Account Processing Quick Start

> LOGIN

Month-end reset option has

not been run for last month.

Sign on with your UserlD pressing “Enter” for each message, unless a message tells you otherwise.
NOTE: If you cannot get past the login try clicking Internet Explorer Compatibility Mode. CLICK HERE

|:-——"=', http://192.169.0.8:10015/RMExDefault/templates/index.jsp L2

(If you do not see the blue torn sheet, hit the ‘ALT’ key, then Tools, then ‘Compatibility Mode’)

|

MENU: COLMNU 1. Display accounts to be work Ready for opticn 1
—Account Processing (Collection Men 2. Preview dialing

(Tip: Left mouse click option 1) Quantrax RMEx GUI

Collectors generally start at the “Account processing menu” so from there, in the “Ready for option” put
a “1” to “Display accounts to be worked” and hit “Enter”. NOTE: you can also left mouse click on the
menu option “"1. Display accounts to be worked"

TIP: Lost after taking an option? F7 from will bring you back to a Menu (As long as a message
is not telling you otherwise)

Presenting Accounts to Work from within “Account Processing”:
1) Hit F2 to see where accounts are located. 2) Fill in the “Type of processing”, “Qcat”, and
“Time frame” fields. 3) Hit “Enter” to see first account

Account Processing Processing Types: Main Buckets where similar accounts
B are grouped, such as New Business, Broken Promises,
Type of processing |Work phone numbers EI etc
QCat 000 Qcat: Processing types are broken down into sub-

Time frame (A.M.P) Time: 12-36-37 gueues to make it easier to find accounts
User ID WorkCode  Time Frame: Accounts can be presented by time of

day. Select accounts in AM, Mid-day or PM.
USERID/WorkCode: Only use if working someone else’s

Insurance starting

| Bypass time zone logic [ Priority clier
= Yp ~ o J Y accounts
. .
— = Bypass time zone logic: Present accounts not yet
1. Broken promises . . .
2 Follow-up dates eligible to be worked due to time zones
3. New business F2 Screen:
4. Work phone numbers Time Frame
5. Home phone numbers QCat Description With phones A M P
ke Broken promises
T 000 STANDARD a 4 0 0
8 Nﬂn-cﬂ”ectﬂf wﬂfk 103 HOT "MONEY WORKING" 0 1 0 0
: 996 PAYING ACCOUNTS 1
9. Cell phone numbers anly 4+s  Dated follow-up 4 Processing types
0. Other phone numbers only :000 STANDARD : .
103 " LING"
103 ror mowex workire” g | e | Number of accounts
Worked through account processing: 995 a ] 5 to be worked in each
MNumber of debtors worked: A T “Time frame” (A M P)
Total number of debtors worked 19 999 NO PHONES 0 —N
First Hit F2 To see accounts to be worked -- | ***  Work phones ¥
000 STANDARD 1785 1784 1 0
> 001 MANAGER REVIEW 0 1 0 0
Tip: F2 Then F10: More information about | 996 PAYING ACCOUNTS 55 55 0 0

ok Home phones only

Work maps, number worked, and current
status. ‘




Function Keys and accessing information: REMEMBER: Function key F12 saves
(Updates) any new information you enter on the account. You will lose what you typed if you do not

hit F12
< < —
Escape Key OR &l on top Up Arrow Key Or &l on e
right: Displays other areas of the bottom right : To access Help
account. and other features
Tip: Clickable Icons will be —— Tip: s
presented. You can also use the ATTN accesses an account Inquiry
FB:Cunlacls “Clientinto S B
Function keys on your keyboard to e o | screen i
[ reen | L
go to that location if function keys 1 HELP button: Make sure the ]
] Notes al | R . . D'lreclcheck |
are listed. i update Tabs cursors in the field or area in r—
question -
Account Detail at a Glance
e -Home #
-Case Number Company # case# et Prmary NExT "°'“e""°"e3};:§ HZZ: Hjﬂf : | -Work #
. Client Humber 000201[HSBC 1AG / PARADIGM SELECT ASSETS Work Phone A A H
-Client Owimer HOUS | Worker|HOUS | Spiit celiphone ) H H | == -Cell #
‘ ‘ ‘ ‘ v | | Follow Up Date Tie
-Owner/Worker ClientAcct#  5155970163835503 P‘:omise'lm;n —mm |
None| = | LoUTE |roBIN | :Amoum Placed : J— Aty smartCode o -SMARTCODE
Deb Extra Address | | retm| [+] ST | L e SR Oth Ph
-Debtors name street Address | 1100 GARDEN VIEW RD APT 23 RMonce | | |1°""c')fB:i':°e I #* parr -Other Phones
and address CitylState/Zip |ENCINITAS |ca 920241371 | :N:jpamci" :u" : G meos —
____________________ teme o [ e e ] \ = semEsT  _Description
) Empmer ‘ | I z lzllSil ion .
Pla|c£‘d Amou:t ool seeu tnormen [ | ctotm Clickable Indicators Codes
-Balance Owe Patient (LF) | I | ~=RRADE nditators
. | Last Payment R . Payments
_ XReference | [ [ 7" ' Lastpay nate showing Information e
Date Placed p——— T | omcam | o | escription
-Post Date Chks Acat [ status || I -Payments
Letters Pending Cred.Rept | Do not Repor LPD check Date. . Of account
-etc
CloseCode | | [ || | Closed Date |
-ClOSG COde — o heaies b INotsDate ™ Temporary Notes
:iT - i-022710-030811 1351 Iﬁ; m::
-Last 5 notes on ' -Temp Notes
an account °

Full Notes (F11 Function key) Hit Alt+F1 to see other function keys for things like Letter
history, a summary of notes from linked accounts, etc

F11 *NOTES-Expanded view*
H Guarantor LOPEZ CLAUDTO Ccase# 000862310
Function Date SIC Notes Time UserlD
Key 10/M14/10 Letter Failed - Z1 09:27 =
10/14/10 Med.info. not complete 09:27 =
10/21/10 Owner-Split : 24 - 13:00 LK
F9 from Contact Series Selected Shows the First 3 contact series letters, and the
F11 77 11/29/10 AA 02127112 first 6 Selected letters (Sent by Smart Code) on an
21 0212712 account




F5 Linked Account Summery

F5 for *ACCOUNT SUMMARY* F10-Refresh)
PR | riocca [ Cllonthame | CobWk | Casof |  Balances | LstPmi | Saws |
1 06/22/06 MISKATONIC H JH -JH 063320886 9879.00 04/15/11
accounts 2 08/20/09 MISKATONIC H JH -JH 090960696 .00 12/20/11 PIF
3 08/20/09 MISKATONIC H TS5 -T5 090960699 500.00 08/20/09 D
*ACCOUNT SUMMARY* F10-Refresh|
PIRCRI N [ icot o | DebiorMlame | Placeds | Balance$ | HomePh | Workph |0/c |
other 1 01/01/06 LOPEZ c 20000.00 9879.00 321-1111 756-2084
R . 2 01/01/09 SANDBPAY PAY 1000.00 .00 321-1111 756-2084
linked info 3 01/01/09 SANDBPAY PAY 1000.00 500.00 321-1111 756-2084
J1n/n7g LOADET O ATNTO o0 nan o0 o0 2911111 IRE. 2084

Second Account Detail Screen (F10)

. R
Balance types ::::Zsal ZZ::Z Interest Rate Int.Rate/Freq &.0000000 D
with the total EoiT ‘ | .-Credlt reporting Int.Pending 110
due below. bal2 \‘ \‘ info — R e
bal3 red.ne eportea-
-Number of o E
pase | | | attempt and Last decision
balg | \ | Att EI Con
bal10 \ \ a5.00] contacts.
Totaldue
Contact Series & | |Contact Series 04 Sequence # ] Hext 9/10/10
Smart Code SiCode Series AR Sequence # 4 Hext 6/30/12
Series More + |
Tip: Sequence 9 + next to “More” to see additional Smart Code Series.
means its done

TabQ and the Other Phone Window

Smart Code [ The field the field NEXT to the smart code field is used to access additional areas of
an account. Start with the Cursor in the Smart code window, then hit your TAB key

TabthenQ | . Tabthen + takes | [
Calledthe | 2 youtothe “Other | pevtor#s |3 | Atiempis today
“TabQ © Wplecosgners Phones
window” . Window”. > — |
-Credit cards | > Tips: Tab then = will
i ‘. : D ¢ 220 5552032
-Co-signers - also bring you here.
Bankruptey | D w a0 sss121
ete 5 Hit Alt+F1 for B B
additional phone >
options

Using Events and Smart codes: So all you need to do is work the account and report the
outcome. Seems too simple doesn’t it?
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Event list Promise Amount | o rama:
== == FD”DWLUD Date MMDDYY format ET
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Events are used to guide you when defining what has happened on an account.

Smart Codes

Smart Codes are an action taken on an account and can be manually applied from
the “Smart code” field. They also have the ability, based on how they are setup, to
advance you to the next account. Notice, the last window on the Events above
looks like a Smart Code window. That’s because Events can also apply Smart

Smart Code

252

Smart Code 252
QCat
Promise Amount

SMART CODE
CLOSE DECEASED
ACat
TFrama (AMP) M

oo

WORKS LIKE A CALCULATOR: With Frequency and
Start date filled in (Ex) a “12” in #Installments, Hit
“Enter” and it will calculate the installment amount.
Instead of Installments you can put the Amount and
it will calculate the number of Installments.

Due date

Total due

Number of installments

Days of month for 'B' or frequency for 'D' &

Suspend after

Installments (1-9) with qualifying amount of

Last Ins

.00

Codes Follow-Up Date \ = or
Tips from the Smart code windows online Help: o ecal
-Transfer to: Sends account immediately to anyone working in Account Processing | MNotes  Wrkitem-Y
- Recall: Uses military time (5:30pm=1730). Also, to see account in one hour and
fifteen minutes enter “115” <field exit>, (can be used for up to 3 hours this way).
-Existing Follow-up dates and/or promises can be removed using all nines
(999999) in the field

Payment Arrangements (F9 Function key)
Minimum setup: Downpayment amount .00 Due On
-“Frequency” (Month, Bi-Monthly, Daily) -
“ ” Freguency (M,B,D) M
-“Start Date Start date s &
-“Installment amount OR #Installments” Installment amount 00 sinstaliment’3




Direct Check (found off the payment arrangement screen F9 then F14)

Requires:
-Account Number s“'"" ALACA BANK AND TRUST
lame: JOHNSON JOSEPH
-Routing number Jihim
-Date for Payment Account# |32132132131321 Type 5.0
/
-Check Number
-Amount T . L S [ S
011813 ] 123 100
Ll [1]1]

DIRECT CHECK INFORMATION Balance 13163.37

City ARKHAM State M
Address 4 1\2 E HIGHLAND ST
LYNN MR | |019C
Routing# |1233321
Fraction
& .00
& 00

Credit Card (cC from the Smart code field)

-Fill in the “Card #”

-“Name”

-“Exp. Date”

-“We Process” if your
company processes CC's

122124121221 106
Hame JOSEPH JOHNSON
Exp (MM/YY) 12 /17 Lastd

Card #

-“Retain Info” if you want to
store CC info on this screen
for later use

We process (Y) Y VISA

and Card Type

Retain Info. (Y)

-Hit “F12” for next options

Do you want to use this card for

a payment arrangement? (Y)

-Payment Arrangement? If “Yes” You
will be take to the P/A Screen.

If not for P/A Enter amount and hit
“Update” and to make Payment

For a one-time payment...

Amount 100

Trouble shooting:
e GUI does not present, or not presenting properly.

o Always confirm you are using the correct URL (GUI Address)

Try using Chrome

(@]

o If Using Internet Explorer, make sure compatibility Mode is turned on

o If using Internet Explorer, disable all plugins. For more information see the Quantrax
Support Knowledge Base called “GUI and Internet Explore: Fixing issues and reviewing

compatibility mode and plugins”

o Confirm if others are having this issue, and present this and the details to you IT

Administrator.

e You cannot see all of the GUI screen, or there may be scroll bars on the bottom that you must

drag to see the rest of the screen

o On the Account Detail Screen, make sure the Menu Navigation is closed by clicking the

double green arrows at the top left.

o Adjust your GUI screen size. In most browsers you can make the GUI larger and smaller
by holding down the Control (CTRL) Key and hitting the + and — on the keyboard to
adjust the side. Also, if you are using a mouse with a scroll wheel on it, holding the CTRL

key and moving the wheel can adjust the size.
e Events or Document Viewer not presenting.
o Confirm you are using the correct URL (GUI Address)

o See if others are having the same issue. If so contact your administrator
o Have your administrator confirm your security settings are not blocking your access to

the “QServer”




