
On-line Client – An Online Client can be set up to view, 
document, enter new business account and enter payments/adjustments

• On-line Client menu will be 

displayed once you have 

logged into the system.

• Account inquiry allows you to

access or search accounts that

belong to your client only. From 

this option you can view an 

account, notate the account

or close the account. 

• Account Entry allows the on-line

client to enter new accounts into

the system. 

• Payment Transaction entry 

allows the on-line client to post 

payments directly to their 

accounts.

• Reports allow the on-line client 

to access a Placement History, 

Status and Activity report.  



Account Inquiry – Allows the on-line client to search and access their accounts

• On-line clients can search

by the agency case 

number, debtors name, the 

on-line client’s account 

number and many other 

options.

• To search for an account 

you will need to enter the 

search type, then the 

search data and enter..

• On the lower right side of 

the screen there is also a 

point and click option to 

access the “Most recently 

accessed accounts.

• Depending on the 

information entered you will 

either be brought directly to 

the account or to a list of 

possible accounts. 



Account Inquiry Continued

• If you search on a last name only, 

you will see a list of possible accounts.  

These accounts will ONLY be for 

accounts belonging to the on-line 

client.

• From this list you can access the 

account by entering the corresponding 

number to the left of the name at the 

bottom of the screen, where it says 

“Select line number” then press enter 

to display the account.



Account Detail Screen – An on-line client can update account information, 
view account information and close accounts

• On-line clients have the ability to 

view, update account information, 

notate accounts and close 

accounts from this screen.

• Any area not shaded in blue on 

the account detail screen may be 

updated by changing the 

information and then F12 to save.

• To access notes us F11 or click 

on the F11-Notes button on the 

bottom of the screen. Then click 

F9 and then F6 to add notes. Note 

lines will then be displayed and 

you will be able to notate the 

account and then press enter to 

update.

• To close an account you will 

need to enter the predefined close 

code provided to you by the 

agency and enter the information 

on the lower left side “Close Code 

then F12 to save



Account Entry – Allows you to enter new accounts directly into the 
agencies system

• To enter new accounts you 

will access this feature from 

the on-line client menu take 

option 3 “Account Entry”

• You will need your assigned 

client number along with the 

first 5 characters of your 

assigned client name.  

•To assign a case number as 

the accounts are entered put a 

“Y” in the field Assign case no. 

at input

•Press enter to continue to 

next screen 



Account Entry – Continued

• This screen allows you 

to enter the batch amount 

and number of accounts 

to be entered.

• This screen also allows 

you to choose fields to 

Omit from entry. You can 

do this by putting a “Y”

next to the fields you want 

to omit.

• Press enter to continue



Account Entry – Continued

• The following screens 

allow you to enter the 

following:

• Social Security

• Name

• Street Address

• Zip Code

• Home phone number

• Date of Birth

• Orig. Creditor & Account 

number

• Once this information is 

complete press enter for 

the next screen to complete 

account entry



Account Entry – Continued

• This screen allows 

you to enter the 

remaining account 

details.

• The last transaction 

date field is used for the 

date of service or last 

transaction that 

occurred prior to 

placement.

• You will also be able 

to enter insurance 

information by selecting 

the F16 option at the 

bottom of the screen

• You can also set up 

Co-signer information 

using the F17 option at 

the bottom of the screen

• Press enter to 

continue



Account Entry – Continued

• Input the primary 

balance and any 

other amount 

associated with the 

account, such as 

interest amount 

owed or additional 

fees in the 

appropriate balance 

type field.  These 

amounts must total 

the amount placed.

•Press enter to 

continue

• If you selected to 

input insurance or 

co-signer 

information, those 

screens will now be 

presented.

•Press enter to input 

the next account



Account Entry – Continued

• Once the account 

information is entered 

you will need to print an 

edit list.  This is option 4 

from the On-line Client 

Menu

• After you have verified 

the account totals and 

amount for entry are 

correct you will take 

option 5 Account Posting 

from the On-line Client 

Menu to post the 

accounts.

• Note: Account will not 

appear in system until 

option 5 Account Posting 

is completed.



Payment Transaction Entry – Allows you to enter 
payments and adjustments from the On-line client Menu

• You have the option to 

post multiple payment 

batches. To do this you 

must assign a batch 

number to each payment 

batch.

• From this screen you will 

assign the batch number 

and press enter

• The next screen allows 

you the option to print a 

receipt and number of 

receipts to print.  If you do 

not want to print receipts 

just press enter



Payment Transaction Entry – Continued

• The following fields are required 

to post payments or adjustments:

• Payment Date, this is 

automatically populated with the 

system date.  

• Details on Part Pmt: On-line 

clients should always use the D 

option to post the payment directly 

to the account specified

• Payment code: 11 this indicates 

the payment was made to the client 

and not the agency



Payment Transaction Entry – Continued

• Balance code: indicate what balance 

type the payment will be applied to. The 

valid codes are:                                                

•P - Apply payment to Primary balance  

only                                  

• I - Apply payment to Interest balance 

only                                                            

• 1 through 0 - Apply payment to a         

• specific Balance type (0 = 10)                                 

• X - Apply payment across all linked      

accounts using the distribution rules in 

the balance type system controls. The    

goal: to pay off all of the same balance 

types for the whole linked group.        

•"blank" - Apply payment to one account   

using the distribution rules in the      

balance type system controls.            

• NOTE: Using the "X" will distribute the  

payment according to the rules for the   

balance types at the company level.      

With the "X" feature you can only use; a 

payment code of 01 and a "D" in the      

field Details on Part Pmt.(Y,A,D).



Payment Transaction Entry – Continued

• Adjustment code: should be 

provided by the agency

• Amount

• Case number:  if you do not know 

the case number or have your 

client account number you are able 

to F1 and search through inquiry 

for the information.

• Client Ref: can be used for check 

# or payment source

• Receipt required: enter a Y to 

print receipt for debtor and C for 

co-signer

• Type: CA – cash, CK – check, 

CC- credit card, MO – money order 

and OT – other

• Press enter to update information 

and post new payment

• F7 to exit posting screen



Payment Transaction Entry – Continued

• Once you F7 you will be presented with 

the option to print an Edit list.  Enter Y to 

print and press enter.  If you do not want 

to print the edit (not recommended) enter 

N and press enter.

• You will now be taken back to the On-

line Client Menu

• Take option 8 Payment transaction 

posting option to post the payments you 

have just entered.



Payment Transaction Entry – Continued

• Enter a Y to post payment 

transactions and press enter

• on the next screen enter the 

batch number you are posting 

and press enter

• You will then be taken back 

to the On-line Client Menu


