinfo_Sarkruptcy ™ .
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S < 5 B = s e S e e

cancel | | ok |

In the Pool Options section, do the following:
In the Name box, type a name for the pool queue.
In the Description box, type a description for the pool queue.

In the Queue Ahead box, type or use the arrows to indicate the number of accounts to store in
the pool queue. When the system reaches this number, the system retrieves the next batch of
accounts from the server and places them in the pool queue. Retrieving accounts in batches
optimizes system performance.

In the Conditions pane, a condition is included by default to indicate to the system not to
restrict the pool queue to the users' desk. If you only want collectors to work accounts that
meet the specified criteria and for their current desk, right-click the condition and then click
Delete. In the confirmation dialog box, click Yes.

Do the following as necessary:

Create one or more conditions for the query.

Modify one or more conditions.

Modify the order of the conditions.
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e Group conditions for evaluation.

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

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

8. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dialog |
Look In: | My Quenes xDe-e*tE % Bxport To Ale
Mame Date Created |
Accounts is Parent 12/14f2012
Account Status is Open 12/18/2012
Query Name: |
_cance | [ s ]

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

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

9. Click OK.

10. To assign users to the pool queue, do the steps to Assign Users to a Pool Queue.

Modify a Pool Queue
Use the Modify Existing Pool window to modify a pool queue.
To modify a pool queue

1. Inthe Main Menu window, from the Tools menu, click Pool Queue Manager. The Pool Queue
Manager window appears.
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Pool Mame

Ll mid balance

2 users assigned Enter a description for this pool here,
0 users assigned Accounts that are 60+ days past due.

2. Inthe data grid, click the pool queue.

3. Inthe toolbar, click Modify Selected Pool. The Modify Existing Pool window appears.

Past Due Accounts
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4. Modify the query as necessary.

5. To save the query, do the following:
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a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Queny Diog L =
Look In; | My Queries - || #pelete | & Export ToFle
Name | Date Created |
Accounts is Parent 12/14f2012
Account Status is Open 12/18f2012

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

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

6. Click OK.

7. To assign users to the pool queue, do the steps to Assign Users to a Pool Queue.

Delete a Pool Queue

Use the Pool Queue Manager window to delete a pool queue.

To delete a pool queue

1. Inthe Main Menu window, from the Tools menu, click Pool Queue Manager. The Pool Queue
Manager window appears.

o I

W Create New Pool | B Modify Selected Pool i Delete Selected Pool | 58 User Assignments

Fool Mama Lizer Assignments Description
Ll mid balance | 2 users assigned Enter a desaription for this pool here.
@ past Due Accourbs 0 users assigred Accounts that are 60+ days past due.

2. Inthe data grid, click the pool queue to delete
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3. Inthe toolbar, click Delete Selected Pool. A confirmation dialog box appears.

4. Click Yes.

Assign Users to a Pool Queue
Use the Assign Users to Pool window to assign users to a pool queue.
To assign users to a pool queue

1. Inthe Main Menu window, from the Tools menu, click Pool Queue Manager. The Pool Queue
Manager window appears.

(@] Pool Queue Manager _ [E=SFERTSC)

B Create New Pool B Modify Selected Pool 8 Delete Selected Pool L8 user Assignments ‘

Pool Mams Uzer Assignments Description
L mid balance | 2 users assigned Enter a description for this pool here,
@ Pact Due Accounts 0 users assigned Accounts that are 60+ days past due.

2. Inthe data grid, click the pool queue to assign users to.

3. Inthe toolbar, click User Assignments. The Assign Users to Pool dialog box appears.

™

Assign Users to Pool - Past Due Accounts
Login Mame User Naeme Rssigniment
Fl&os GSadmin Assigned to Pool mid balance
] 2 bmartin  BarbM Assigned to Pool mid balance
Flgeca Colectorl Mot Assigned
Fl 2 o2 GSAdming Fiot Assigned

] Setthis poolto bethe default pool for unassigned users

[ Cancel ][T]

4. Select the check box for each user to assign to the queue.

5. To assign all users not assigned to another pool queue to this pool queue, select Set this pool to
be the default pool for unassigned users.
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6. Click OK.

SQL Author

SQL Author

Use SQL Author to create and store custom SQL statements. The system generates SQL statements
based on the settings you specify and then displays them in the lower section of the SQL Author
window. You can save these statements for use in other query tools or programs.
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1. Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and
counting the query results.

Option

Description

e

Clears all query settings currently displayed in the window.
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”I ___JGpen Clears the query settings currently displayed in the window and opens a saved query.

H Save Saves the query settings currently displayed in the window.

3 cwnt  [Sums the number of records that match the selection criteria.

2. Data Selection pane: Provides a list of data you can select to create a query.

3. Select Columns pane: Allows you to select and arrange the columns of data to display in the
query results.

4. Conditions pane: Allows you to set the conditions for retrieving data.
5. Order pane: Allows you to set the order for displaying or running data.
6. SQL statement pane: Displays the SQL statement based on the conditions, columns, and order
specified.
Create a SQL Statement
Use the SQL Author window to create a custom SQL statement based on specified criteria.
To create a SQL statement

1. Inthe Main Menu window, from the Tools menu, click SQL Author. The SQL Author window
appears.
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2. To exclude duplicate records from the query results, select Exclude Duplicate Records.

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

4. Inthe Select Columns pane, do the following as necessary:

e Add one or more columns to the query.

e Delete one or more columns from the query.

e Modify the order of the columns.

. Rename any columns.

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

e Create one or more conditions for the query.

e Modify one or more conditions.

e Modify the order of the conditions.
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e Group conditions for evaluation.

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

I Note: As you create the query, the SQL statement appears in the SQL statement panel. I

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

8. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
save Query Dialog E-'
Look In: |My Quenes x Delete 52 Export To Fle
MHame Date Created |
Accounts is Parent 12/18f2012
Account Status is Open 12/18/2012
Query Name: |

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

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

You can run the saved query using another query tool or copy and paste the SQL statement into
another program.

9. To copy the SQL statement so you can paste it into another program, do the following:
a. In the SQL statement panel, use your mouse to select all the content in the pane.

b. Right-click on the selected content and click Copy. The statement copies to the Clipboard. You
can now paste it into another program.

Modify a SQL Statement

Use the SQL Author window to modify a custom SQL statement.

To modify a SQL statement

1. Inthe Main Menu window, from the Tools menu, click SQL Author. The SQL Author window
appears.
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2. Inthe toolbar, click Open. The Open Query Dialog box appears.
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Open Query Dialog (8]
LookIn: My Queries = | M oeete | & Import From Fle

Mame I Date Created [

Accounts is Parent 12/14f2012

Account Status is Open 12/18/2012

Query Name: |

_ ool |

3. Inthe Name column, click the query and then click Open. The query appears in the SQL Author

window.
4. Modify the query as necessary.

5. To save the query, do the following:

a. In the toolbar, click Save. The Save Query Dialog box appears.
Save Query Dislog =
Look In: | My Quenes N xDeleflz '-E::Expc-rtTuFiE
HName | Date Created |
Accounts is Parent 12/14/2012
Account Status is Open 12/18/2012
Query Name: |
__Gonce_| [ =]
e

b. Inthe Name column, click the query name and then click Save.

Tip: To create a query from the existing query, in the Query Name box, type a name for the
query and then click Save. The system creates a query based on the existing query and leaves

the existing query unchanged.
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You can run the saved query using another query tool or copy and paste the SQL statement into
another program.

6. To copy the SQL statement so you can paste it into another program, do the following:
a. In the SQL statement panel, use your mouse to select all the content in the pane.
b. Right-click on the selected content and click Copy. The statement copies to the Clipboard. You
can now paste it into another program.
Assign an Aggregate Function to a Column

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

To assign an aggregate function to a column
1. Do one of the following:

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

e Create a SQL Statement or Modify a SQL Statement.

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

- Select Columns
r o

X &I B w-
[F] File Number Count

?_ Custnmer Sum

&l Account Number Average

5 status Maximum

21 Queue Level

_ MiriETILIFT

= Queue Date

- Standard Deviation

= Desk

] Branch Population Standard Deviation
il Current Balance Variance [
[2] Received Date Population Variance

3. Click a function. The original column name appears with the aggregate function name
appended. For example, if you selected the "average" function for the Current Balance column,
the Current Balance column name changes to Average of Current Balance.
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4. To delete an aggregated function, click the column name and then click the Aggregate icon.

Aggregate Functions

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

Function Description

Count Counts the number of records for the grouping.

Sum Totals the values within the grouping.

Average Averages the values within the grouping.

Maximum Calculates the highest value within the grouping.

Minimum Calculates the lowest value within the grouping.

Standard Deviation Averages the difference from the mean value of the entire set of accounts
included.

Population Standard Averages the difference from the mean value within the grouping.

Deviation

Variance Squares the standard deviation.

Population Variance Squares the standard deviation within the grouping.

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

Remove Aggregate Deletes the aggregate function and returns the column to its literal value.
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Status Changer

Status Changer

Use Status Changer to change the status for groups of accounts based on specified criteria.
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1. Toolbar: Provides options for clearing, opening, saving, and running selection criteria, and
counting the query results.

Option Description

D Clear | Clears all query settings currently displayed in the window.
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UI ___JGpen Clears the query settings currently displayed in the window and opens a saved query.

H Save Saves the query settings currently displayed in the window.

3 cwnt  [Sums the number of records that match the selection criteria.

Data Selection pane: Provides a list of data you can select to create a query.
Conditions pane: Allows you to set the conditions for retrieving data.
Order pane: Allows you to set the order for displaying or running data.

New Status section: Allows you to specify the status to change the accounts to.

Create an Account Status Change Query

Use the Status Changer window to create a query for changing the status of a group of accounts that
meet specified criteria.

To create an account status change query

1.

In the Main Menu window, from the Tools menu, click Status Changer. The Status Changer
window appears.
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2. Inthe Conditions pane, do the following as necessary:

e Create one or more conditions for the query.

e Modify one or more conditions.

e Modify the order of the conditions.

e Group conditions for evaluation.

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

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

5. To save the query, do the following:
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In the toolbar, click Save. The Save Query Dialog box appears.

a.
Sawe Query Dialog
Look In: | My Quenes xDe-e'tE % Export To Ale
Mame Date Created |
Accounts is Parent 12/142012
Account Status is Open 12/18/2012

Query Name: |

Cancel

[ ]

e

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

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

click Save.

6. To runthe query to change the status of accounts, do the steps to Change the Status of a Group

of Accounts.

Modify an Account Status Change Query

Use the Status Changer window to modify a query for changing the status of a group of accounts that

meet specified criteria.

To modify an account status change query

1. Inthe Main Menu window, from the Tools menu, click Status Changer. The Status Changer

window appears.
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2. Inthe toolbar, click Open. The Open Query Dialog box appears.
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Open Query Dialog (8]
LookIn: My Queries = | M oeete | & Import From Fle

Mame I Date Created [

Accounts is Parent 12/14f2012

Account Status is Open 12/18/2012

Query Name: |

_ ool |

In the Name column, click the query and then click Open. The query appears in the Credit
Report Requester window.

Modify the query as necessary.
To save the query, do the following:

In the toolbar, click Save. The Save Query Dialog box appears.

Sawe Query Dialog @
Look In: | My Quenes N x Detate -,3:: Export To Fle

HName | Date Created |

Accounts is Parent 12/142012

Account Status is Open 12/18/2012

Query Name: |

o | =1,
]

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

Tip: To overwrite an existing query, in the Name column, click the query to overwrite and then
click Save.
6. To runthe query to change the status of accounts, do the steps to Change the Status of a Group
of Accounts.

221



Latitude Console Printable Help

Change the Status of a Group of Accounts

Use the Status Changer window to run a query to change the status of a group of accounts that meet
specified criteria.

To change the status of a group of accounts

1. Create an Account Status Change Query or Modify an Account Status Change Query.
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2. Inthe New Status section, in the Change Status list box, click the status to change the accounts
to.

3. If you chose to assign a closed status (indicated in red) to the accounts and you want the queue
level set to 999 (closed and returned), select Return closed accounts to customer.
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I Note: You can only select this option if you have the Return Account permission. I

4. Click Okay. The Status Change Analysis dialog box appears.

[ Status Change Analysis

Confirm changes and dick the Process button to continue.

Descripbon
Wil change status

Accounts

714 18

Cancel

Process

L

5. Click Process. A confirmation dialog box appears.

6. Click Yes. A notification dialog box appears, indicating the process is complete.

7. Click OK.

Credit Bureau Reporting Console

Credit Bureau Reporting Console allows your organization to configure Latitude for reporting accounts
to credit bureaus. For more information about using Credit Bureau Reporting Console, see the Credit

Bureau Reporting Console documentation.

To open Credit Bureau Reporting Console

e Inthe Main Menu window, from the Apps menu, click Credit Bureau Reporting
Console. The Credit Bureau Reporting Console window appears.
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Credit Reporting Wizard

Credit Bureau Reporting Wizard allows your organization to create files that contain account
information to send to credit bureaus for reporting purposes. For more information about using Credit
Bureau Reporting Wizard, see the Credit Bureau Reporting Wizard documentation.

To open Credit Reporting Wizard

e Inthe Main Menu window, from the Tools menu, click Credit Reporting Wizard. The
Credit Reporting Wizard window appears.
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Dashboard

Collectors use Dashboard to view collection data associated to their user account. Managers use
Dashboard to monitor collection activities for all locations, departments, and teams. For more
information about using Dashboard, see the Dashboard documentation.

To open Dashboard
1. Do one of the following:
e Onyour desktop, click the shortcut to Dashboard.
e Inyour browser, if you have a bookmark set for Dashboard, click the bookmark.
e Inyour browser, in the Address box, type the address for Dashboard and press Enter.

e If your organization configured the Welcome Web Page permission in the Permissions
and Policies Editor to display the Dashboard, log on to Latitude.

The Enter Your User Name and Password dialog box appears.
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rname and Pas

User name
Password
W Remeamber ma?

LOGON

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

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

4. To have the system remember your user name so you don't have to type it each time you log
on, select the Remember me check box.

5. Click Logon. Dashboard appears.

Agency Collector Roll Rates +

Agency 6 Month Rolling Performance

Plemt$ 5 ¥ §70,219.52 §505,034.74 §363,692.33 §238,012.15 $169,426.86 $199,553.77
Plemt# 0.00104 0.00745 0.00536 .| 0.00250 0.00294
Plemt$ 556,338, 107.77 $198,834.18 §354,598.98 §315,541.82 § $143,861.39 §125,678.99
Plemt# 5 0.00353 0. 00629 0.00560 0.00265 0.00255 0.00270
PlemtS S64,638,870.72 $144,210.1 536 4 5299,324.64 i $160,392.09 5134

Plomt# 11802 0.00223 0.00463 0.00248 0.00208

Avg Monthly Collection Curve after Placement (in Millions) Current Inventory Distribution

540.00

$35.00

$30.00

$2500

520.00

$15.00

$10.00

Note: The dashboard that appears is based on the default dashboard defined in the View
Dashboards permission in the Permissions and Policies Editor.

Goals Manager

Goals Manager allows your organization to view statistical information for collectors, supervisors,
managers, and owners. For more information about using Goals Manager, see the Goals Manager
documentation.
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To open Goals Manager

e Inthe Main Menu window, from the Apps menu, click Goals Manager. The Goals
Manager window appears.

(3 Latitude Goals l =t &

Letter Console

Letter Console allows your organization to generate letters for accounts. Your organization can create
and modify custom letters to merge with account data for any classification of client. You can send
custom letters to a third-party letter service for printing, along with data files containing the account
information you specify. You can use the Letter X program to transfer these files. You can also save an
electronic image of each letter sent and attach it to the customer account for viewing at any time. For
more information about using Letter Console, see the Letter Console documentation.

I Note: The client workstations where users print or generate letters require Microsoft Word. I

To open Letter Console

e In the Main Menu window, from the Apps menu, click Letter Console. The Letter
Console window appears.
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Portfolio Manager

Portfolio Manager allows your organization to import accounts and track expenses for purchased
portfolios, export accounts, and sales. For more information about using Portfolio Manager, see the
Portfolio Manager documentation.

To open Portfolio Manager

e Inthe Main Menu window, from the Apps menu, click Portfolio Manager. The
Portfolio Manager window appears.
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Configuration

Configuration
Use the Maintenance menu to maintain custom client groups.

I Note: Use Latitude 13.0 to maintain system codes and settings; and permissions and policies. I

System Codes and Settings

To maintain system codes and settings, use Latitude 13.0. For more information, see "System Codes and
Settings" in the Latitude documentation.

Users and Roles

To maintain users and roles, use Latitude 13.0. For more information, see "Users and Roles" in the
Latitude documentation.

Control File Properties

To maintain control file properties, use Latitude 13.0. For more information, see "System Configuration"
in the Latitude documentation.
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Custom Client Groups

Custom Client Groups

Use the Customer Groups window to add and modify client groups. Client groups represent general
types of collection business for your organization. You use client groups to categorize clients for
invoicing and statistics. You can place individual clients into one or more groups.

Add a Client Group

Use the New Custom Group dialog box to add a client group.

To add a client group

1. Inthe Main Menu window, from the Maintenance menu, click Custom Customer Groups. The
Customer Groups window appears.

3 Custorner Groups

g Meww Group @ Refresh

B
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£l 0oooom  Portfolio 1 00000 - GEMERAL CLASS OF BUSIMES
E 0000002 Poitfolio 2 00000 - GEMERAL CLASS OF BUSIMES
I 0000Mm3 PORTFOLIO 3 00000 - GEMERAL CLASS OF BUSINES
=] 0o00o03 PORTFOLIO DELIMITED 00000 - GEMERAL CLASS OF BUSIMES
I 0o00ooe PORTFOLIO EXCEL 00000 - GEMERAL CLASS OF BUSIMES
I 000000 PORTFOLIO Fi< 00000 - GEMERAL CLASS OF BUSIMES
IEl 0000008 Smalkossn Bark: 00000 - GEMERAL CLASS OF BUSIMES
(s o002 SODIM 8210 00000 - GEMERAL CLASS OF BUSIMES
=] 0000007 SO0IN 229 00000 - GEMERAL CLASS OF BUSIMES
E 0000011 S0DIN &291 00000 - GEMERAL CLASS OF BUSIMES

2. From the menu bar, click New Group. The New Custom Group dialog box appears.

“ Mew Custormn Group

Custom Group's |D [30 Char)

Custom Group's Description [100 Cha- Dpticnal)

-

[l

I
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Custom Group's ID: Unique code that identifies the client group. Latitude Console limits the ID to
30 characters.

Custom Group's Description: Description of the client group. Latitude Console limits the
description to 100 characters.

3. Complete the information and then click OK.

4, To assign a client to the client group, see Add a Client to a Client Group.

Modify a Client Group
Use the Edit Customer Group dialog box to modify a client group.
To modify a client group

1. Inthe Main Menu window, from the Maintenance menu, click Custom Customer Groups. The
Customer Groups window appears.

3 Custorner Groups E(El |
g Meww Group @ Refresh i search
B T ] Al Coustomers Cods | Mame | Claes
-3 Banks - Barks IF] 0000003 BOBS HARLEYS 00001 - RETAIL
-] 000000 - Smalkown Bank B9 goooono DEFAULT CUSTOMER 00003 - TEST CLASS OF BUSINESS

(8- Credit Card Customers - Credit C2 |F51 1000005 Famers Bank 00007 + RETAIL

f#-) Schooks - Schodls IF] 0000004 FRANKLIN CREDIT SOLUTIONS 00003 - STUDENT LOANS
] 0000014 KEY FINANCIAL CORP 00003 - STUDENT LOANS
] 000000 Portfolio 1 00000 - GEMERAL CLASS OF BUSINES
IE]  ooooooz Poticio 2 00000 - GEMERAL CLAGS OF BUSINES
£ 0000m3 PORTFOLIO 3 00000 - GEMERAL CLASS OF BUSIMES
IE] 0000003 PORTFOLIO DELMITED 00000 - GEMERAL CLASS OF BUSINES
IC] 0000008 PORTFOLIO EXCEL 00000 - GEMERAL CLAGS OF BUSINES
] 0000010 PORTFOLIO Fix 00000 - GEMERAL CLASS OF BLSIMES
IE] 0000005 Smalown Bark 00000 - GEMERAL CLASS OF BUSINES
] 0000012 SODIN 8210 00000 - GEMERAL CLASS OF BUSINES
] 0000007 SODIN 29 00000 - GEMERAL CLASS OF BLISIMES
) ooooot soDIN 291 00000 - GEMERAL CLASS OF BUSINES

2. Inthe Navigation pane, right-click the client group to modify and then click Edit. The Edit
Custom Group dialog box appears.
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: Edit Custarn Group (Banks)
Custom Group's [D |30 Char]

|Bank$

Custom Group's Description [100 Char- Diptional)

[Elanka

Cancel

Custom Group's ID: Unique code that identifies the client group. Latitude Console limits the ID to

30 characters.

Custom Group's Description: Description of the client group. Latitude Console limits the
description to 100 characters.

3. Modify the information as necessary and then click Save.

Delete a Client Group

Use the Customer Groups window to delete a client group.

To delete a client group
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1.

2.

In the Main Menu window, from the Maintenance menu, click Custom Customer Groups. The
Customer Groups window appears.

S Customer Groups E@E
g Mew Group i Refresh i search
-1 Code | Mame | Class
=] Banks - Banks [F]  0DIOD0E BOBS HAALEYS 00001 - RETAIL
-] 000000 - Smalkown Bank (B googong DEFAULT CUSTOMER 00003 - TEST CLASS OF BUSINESS

(- Coedit Card Customess - Lredit C2 |\ F51 oognos Famers Bank 00007 « RETAIL

- Sichooks - Schools IF] 0000004 FRANKLIN CREDIT SOLUTIONS 00003 - STUDENT LOANS
] 0000014 KEY FINANCIAL CORP 00003 - STUDENT LOANS
] 0000001 Portfoio 1 00000 - GEMERAL CLASS OF BUSINES
I£] o002 Ponigio 2 00000 - GEMERAL CLASS OF BUSINES
| (s 0003 PORTFOLIO 3 00000 - GEMERAL CLASS OF BUSIMES
IE] 0000003 FORTFOLIO DELIMITED 00000 - GEMERAL CLASS OF BUSIMES
IC]  DODOODS PORTFOLIO EXCEL D000 - GEMERAL CLASS OF BUSINES
IZ] (000010 PORTFOLIO Fi= 00000 - GEMERAL CLASS OF BUSINES
] 0000005 Smaltown Bark 00000 - GEMERAL CLASS OF BUSINES
] oooootz SODIN E210 00000 - GEMERAL CLASS OF BUSINES
(s 0000007 SO0IN 229 00000 - GEMERAL CLASS OF BUSIMES
£ ooooot1 SODIN E291 D000 - GEMERAL CLASS OF BUSINES

In the Navigation pane, right-click the client group and then click Delete Group. The Delete
Custom Group dialog box appears.
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3. Click Yes and in the next dialog box, click OK. Latitude Console deletes the client group. The
clients associated to the group remain in the system.

Modify Client Group Settings
Use the Customer Groups window to modify client group settings.
To modify client group settings

1. Inthe Main Menu window, from the Maintenance menu, click Custom Customer Groups. The
Customer Groups window appears.

H Customer Groups E@E
g Meww Group @ Refresh i search
-IE] Code | Mame | Class
= Banks - Banks IF]  oD0O00E BOBS HARLETS 00001 - RETAIL
-] 0000006 - Smalkown Bank | ogond. DEFAULT CUSTOMER 00003 - TEST CLASS OF BUSINESS

(- Credit Card Customers - Credit C2 |F5) 000005 Famers Bank 00001 - BETAIL

(-1 Schools - Schools IF] 0000004 FRANKLIN CREDIT SOLUTIONS 00003 - STUDENT LOANS
|« 0000014 EEY FINAMCIAL CORP 00003 - STUDENT LOAMS
] 000000 Porttoio 1 00000 - GEMERAL CLASS OF BUSINES
I£]  oomo0m2 Poticic 2 D000 - GEMERAL CLASS OF BUSINES
£ 000003 PORTFOLIO 3 00000 - GEMERAL CLASS OF BUSIMES
IE] 0000003 PORTFOLIO DELIMITED 00000 - GEMERAL CLASS OF BUSINES
IC]  DOO0ODS PORTFOLIO EXCEL 00000 - GEMERAL CLASS OF BUSINES
] 0000010 PORTFOLIO Fix 00000 - GEMERAL CLASS OF BUSINES
IE] 000000 Smaltown Bark 00000 - GEMERAL CLASS OF BUSIMES
] oooootz SODIN &210 00000 - GEMERAL CLASS OF BUSINES
] 0000007 SODIN 829 00000 - GEMERAL CLASS OF BUSINES
5] ooooot1 sODIN s291 D000 - GEMERAL CLASS OF BUSINES

2. Inthe Navigation pane, click a client group. The client group settings appear in the Information
pane.
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M Custamer Groups =N = |
g Mew Group q? Refresh A cearch

] Al Customers
> ST Barks - Gank
&) Credt Card Customers - Credt Cz
= Schood: - Schools

[T Dicplay Group on Staligtics Congole

[~ Display Group in Imvosce applcation

Cods | Name | Class
Ll 0000008 S mallown Bank 00000 - GEMERAL CLASS OF BUSIMNE®

Display Group on Statistics Console: Statistics Console isn't available for Latitude 13.0.

Display Group in Invoice application: If selected, the client group is available for selection in the
Invoices program.

3. Inthe Information pane, complete the information. Your changes save automatically.

Add a Client to a Client Group
Use the Customer Groups window to add a client to a client group.
To add a client to a client group

1. Inthe Main Menu window, from the Maintenance menu, click Custom Customer Groups. The
Customer Groups window appears.
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3 Customer Groups [~ -2 ]
'.j MNew Group q‘? Refresh “ Search
I A Customers ) i
B Banks - Barks Generd Iﬂ.m:lurt I Fea's | Irvvice I Services ] Info ] Dk Distribution | Comments ] Custom |
(O | 000006 - Smalliown Bank.
[0 Coecit Card Customess - Credit Ca Lo 0000006 Status [ACTIVE =l
- Schooks - Schoolz Alpha Code | |
Hame |5malt|:!.-vn Bank. |
Addbess 3600 METERIE AVENUE |
| |
Ciy/State/Zp  [ACKSONVILLE |[FC_|[322es |
Comact [FaM BRIGES |
Phone |04-555-6364 | Fax |
Email Addess | |

Dt Irtees! |['

Priaiity 5 :’:

2. Inthe Navigation pane, click All Customers. All clients in the system appear in the Information
pane.

3. Inthe Information pane, click a client, and then drag and drop it onto a client group in the
Navigation pane.

4. To select multiple clients to add to a client group, do one of the following:

e To select contiguous clients, click the first client to select, hold down the Shift key and
click the last client to select. Drag and drop the clients to the client group.

e To select non-contiguous clients, click the first client to select, hold down the Ctrl key
and click each additional client to select. Drag and drop the clients to the client group.

Modify a Client in a Client Group
Use the Customer Groups window to modify a client.
To modify a client in a client group

1. Inthe Main Menu window, from the Maintenance menu, click Custom Customer Groups. The
Customer Groups window appears.
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2.

g Mewe Group e Refresh “ Search
E Al Cushomers
&L Banks - Banks EﬂmdlAmﬂllekmlml info | Desk Distrivution | Comments | Custon |
G (8 | L0006 - Smalhiovn Bank,
[0 Coedit Card Customess - Credit Ca et 000D00G Stafuiz P’UM =l
= Schook - School dlpha Code | |
Hame |Smalkown Bank |
Addiess | 3800 METERIE AVENUE |
| |
City/State/Zp  [VACKSONVILLE |[FL |[3zz4a |
Cortact [P&M BRIGES |
Proce  [2005BE% | |
EmailAddress | |
ousinees L]
Py E_ H
i3 Cancl | icol
I
3. Modify the information as necessary and then click OK.
Note: You can also modify client information in Latitude. For more information, see "Clients" in
the Latitude documentation.

ﬂ Meww Groug e Refresh

I ]

] E Banks - Barks

L) 000000 - Smslkown Bank
(-0 Credit Card Customess - Credit Cz
(-0 Schools - Schools

" Search
Code | Mame | Clasz

[F]  0D00O0E EOBS HARLEYS 00007 - RETAIL
= 0000000 DEFAULT CUSTOMER 00003 - TEST CLASS OF BUSIMNESS
Il 0000005 Famers Bank 00007 - RETAIL
[E] 0000004 FRANKLIN CREDIT SOLUTIONS 00003 - STUDENT LOAMS
] ooDOM4 KEY FINANCIAL CORP 00003 - STUDENT LOANS
] 0o000m Portioio 00000 - GEMERAL CLASS OF BUSINES
IE]  oomooz Ponfoic 2 00000 - GEMERAL CLASS OF BUSINES
] 0o0om3 PORTFOLIO 3 00000 - GEMERAL CLASS OF BUSINES
E 0000008 PORTFOLIO DELIMITED 00000 - GEMERAL CLASS OF BUSINES

OO0O00E PORTFOLIO EXCEL 00000 - GEMERAL CLASS OF BUSINES
El 0000Mmo PORTFOLIO Fi< (0000 - GEMERAL CLASS OF BUSINES
E] 0000008 Smaltown Bank 00000 - GEMERAL CLASS OF BUSINES
] 0000012 SODIN E210 00000 - GEMERAL CLASS OF BUSINES
£l  oooooo7 SODIN 829 00000 - GEMERAL CLASS OF BUSINES
] oomon sooiN &z 00000 - GEMERAL CLASS OF BUSINES

In the Navigation pane, click a client. The client information appears in the Information pane.
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Delete a Client from a Client Group
Use the Customer Groups window to delete a client from a client group.
To delete a client from a client group

1. Inthe Main Menu window, from the Maintenance menu, click Custom Customer Groups. The
Customer Groups window appears.

H Customer Groups EE
g Meww Group @ Refresh i search
B T ] Al Coustomers Cods | Mame | Claes
=3 Banks - Barks [F]  0D0O00E BOBS HARLEYS 00001 - RETAIL
-] 0000006 - Smalkown Bank | ogond. DEFAULT CUSTOMER 00003 - TEST CLASS OF BUSINESS

(8- Credit Card Customers - Credit C2 | F5) 000005 Famers Bank 00007 - BETAIL

(-1 Schools - Schools IF] 0000004 FRANKLIN CREDIT SOLUTIONS 00003 - STUDENT LOANS
] 0000014 KEY FINANCIAL CORP 00003 - STUDENT LOANS
] 000000 Porttoio 1 00000 - GEMERAL CLASS OF BUSINES
I£]  oomoom2 Poticic 2 D000 - GEMERAL CLASS OF BUSINES
IZ] 00m0m3 PORTFOLIO 3 00000 - GEMERAL CLASS OF BUSINES
IE] 0000003 PORTFOLIO DELIMITED 00000 - GEMERAL CLASS OF BUSINES
IC]  DODO0ODS PORTFOLIO EXCEL 00000 - GEMERAL CLASS OF BUSINES
| (s 0000M0 PORTFOLIO FE< 00000 - GEMERAL CLASS OF BUSIMES
IE] 0000005 Smaltown Bark 00000 - GEMERAL CLASS OF BUSINES
] oooootz SODIN &210 00000 - GEMERAL CLASS OF BUSINES
£l 0000007 SO0IN 229 00000 - GEMERAL CLASS OF BUSIMES
5] ooooot1 sSODIN s291 D000 - GEMERAL CLASS OF BUSINES

2. Inthe Navigation pane, right-click the client and then click Remove Customer. Latitude Console
deletes the client from the client group. The client remains in the system.

Server Processes

Server Processes

The following programs run on the Latitude server nightly, weekly or as needed. You can configure them
to run as a Windows Scheduled Task.

Custodian Editor

The Custodian Editor program runs as a scheduled task on your organization’s Latitude server. The
program performs system clean-up tasks, creates daily work queues, schedules letters, schedules
promises, and calculates simple interest. Your organization installs this program on one workstation in
your network. Latitude by Genesys maintains it, typically. However, you can customize the settings.

Dialer Update

Building Queues for the Dialer Update program.

237



Latitude Console Printable Help

Database backup

For more information, see Back Up the Database.

Back Up the Database

Latitude by Genesys recommends that your organization run database backup procedures at least once
nightly, and follow network best practices. The preferred methodology is to back up to a file, then copy
the file to a tape. The following instructions are for Microsoft SQL Server 2008 R2. These instructions
assist you in setting up the process for backing up your Latitude database to a file. Follow your backup
software’s recommended guidelines for copying the database backup file you create.

To back up your Latitude database

1. Click Start > All Programs > Microsoft SQL Server 2008 R2 > SQL Server Management Studio.
The Microsoft SQL Server Management Studio window appears.

2. Expand the Databases folder and click your database name.

3. Right-click the database name, click Tasks, and then click Back Up... The Back Up Database
dialog box appears.

4. To change the default backup name, in the Backup set section, in the Name box, type the
backup name.

(Optional) In the Description box, type a description of the backup.

o u

Specify when the backup set expires.

Note: Backup files that your organization created previously appear in the Destination section.
You can select one of these backup files and overwrite it, or create a backup file.

7. To create a database backup file, do the following:

a. In the Destination section, click Add. The Select Backup Destination dialog box appears.

b. Click File name and then click the ellipsis (...) The Locate Database Files dialog box appears.
C. Click the folder where you want to save the backup file.

d. In the File name box, type a file name and then click OK.

e. In the Select Backup Destination dialog box, click OK.

8. Inthe Destination section, click the entry you just created and then click OK. The backup
progress appears in the Progress section. When the backup is complete, a notification dialog
box appears.

9. Click OK.

10. Follow your backup software's recommended procedure for backing this file up to tape or disk.
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