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About this Document

This Reference Document is for use by SedonaOffice customers only. This document is not intended to
serve as an operating or setup manual. Its purpose is to provide an overview of the enhancements and
corrections made in the release and is to be used for reference purposes only.

SedonaOffice reserves the right to modify the SedonaOffice product described in this document at any
time and without notice. Information contained in this document is subject to change without notice.
Companies, names and data used in examples herein are fictitious unless otherwise noted. In no event
shall SedonaOffice be held liable for any incidental, indirect, special, or consequential damages arising
from or related to this guide or the information contained herein. The information contained in this
document is the property of SedonaOffice.

This document may be updated periodically; please to visit our website at www.sedonaoffice.com for
the most current version. Copyright 2008, 2009, 2010, 2011, 2012, 2013, 2014, 2015, 2016
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Overview

The purpose of this reference guide is to review how to create a collections strategy, goals of a
collections program, using the collections queues, and creating a letter to customers within a
specific collection queue.

The Collections module builds a legal record of all contact and activities with a customer that has
past due invoices to prove that your company took every available action to collect the funds it is
owed. All actions are date and time stamped and cannot be edited or deleted. Since a legal
record is being built which could be submitted to a court of law, we highly recommend that the
building of a strategy or practice in setting up queues be done in the Sandbox prior to being
implemented into production.

Definitions & Terms

Collections Profile
A collection profile defines the criteria that need to be met for a customer to be added to a
collections queue (e.g. aging of the invoice, branch of the invoice, etc.).

Collections Queue
A collections queue contains customers that have past due invoices that meet a defined set of
criteria through a collections profile.

Sequenced Queue

A sequenced queue automatically advances customers from one queue to another based on the
age of the invoice and other criteria. Customers are automatically brought into these queues by
SedonaOffice when they meet specified criteria. They are be automatically removed from
collections when full payment is made.

Non-Sequenced Queue

A non-sequenced queue is created for “special handling” of situations where the normal
collections activities performed within a sequenced queue would not apply (e.g. bankruptcy,
outside collections, friend of the owner, etc.). Customers are manually placed into and removed
from non-sequenced queues.

Collections Activity
A collections activity defines the type of contact made with the customer (called for payment, 2"
collections letter sent, email sent, etc.).
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Collections Status

A collections status is wording that is meaningful to someone outside of collections which would
enable a decision to be made based on the credit worthiness of the customer. Examples of
collections statuses are COD Only, Service Hold, Bankruptcy, Do Not Extend Credit, etc.). . The
collections status of a customer may be updated at any time when entering notes within the
collections module. A customer’s collections status will be displayed on the customer record,
payment processing screens, and service tickets.

Manual Event
A manual event is the summary of the contact made with the customer and details of the
discussion including any payment arrangements that were made.

Follow-Up Date

This is the date on which the customer will next be contacted based on decisions that were or were not
made during the last customer contact. Follow-up dates are entered at the time that notes are taken
and will appear as a reminder to the person working the queue in which the customer is currently
residing. In the event that a follow-date is missed, the customer will appear in red at the top of the
gueue indicating that follow-up is overdue.

Mail Merge
Microsoft Word may be used in conjunction with SedonaOffice to send out customized letters to
some or all customers within a specific queue.
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Goals of a Collections Program
The key to setting up a successful collections program is defining the goals that your company needs to
accomplish. . Here are a few areas for consideration:

Collect Money
The primary goal of any collections program is to collect money. The goal is to bring in the cash.

Account Retention

While the company needs to collect its receivables, it also need to retain its customers. There is
tremendous value in your customer base, so while the company needs an aggressive collections
program, it also needs to ensure that it keeps its clients.

Make it Easy for the Customer to Pay

Customers need options to pay their invoices whether it’s by check, credit card, or bank draft. They
also need multiple means to initiate a payment such as mail, phone, and Internet. Customers are used
to options and it’s most important to provide them with the avenue they desire.

Stop Providing Services for Non-Payers

Providing services for customers who do not pay is a drain on any organization. A collections program
needs to identify the non-paying clients so that it stops wasting its resources on them. There comes a
time when you have to let go of the client and move on.

Go after the Cancelled Accounts
When a customer is cancelled there needs to be a means of collecting the remaining money owed
including the balance of contract.
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Create a Collections Strategy
A collections strategy defines every step from the initial creation of an Invoice through the entire
collections process.

Define Your Aging Buckets
Most organizations use aging buckets as follows:

Current Invoice is current, owed, but not yet past due.
31 -60 Days Invoice is between 31 and 60 days past due.
61 —90 Days Invoice is between 61 and 90 days past due.
91 -120Days Invoice is between 91 and 120 days past due.
Over 120 Days Invoice is over 120 days past due.

Terms

The terms on an invoice will determine when it becomes past due. An invoice will age based on the
terms assigned to it. The term is essential in defining how you want your Invoices to age and show as
past due. Terms are defined in the Terms table within SedonaSetup in the Accounts Receivable Section
and are based either on the aging date defined on the invoice or a net term (invoice date + “x” number
of days).

Aging Date
If the term code is based on the aging date defined on the invoice, it will be current through that aging
date. It will begin aging as past due each day after the aging date.

Age on Net Number of Days”

If the term code is based on the net term invoice date rule (invoice date + “x” number of days), the
invoice will be current through the net number of days selected. For example, if the term is Net 30,
then the invoice will be considered one day past due 31 days after the invoice date.

Aging Reports and Collections Queues

Both the SedonaOffice aging reports and collections queues use the terms on an invoice to determine
into which aging bucket the invoice(s) should be placed. The reports and collections queues base this
on the current aging of the Customer. For that reason, it is important that the SedonaOffice database
having aging run on it every day.

Auto Aging Wizard

SedonaOffice can age your database automatically each night through the setup of the Auto Aging
Wizard on the SedonaOffice server. To turn this on, go to the server’s SedonaOffice Server Utilities
program and select the Auto Aging Wizard. Follow the prompts to indicate at what hour each day the
database should be aged. Collections queues will still need to be refreshed each day.
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Example of a Collections Strategy
The following is an example of a collections strategy. Each company should adopt a strategy that works
best for them.

Invoicing Terms
In our example, cycle invoices are being dated September 15t and carry the invoice term of Net 30. As
such, the invoice is considered overdue 30 days after September 15t which is October 15,

Collections Steps

1 Day Past Due - Send Statements
When the invoice is one day past due (October 1st), the customer is sent a statement of their past due
charges.

15 Days Past Due - Call the Customer, Place in Collections Queue

When the Customer reaches 15 days past due, call the customer and mark the customer with a
collections status of “No Credit.” The manual event button is selected from the collections queue
where notes are entered on the phone conversation and the collection status is changed to “No
Credit”.

30 Days Past Due - Past Due Collections Letter, Place Collections Status as COD

When the customer reaches 30 days past due, your company may want to send out a non-threatening
past due collections letter and set a collection status of COD. This advises someone outside of
collections to collect past due money before doing any work for the client. A manual event is selected
from the collections queue and notes are entered about the letter and change in the collection status.

45 Days Past Due - Call the Customer, Place on Service Hold

At this point your company may want to call the customer once again and pressure them to make the
payment. You may also want to flag the customer with collection status of Service Hold indicating that
no more services will be rendered unless they pay the outstanding invoices.

60 Days Past Due - Cancellation Process

At this point, your company may want to send the customer a cancellation notice. Without payment in
15 days, the account will be cancelled, and legal action will take place. Update the collections status to
Pending Cancellation status.
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75 Days Past Due - Final Collections Call - Try To Save The Customer
This is your company’s third and last call to save the customer.

90 Days Past Due - Cancel The Customer -Turn over To Outside Collections
After 90 days, the customer is turned over to an outside collection agency. The customer is manually
moved to a non-sequenced queue entitled “Outside Collections.”
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Defining A Collections Profile
There are two types of Collections Queues in SedonaOffice, Sequenced and Non-Sequenced.

Sequenced Queue
Sequenced queues will automatically place a customer into a queue based on the aging criteria defined

in the collections profile. Once a Customer is placed in a sequenced queue they will stay in that queue
until their invoice aging causes them to automatically be placed into another queue or they are
manually moved to a non-sequenced queue.

Non-Sequenced Queue
A non-sequenced queue is one that a Customer will stay in until you remove them. These queues are

best for the special processing of collections such as Legal/Collection and Support issues.

To create a new collections queue, press the ﬂ button at the top of the collections profile list.

The collections profile will open.

#& Collection Profile Setup | x|
Description |0ver 30 Days Past Due Close Profile |

Cuskomer Type Branch Selection
f Cu:um.merc.ial o | 2
; Residential OEoss svstems
* Both Ooons Test Branch
MA-F-MAL o
Cusktormer Mumber Fange D
MI
R | O national
-
i | Mrc hd|
[~ &l Branches
Arcess and Security Sekup and Sequencing
u Restrick Access bo Lser Who Put in Aukto Sequencing v
Created Profile
Auko 5 ing Mumb
R uko Sequencing Mumber |4|:|
Diavs Past Due |31 Tkt |44 Initial Collection Status | Do Mot Extend Credit L‘
[k
Minimurn Amount |$1 .00 L=
Pask Due ﬂ
Default Template
Mail Merge Template tiendly Collection Letter 1
=
Save | Close |

Page 11 of 30 Last Revised: October 25, 2016



SedonaOffice

The #1 Financial Software for Security Companies COI |€Ct|0 ns M dana ge me nt

Collections Profile Setup

Description
This is the Name of the Collection Queue. This will be used on the Display of the Customer and is used
in the CQB as a selection criteria field

Customer Type
This collection profile can be designated either for commercial customers only, residential customers
only, or for both residential and commercial customers.

Branch
Select the Branch(s) appropriate for this queue.

Customer Number Range

In the event that your company divides collections responsibilities among multiple staff, the collection

gueues can be organized to include only a specific range of customer numbers. If your company wants
to define queues by customer numbers, enter the starting customer number in the From field and the

ending customer number in the Thru field. If your company does not divide collections responsibilities
by customer number, please leave these fields blank.

Access and Security

This option is used to limit access to this queue to only the individual who created it. If restricted
access is required, please place a checkmark in this box. If restricted access if not required, please
leave this box unchecked.

Aging
The aging section determines the number of days that the invoice must be past due for the customer
to be added into this queue. In the example above the Over 30 day queue will include those customers

whose invoice(s) are between 31 and 45 days past due.

Note: If this is a non-sequenced queue, it is important to enter a range of days that would prevent
customers from automatically being added to the queue. We recommend using the range of 9999 to
99999.

Minimum Amount

It is possible to further refine the customers that will be added to in this queue by defining a minimum
dollar amount due within the aging criteria already set. For example, a customer needs to owe a
minimum of $1.00 and have an invoice between 31 and 45 days past due to be added to this queue.
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Default Template

If your company will be sending out collections letters to customers in these queue, it is possible to
define which letter should be sent to users in the Over 30 Days Past Due queue. The list of available
letters is determined by those defined on the template server (see section on template server in the
Mail Merge section of this reference guide). If different letters should be used instead of one default
template letter, please leave this option at No Default Template.

Put in Auto Sequence

If customers should be automatically advanced into the next queue based on the aging criteria of the
invoices, place a checkmark in the Put in Auto Sequencing queue. If this queue is non-sequenced, do
not place a checkmark in this box.

Auto Sequence Number

The sequence number determines the order in which customers will be advanced between sequenced
qgueues. It is imperative the lowest number be assigned to the queue representing the most overdue
invoices so that the customers advance correctly. For example, the sequence number of 10 would
represent the Over 120 Day queue, 20 would represent the Over 90 Day queue, 30 would represent
the Over 60 Day queue, etc. Careful planning should be used in assignment of sequence number.
Sequence numbers cannot be re-used after the queue is closed. Allow enough numbers between
gueues should a queue need to be redefined at a later time.

Initial Collections Status

This is the collections status that will be automatically assigned to the customer when they are initially
added to a collections queue. The customer will retain the same collection status as they advance
through different queues. They will not pick up a new collection status assigned to the new queue.
Once a customer is added to a queue, their collection status will only change when a user updates it
when documenting collection activities through a manual activity.
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Working the Collections Queues
While specific activities are governed by each company’s policies and procedures, the work flow of the
collections process usually follows that of the diagram below:

At the beginning of each day, the collections queues are refreshed to bring in customers whose
invoice(s) now represent the delinquency rules outlined in each collections profile. Customers that
have fully paid are removed from the queue. Refresh the collections queues by clicking on the cog at
the top of the screen to bring in new customers and remove ones that have paid all overdue invoice.

8 Collection Profile List

; Include Closed

Description | Aiko Seq | Sequence # |-Creation Date | Counk | Total Due | Created B | Last Refrash |
Manager Review I 0 1ofefz01z 1 73.87  Administrakor 01/13/2016 02:58:32 PM
Pavment Arrangements I 0 8172015 1 869,09 Administrator 08/09/2016 09:05:08 AM
Ower 120 Days Past Due i 5 10/z2f2015 15875 26,976,562,12  Melissa 09/22/2016 112336 AM
Crver 90 Days Past Due i 20 &/1/2012 2017 2,247,678.41  Administrakor 09/22/2016 11:23:52 AM
Civer 60 Days Past Due ¥: 30 gf1jz2012 108 93,380.20  Administrator 09/2212016 11:23:53 AM
Cwer 45 Days Past Due Y 35 719fz2012 11 11,414.79 carolyn 09/22/2016 11:24:18 AM
Cwer 30 Days Past Due ¥ 40 Bf1jz012 96 1,706,2258.71  Administrator 09/z22/2016 11:24:33 AM
Ower 20 Days b S0 1/22/2015 2932 3,902,616.13  Administrator 09/22/2016 11:24:34 AM
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Double click on the specific queue to open the queue in which work needs to be performed.

8 Collection Profile List

Jlii.-1i| ﬁlr Include Closed

Description l Aiko Seq i Sequence # | Creation Date | Counk | Total Due I Created B I Last Refrash |
Manager Review I 0 1ofefz01z 1 73.87  Administrakor 01/13/2016 02:58:32 PM
Pavment Arrangements I 0 8172015 1 869,09 Administrator 08/09/2016 09:05:08 AM

Ower 120 Days Past Due i 5 10/z2f2015 15875 26,976,562,12  Melissa 09/22/2016 112336 AM

Crver 90 Days Past Due i 20 &/1/2012 2017 2,247,678.41  Administrakor 09/22/2016 11:23:52 AM

Civer 60 Days Past Due ¥: 30 gf1jz2012 108 93,380.20  Administrator 09/2212016 11:23:53 AM

Crver 45 Digys Past Dige i 35 119201 11 11.414,79 carolvp nofe=ianie 11:24:168 A

Cver 30 Days Past Due ¥ 40 Bf1j2012 396 1,706,228,71  Administrator 092212016 11:24:33 AM I

LA = g E W | T pu] 5} I i ng ) Pa PPl R Eap g S P g HLIImII LraLur L AN B2 s i Sty Bl ST}

The collections queue will open. Any customers that had a follow-up date that has passed will appear
in red at the top of the queue. All other customers will be displayed by customer number. Customers
can appear in only one queue and will always be listed in the queue representing the most overdue
invoice. All invoices for the customer will be represented in that queue.

The customer number, name, phone number, last activity, follow-up date, collection status, next
follow-up date and total amount due are displayed. The screen also documents any credits available
for use against outstanding bills, the amount owed in the current period, 1-30 days overdue, 31-60, 61-
90, 91-120 and over 120 days will also be displayed along with the last collections note entered. The
user also has the ability to include the last late fee charged on a statement to the calculation of the
total amount due column.

[ Over 30 Days Past Due - Auto Sequence # 40 [_[0fx]
2044 Amaunt Due: 46,289.85
Advanced Property Managment ;
19 Woodland Street el Hin
Detrait, MI 48201
- Credit Request i [T
(566) 644-1571 Fending: i
Last Late Fes! $825.15
Customer # | Name. | Phone [ Last Activie [ Followlp [ tatus I Amount Due | Credits | Current | 1-30days | 51-60da... | 61-90 da,., | 91-120d... | _over 120/ Last Nate -l
2044 Advanced Property M. (586) 644-1571  Called for Payment B/15{2016 Do Mot Extend Cr.., 6,289.85 0.00 0.00 9275 0.00 927 .5 0.00 4,439.85  Mary stated that the check would be mailed today
2591 Thomas Cadilac Jaguar | (313)524-L000  Auto Putin Gueue 10/4{2016 | Do Mot Extend Cr.., 5,819.27 0.00 000 97760 000 977.60 000 4,864.07 First collections lstter sent to Tom Brady.
2597 Taylor & Fern (734) 2497531 Auko Put in Queus Do Nok Extend Cr... £,093.57 0.00 000 G7449 000 87448 000 439459
2672 Subway Store #21577 (734) 2918603 Auto PUE in Queue Do Mot Extend Cr... 1,292.04 0.00 0.00 192.28 0.00 192.28 0.00 907.48
2688 St Joseph Cathedral Auto Putin Gueue Do Mok Extend Cr... 4,116.47 0.00 000 59358 000 58358 000 2,929,531
2708 Acceleran Company (734)651-9333  Auto Putin Queus Do ok Extend Cr... 1,036.76 0.00 0.0 15601 0.00 156,01 000 72474
2718 Acceleron Company (734) 651-9333  Auto Put in Queue Do Mot Extend Cr... 1,036.76 0.00 0.00 156.01 0.00 156.01 0.00 724.74
2729 Jewish Fedsration (734) 2324483 Auko Putin Queue Do Mok Extend Cr... 7,745.65 0.00 000 110922 000 1,109.22 000 552721
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Review of Prior Collections Activities

Prior to making phone calls or other customer contact, the user has the ability to review prior

collections activities for a specific customer in the queue. Highlight the specific customer for which

activities should be viewed and press the Collections Activities button at the top of the screen.

Advanced Property Managmen
13 woodand Strest

Detroit, MI 48201

(586) 644-1571

Last Late Fee: $827.72

Amounk Due:

Credits:

Credit Request

Pending;

$6,289.65
$0.00

° o

Manual Event

Customer # | Name [Phone N [ Last activi [Folowup [ status Amount Dus | Credis | current | 1-30days [ 3160 da.., [61-90 da.,. [ Si-1z0d.., [ over 120 [ Last Note |
2044 Advanced Property M...  (586) 644-L Sert Letter 615/2016 Do Not Extend Cr. . 6,209.85 0.00 0.00 527.50 000 527.50 000 4,434.85 Mary stated that the check would be maled today,
2591 Thomas Cadlac Jaguar | (313) 524-10 pegmmupy o= . = e 0.00 377,60 0.00 | 4,864.07  First collections lether sent ko Tam Brady,
232 Woodareen Manager...  (734) 26644 7403 000 77443 000 35519 Speke wth Jaice Smart, Recsived sparavalfar 2 §200 ps
2316 Kingswood Oxford Hi (734) 23396 2,134.64 000 2,134.64 000 10,693.48

3001 Sippin Brothers Gil Co...  (517) 261-36 Collection Status 562,19 0,00 562,19 000 277118

3069 Greenfield Girls Club (536)774-74 4 C 181,44 0.00 181.44 0.00 852,85

3160 Ucp OF Eastern Ct (313) 44808 Do Mot Extend ... Sent Letter 72 Hr Cancel Letter Adrmimistrator 293,91 0.00 293,91 0,00 1,358.23

3167 Meyers Del (734)861-45 Do ok Extend .. Called For Payment Mary stated that the c...  Admiristratar 202,36 0.00 202.86 0.00 960,77

3173 Standard Electric Supply  (517) 237-89 Da Mok Extend ... Called for Payment ol Adriristrator 202,86 0.00 202,86 0.00 560,77

3184 Olympia Sales -Tertan...  (734) B14-44 Service Hold Auto Put in Queue Mowed from Collection...  Admiristr ator 206,31 0.00 206.31 0.00 978.16

319 Adtomated Material H...  (734) 223-36 i Do Mot Extend .. Auto Put in Queue Meved to Collection Q... Admiistrator 2110l 0.00 211.01 0.00 940.58

3202 Spika (517)825-42 | | 3/10/2016 5:06:18PM  Dolot Extend ...  Auto Put in Queue Addedto Collection Q... Administrator lised 0.00 113.84 0.00 5i2.26

3213 Plymouth Heakthcare C...  (734) 547-00 1,569.78 000 1,569.78 000 7,725.06

3215 Yarunes & Associates .., (313)541-16 290,43 0.00 290.43 000 1,340.69

3222 Eh Public Libraries (734) 289-64 263,19 0.00 263.19 000 1,264.72

3294 Wauregan Developme. 186.50 0.00 186.50 0.00 78.34

3312 The Hersher Trust Hal.. (517) 650-03 S71.16 0.00 571.16 0.00 2,755.07

16 Porter, Anastasia (7341 455-10 219.68 0.00 219.68 000 1,045.51

3357 Siracusa Moving &.5to.,, (517) 22591 234,83 0.00 z34.83 000 1,121.84

3379 Michigan Veterans Acti..  (517)521-67 120,29 0.00 120.29 0.00 544,77

3387 Nutmeg International ... (313) 249-86 239,70 0.00 239.70 000 1,146.41

3430 Joseph Gnazzo Co. (734)871-54 140,90 0.00 140.90 0.00 648,59

3458 Baker, Leo (734)567-21 14238 0.00 142.38 0.00 £56.06

3482 The Jones Library Inc. (313) 256-40 203.31 0.00 203.31 0.00 963.05

3484 Davenport, Cara (734) 78267 125.47 0.00 125.47 0.00 570.48

3491 Weaver, Jessie (7341 569-00 0.00 0.00 127.26 000 1,407.00

3495 Lawrence, Dylan (734) 568-29 0.00 0.00 142.65 0.00 780.72

3528 Milrite Machine Inc (313)562-92 308,79 0.00 308.79 000 149447

3531 Don Pion Partiac (313 565-24 120,29 0.00 120,29 0.00 544,77

542 Ray, Breanna (734)595-15 127.84 0.00 127.84 0.00 562.80

3644 Mark Twain Memerial (313) 247-09 2,352.37 000 23237 000 11,376.76

3674 Standard Paper Camp...  (734) 95341 0.00 0.00 526.55 000 2,988.49

3726 Spring Grave Cemetery  (31)5ESEE |4 | 263.67 0.00 263.67 000 1,255.44

3772 Response Insurance (517)639-75 767.47 0.00 787.47 000 3,869.24

3857 Petruzeln Insurance 370,14 0.00 370,14 000 1,786.75

3899 Bearon Prescriptions (517) 220-64 303.37 0.00 303.37 000 1,393.23

3997 City Steam Erewery (313)525-16 278.67 0.00 278.67 000 1,330.29

Manual events are used to record details about contact made with the customer. To enter a manual

event, highlight the specific customer that has been contacted and press the Manual Event button.

This will open the Manual Collection Activity page.

[& 0ver 30 Days

2044

] I Indluds Late Fees in Amount bue

Advanced Property Managment
18 Woadland Street

Detroit, MI 48201

(586) B44-1571

Last Late Fee: $825.15

Auto Sequence # 40

Amourt Due;

Credits:

Credit Request

ending:

$6,289.95
$0.00

o o

Customer # | fame | Phane [ Last actvit [ Folowup [ status [ amaune bue | Credis | Current | 1-30days [ 31-60da... [61-90da... [ si-170d.. [ over 120 Last Hote S|
2044 Advanced Property M., | (996) 644-1571  Called for Payment 6/15/2016 | Do Mot Extend Cr... 6,269.55 0.00 000 9275 0.00 0,00 4,434.85 Mary stated that the check would be maled today,

2591 Thomas Cadllac Jaguar | (313)524-L000  Auto Put in Queve 10}4[2016 | Do Mot Extend Cr. 6,819.27 0.00 000 97760 000 57760 000 4,864.07  First collections letter serk to Tom Brady.

2597 Taylor & Fern (734) 2497831 Auto Put in Gueue Do Hot Extend G £,093.57 0.00 000 7443 0.00 8749 000 4,34459

2672 Subway Store #21577 | (734) 291-8603  Auto Putin Queve Do Hot Extend G 1,282.04 0.00 000 19278 000 182,28 000 8074

2668 St. Joseph Cathedral Auto PUE in Queue Do Hot Extend Ci 4,116.47 0.00 000  5%s58 0.00 59358 000 2,929.31

2708 Acceleron Company (734)651-9335  Auto Put in Gueue Do Hot Extend Cr... 1,036.76 0.00 000 15601 0.00 15601 000 72aTe

] Acceleran Company (734)651-9333 _ Auto Put in Queus Do Mot Extend ... 1,036.76 0.00 000 156,01 000 156,01 000 7eaT+

2729 Jewish Federation (734) 2324483 Ao PUEin Queue Do Hot Extend Cr... 7,745.65 0.00 000 L1092z 000 1,109.22 000 552r.2t

Document the conversation or event in the collections activity event box.

Begin by selecting the next

planned follow-up date with the customer. Using the drop-down box, change the collection status of

the customer if the outcome of the contact warrants a change in status. From the drop-down list,

select the type of collection activity conducted (e.g. called for payment, EFT payment entered, etc.)
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# Enter Manual Collection Activity
Customer

2532

Wiandgreen Management Inc
17922 Marton Taylor Road
Canton, MI 48183

(734) 268-4466

i Ackivity Crekail

Follows Up Date {11/z1z016 [l

154

Collzction Status | Do Mot Extend Credit hd
Colleckion Activity | EFT Payment Entered E3
Mokes

Spoke with Janice Smart, Received approval for a2 $200
payment to be made toward her outstanding balance.|

Save Close

Move To Another Queue

Customers may be moved between a sequenced queue and a non-sequenced queue. For example, a
customer that was in the 90 day queue has now declared bankruptcy. That customer would be moved
from the Over 90 Day queue to the bankruptcy queue since collections activity will now be handled

differently than other customers in the 90 day queue. Press the Transfer button to move the customer
and select the queue into which the customer should now appear.

6 Dver 30 Days Past Due - Auto Sequence # 40 (O]
i ] | . 1| ¢8| L] ™ tnolude Late Fees in Amount Due:

2951 Amor Due: $1,084.55
Canton Inn
300 Farmrington AvenL Credits: $0.00
Plymouth, MI 48170 Credt Request i1
Pending:
Last Late Fes; $140.37
Customer # _| Hame | Last Activie [Followup [ status [ Amount Due Credts | Gurrent | 1-30 days [ 51-60 da.,. [ 61-90da... [ 91-120d... [ over 120 | Last note |
2044 Advanced Property M... Called for Payment &/15[2D16 Do Hot Extend Cr... 6,289.85 0.00 000 92750 0o 92750 0,00 4,43+.85  Mary stated that the check would bs maled today.
2501 Thomas Cadilac Jaguar 4-1000  Auto Put in Queue 10/4/2016 Do Hot Extend Cr... £,819.27 0.00 000 977.ED 000 97760 0,00 4,864.07  First collections letter sent to Tom Erady.
832 Woodgreen Managem. . 4466 EFTPaymentEntered  11/2/2016 Do Hok Extend Cr... 5,203.40 0.00 000 FAMa3 000 7413 000 3,655.14  Spoke with Janice Smart. Received epproval for a $200 payr
916 Kingsnood Oxford Hig... (734) 259631 __fuo Put in Queue Do Nok Extend Cr... 000 213464 0.00 0.00
Auta Put in QuEue Do Kok Extend Cr. . 162,501 7 e
3001 Sippin Brothers Cil Ca... (517) 261-3668  Auta Put in QueLe Do Mak Extend Cr... 0.00 562.19 0.00 0.00 2
3069 Greenfield Girls Club (556 774-7407  fuko Putin Oueue Do Mok Extend Cr... 000 l8L44 000 18144 D00 BS2.88
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=]
2951 Amaunt Due; $1,084.55
Canton Inn i
900 Farmington Aveue ks A
Plymauth, MI 48170 Cred Request o [
Pending:
Last Late Feet $140.37
Customer # | Name [ Phone [ Last Activit | FolowUp [ Status [ Amount Due | Credits | Curvent | 1-30 days [ 31-60da.., | 61-90da.. [ 9-120d.. [ over 120 [ Last Note |
2044 Advanced Property M., | (585) 644-1571 | Called for Payment 6/15/2016 Do Not Extend Cr. . 6,289,655 0.00 000 927.50 000 927,50 0,00 4,434.85 Mary stated that the check would be maied today,
2591 Thomas Cadilac Jaguar | (313) 524-100C ey EINETTRT - = 977.60 0.00 977.60 0.00  4,864.07  First collections letter sent to Tom Brady
2 Woodgreen Managem... (734 268 4o It e L T || ;-..> oo 77415 0,00 365514  Spoke weh Jnice Smart. Received spprava o a §200 payr
2916 ¥ingswood Oxford Hig... | (734) 233-0631 {2,134.64 000 213464 000 10,693.43
2951 Canton Inn 162,80 0.00 162,60 000 758.95
3001 Sippin Brothers Ol Co..,  (517) 261-366¢ LD 562,19 000 56219 000 2,771.15
3069 Greenfield Girls Chub (586) 774-7407 | Outside Collections 8/7/2015 889.09 18144 0.00 18144 0.00 852,85
3160 Ucp OF Eastern Ct (313) 448081 1 293,91 000 29391 000 1,356.23
3167 Meyers Deli (734) 861-4565 202.86 0.00 202,86 0.00 960.77
3173 Standard Electric Supply  (517) 237-6944 202.86 0.00 202,86 0.00 960.77
3184 Olympia Sales -Tentan,.,  (734] 814-4451 206,31 000 2063 000 97816
31% Automated Material H...  (734)223-3601 21101 000 2101 000 940.53
3202 Spika (517) 626-42 113.84 0.00 113,64 000 51226
3213 Flymouth Healthcare C... | (734) 547-0027 1,568.78 000 1,563.78 000 7,725.06
3215 Vatures & Assaciates .., (313) S41-1675 29043 000 29043 000 1,340.68
3222 Eh Public Libraries (734) 289-642¢ 263.19 0.00 263.19 0.00 1,264.72
3294 ‘Wauregan Developme. 18650 0.00 186.50 000 878
312 The Hersher Trust Hol.. {517} 650-0327 571,16 000 S7LI6 000 2,755.07
316 Porter, Anastasia (734) 455-1024 219.68 000 21968 000 1,045.5
3357 Siracusa Moving B Sto,.,  {517) 225-9144 23483 000 23463 0.00 112184
379 Wichigan Yeterans Acti.., | (517) 521-6711 120.29 0.00 120,29 000 54477
3387 Mutmeq International .. (313) 249-8635 239.70 0.00 239.70 0.00 1,146.41
430 Joseph Gnazzo Co. (734) 8715424 140.90 0.00 140.50 000 648.59
3458 Baker, Len (734) 567-2104 142,38 0.00 142,58 000 656.06
3482 The Jones Library Inc.  {313) 256-409C 20331 000 2033 000 93.05
3464 Daveriport, Cara (734) 782-6731 125.47 0.00 125.47 000 570.88
491 Weaver, Jessie (734 563-001C 0.00 0.00 127.26 0.00  1,407.00
3495 Lawrence, Dylan (734) 568-295C 0.00 0.00 142.65 0.00 780.72
3528 Hillite Machine Inc (313 562-9212 308.79 000 30873 000 1,494.47
3531 Don Pion Pontiac (313) 568-2471 120,29 0.00 120,29 000 54477
3542 Ray, Breanna (734) 599-1504 127.84 0.00 127.84 000 582.80
3644 Mark Twain Memorial (313) 247-099% ,352.37 000 235237 000 11,376.76
3674 Standard Paper Comp... {734} 953-411¢ X 000 52655 0.00  2,988.43
3726 Spring Grove Cemetery  (313) 525-8502 0.00 263.67 0.00  1,255.44
772 Response Insurance (517) 639-756€ 000 787.47 000 3,369.24
3857 Petruzeln Insurance 000 37004 000 1,786.75
3899 Beacon Prescriptians (517) 229-8487 000 30337 000 1,393.23

Removing a Customer From Collections

Customers that appear in a sequenced queue will automatically be removed from collections when all

outstanding bills have been paid.

Customers that are in non-sequenced queues have to be removed manually after all outstanding bills

have been paid. To remove a customer from a non-sequenced queue, highlight the customer, and

right-click. Select the option “Remove Customer From Collections.”

#8 Bankrupcy

8| |EIEJIED) €2 )] I include Late Fees in Amount Due
2951

Amount Due: $1,084.55
Canton Inn
900 Farmington Avenue Credits: $0.00
Plymouth, MI 48170 Credit Re
’ quest 0
i =]

Last Late Fee: $140.83

ut in

0 Inn T
(734)536-1678  Manual Put in Queue

o
r, Chase
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Adding Collections Notes From the Customer Record

Ideally, collections activities should be done from the collection queues, but there may be occasions
when the customer calls your company with a question about collections at a time when the
collections module is not open. It is possible to enter a collections note directly from the customer
record providing that a collections note is already on the customer’s account. If a collections note is
not already on the account, the first note must be entered directly from the Collections module. To
enter a collections note, expand the Notes section on the customer record, highlight collections, and
right-click. Select Add Note:

§ 2075 American Masons And _** Do Not Extend Credit ** M=

Amnerican Masons And Balance Due: 3,279,280
Last Statement Date: 71642012

Last Late Fee: $427.39

* Do Not Extend Credit *  Over 120 Days Past Dus
Total Active RVR : $185.80

Total Active RAR : $2,229.60

Customer Type: Commercial

Customer Since: 5/24/1999
Salesperson: Matt Miller

Last Payment Rec'd: $1,044.87 (2/1/2015)

# of Disp Last 1 Days ]

Armerican Masons And
_ Customer Information PO BOX 972
=7 Payment Qptions Detroit, MI 48201

=] Bill To
(=27 PO BOX 972 Detrait, MI (313) 5227291

L Contacts
Eh[] Sites
B (20833) 3250 Main St. Detrait, MI
B[] (20834) 3250 Main Street Detroit, MI
L] activity Ledger

Level

g Credit Requests
([ Deferred Incame [Unposted)
[ Documents
+ 1 EFT Histary
Events History

\j Inner Office Message

=] Invoices

- Jobs

L] Journal Detail

Journal Summary
Hotes
| General
[ — HE | Right-click in the white space |

~ Job
-] Prospect
| Service

The customer notes box will open. Enter the note pertaining to this customer contact and ensure that
it receives the correct Access level at the lower left-hand corner of the screen. Access Level 1 enables
all users to read it, Access Level 2 can be read by only those users who have been assigned Access Level
2-Internal to their usergroup, and Access Level 3 can only be read by those users given Management
Level 3 access to their usergroups. If this note should appear as the current collections note, place a
checkmark in the box on the right-hand side.
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The customer notes box will open. Enter the note pertaining to this customer contact and ensure that
it receives the correct Access level at the lower left-hand corner of the screen. Access Level 1 enables
all users to read it, Access Level 2 can be read by only those users who have been assigned Access Level
2-Internal to their usergroup, and Access Level 3 can only be read by those users given Management

Level 3 access to their usergroups. If this note should appear as the current collections note, place a
checkmark in the box on the right-hand side. Click Save to save the note.

5 Customer Motes 2075

I
L1 General
Customer: 2075 American Masons And
Created; 10/26/2016 Administrator [
Edited:
| General Mote
John Merriman called to request a copy of his last invoice, We are sending this ko him today, ;I
[~
Access Level I II vI [T Mote for Current Collection Queue
Access Lewvel Description = Delete | i |
2 Internal
3 Managernenkt
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Mail Merge from the Collections Queue

All template letters must be created using Microsoft Word using only the fields available for the Mail
Merge function within the collections module. We recommend that users create their template letters
using the copy and paste functions of the fields which will be customized to the customer within the
specific collection queues in which the letter would be appropriate to send. A basic knowledge of
Microsoft Word is necessary for the creation of these letters. Microsoft has free online tutorials
available on its website should assistance be necessary in setting up Microsoft Word template letters.
We recommend having Microsoft Word open so that you can copy and paste information from
SedonaOffice directly into the letter.

Creating the Template Letter
Begin by inserting your company’s logo and date information into the Microsoft Word template letter.

Position the cursor where the addressee information will be entered.

ABC Security Service Inc.
EB? 231 N Main Street

— ]
Plymouth, MI 48170
{734) 414-0760
L
1
October13,-20164

1
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Mail Merge Field List
View available the Mail Merge fields by clicking on View-Mail Merge —Show Columns.

o) SedonaOffice

File Edit |[View ] SedonaOffice Customer Query Tools Window Help
Bl Refresh 5| =1 & | @]
Sedonatifie ]

Tree =
%S dbeo| - Auto Sequence 10
iy é-ncli:n Show Icons on Menu Tree ; 4 .

' Nl Auto Hide Tree 'Ei J'WJLJ‘ ™ Indude Late Fe
N E 4] d - |'l
s H_-u a Mail Merge k ‘I Show Columns
= g [ Use Template Server
- P Toolbars b P
L T

_-'-rjE'FI' Customer
&3 Manage Chain Accounts

Within the collections queue, press the Mail Merge button.

[ Inchude Late Fees in Amount Dus

3213 Arnount Due: $10,8864.62

Plyrnouth Healthcare C.L.

4 Wathersfisld Ave, Lredis: i

Plymouth, ML 48170 e st 0

(734) 547-0027 Rl ]

Last Late Fee: $1,352.69
ustomer # Mame | FPhone | Lask Activit: | Follow Up | Status I Amount Dug Credits | Currsntl 1-30da sl 31-60da,.. | 61-90da... | 91-1204d... | over 120
2044 Advanced Property M., | (586) 644-15 Called For Payment 6{15/2016 Do Mok Extend Cr... 6,289.85 0.o0 0.00 927.50 0.00 927.50 0.00 4,434.85
2591 Thomas Cadilac Jaguar | {313) 524-1000 to Put in Queus 1042016 Do Mot Extend Cr... 6,819.27 0.00 0.00 977.60 0,00 977.60 0.00 4,864.07
2832 Woodgreen Managem... | (734) 268-4466 11jzjz016 Do Mok Extend Cr... 5,203.40 0.00 0.00 s %] 0.00 77413 0.00 3,655.14
2916 Kingswood Oxford Hig...  (734) 233-9631 Do Mat Extend Cr... 14,962.76 0.00 0,00 2,134.64 000 2,134.64 0.00  10,693.48
2951 Canton Inn D Nt Fxtend Cr 1.M74.55 0.00 0.00 162.80 0.00 162,80 0.00 756,95
3001 Sippin Brothers Qil Co...  (517) 261-3663 Mail Merge Available Fields 0.00 0.00 562.19 0.00 562,19 0.00 2,771.15
3069 Greenfield Girls Club (586 774-7407 0.00 0.00 181.44 0.00 151,44 0.00 852,65
3160 Ucp OF Eastern Ct (313) 448-0811 C ormer Nuwbe 0.00 0.00 293,91 0.00 293,91 000 1,358.23
367 Meyers Del (734) 861-4565 <<Bill Names> 0.00 0.00 202.86 0.00 202.86 0.00 960.77
3173 Standard Electric Supply  (517) 237-8944 <<Bill Postal Name:x:> 0.o0 0.00 202,86 0.00 202,86 0.00 960,77
3154 Olympia Sales -Tentan... | (734)514-4451  Auto Put in Queus <<Bill Addressiss 0,00 0.00 206,31 0.00 206,31 0,00 976,15
3% Automated Material H,., (7342233601 Auta Put in Queus e 0.00 .00 211,01 ao0 211,01 0,00 40,58
3202 Spilka (517)828-4213 | Auta Putin Queue G aegaE 0.00 0.00 113.84 0.00 113.84 0.00 512,26
3213 Plymouth Healthcare C... | {734) 547-0027  Auto Put in Queus S 0.00 000 1,569.78 000 1,569.78 000 7,725.06
3215 Warunes & Associates ... | (313)541-1675  Auto Put in Queue SEBILLEAEy 0.00 0.00 290.43 0.00 290,43 0.00  1,340.69
3222 Eh Public Libraries (7340 269-6429  Auto Put in Queus <<Srate/Prove> 0.00 0.00 263,19 0.00 263,19 0.00 1,264.72
3294 ‘Wauregan Developme. . Auta Put In Queue <<Bill Zip4»>»> 0.00 0.00 186.50 0.00 186,50 0.00 &76.34
3312 The Hersher Trust Hol.., | {517)650-0327  Auto Put in Queus <¢Bill Postals> 0.00 0.00 S71.16 0.00 571,16 000  2,755.07
3316 Parter, Anastasis (7341 455-1024  Auto Put in Quene +<Bill Phonels> 0.00 0.00 219.68 0.00 219.68 0,00 1,045.51
3357 Siracusa Moving & 5to,,, (517} 225-9144  Auta Put in Queue S e i 0.00 0,00 234,83 000 234,83 001 1,171.84
3379 Michigan Yeterans Acti,.. (5171521-6711  Auto Putin Queus <<Cust.;mer BraHORES 0.00 0,00 120,29 0,00 120,29 0,00 544,77
3387 Mutmeq International ... {3131249-8635  Auto Put in Queus = 0.00 0.00 239.70 0.00 239.70 0.00 1,146.41
3430 Joseph Ghazzo Co. (734)871-5424  Auta Put in Queus <<Total Duex>> 0.00 0.00 140,90 0.00 140,90 0,00 648.59
3458 Baker, Lea (734)567-2104  Auto Put in Queue <<tollection Status>> 0.00 0.00 142,38 0.00 142,38 0.00 656.06
3482 The Jones Library Inc. {313) 256-4090  Auto Put in Queue <<Contact Nawmes:> 0,00 0,00 205,31 0,00 203,31 0,00 963,05
3484 Davenport, Cara (734) 762-6731  Auto Put in Queus <<Queue Due>> 0.00 0,00 125,47 0,00 12547 0.00 570,85
3491 Weaver, Jessie (734)569-0010  Auto Put in Queus <<Tahlelss LI 0.00 0.o0 0.00 0.00 127.26 0.00 1,407.00
3495 Lawrence, Dylan {734 568-2950  Auto Put in Queue 0.00 0.00 0.00 0.00 142.65 0.00 780.72
3528 Millrite Machine Inc (313)562-9212  Auto Putin Queus 0.o0 0.00 308,79 0.00 308,79 0.00 1,494.47
3531 Don Pion Pontiac (313)568-2471  Auto Put in Queus 0.00 0.00 120,29 0.00 120:29 0.00 544,77
354z Ray, Breanna (734)599-1504 | Auta Put in Queue 0.00 0.00 127.84 0.00 127.84 0.00 552,80

The list of available fields will be displayed. Highlight the Bill Name field and press the Copy button.
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& Mail Merge Available Fields | x|

<<Customer MNurber:>:>
<<Bill Name>>
<<Bill Postal Name>:>
<<Bill Addressl:>»
<<Bill Addressi:»
<<Bill Address3i:»
<<Bill Citys»>
<<3tate/Provs>
<<Bill Zipd:»>

<<Bill Postal>> e
<<Bill Phonel>>

<<Bill Phonei:>>»

<<Customer Branch:»

<<Total Due>>

<<Collection 3tatus:»

<<Contact Name>>

<<fueue Dues»

<<Tahlels> |

Open the Microsoft Word template letter, right-click and select Paste. The Bill To field will be

populated in the letter. Press the Enter key to advance to the next line. Return to the SedonaOffice
Mail Merge list. Highlight Bill Address1. Go into the Microsoft Word template letter, right-click, and
paste. Continue doing this for all addressee information.

r‘ ABC Security Service Inc.
PABCY 231 nMain Steet
= Plymouth, MI 48170
(734) 414-0760
q
October-18,-20169

1

<<Bill Name>=1]

<=Bill_Address1=>1
«mﬁchw«ﬁmﬁWwﬁxﬁwimmmﬂﬂ
T

I
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Go back to the SedonaOffice Mail Merge fields and continue to copy and paste custom fields into the
letter as needed for the body of your letter.

r‘ ABC Security Service Inc.

PABCY 231 nwain street

=¥ plymouth, M| 48170
v (734) 414-0760

October-18,-20164

1

<<Bill Name>>9

<<Bill_Address1=>9

<<Rill Cig>>,-ﬁﬁ5tatefm>gﬁﬁﬂill Postal==1]

b

Re:-Customer-Number:;-<<Customer Number>>q

-+ Overdue-Invoicesy

1

bl

Dear-Customer: 1)

1
Our-Collections-Department-has-been-trying-to-contact-you-regarding-your-past-due-balance-of-
<=Total Due>>forservices-rendered.q]

bl
Your-good-customer-standing-is-in-jeopardy.-If-there-is-a-problem-or-circumstance-of-which-we-are.
unaware, please-contact-us-so-that-we-can-remedy-the-situation.f

bl
Ifthis-is-an-oversight,we-would-appreciate-your-prompt-attention-to-this-matter-and-your-remittance-for-
the-past-due-balance.q

1

Sincerely, %

1

1

Mary-H.-Smithq

Collections-Department)(]

1

Save the template letter with the file type of Word Template in a network drive that multiple users
who use these letters can access.
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Begin the Mail Merge

Change the View

Since the Mail Merge template letter has been created, the view needs to be changed to remove Show
Columns. To remove “Show Columns”, navigate to View-Mailmerge and click on “Show Columns.”
This will remove the checkmark in front of the option turning it off.

Refresh S ;I
v Show Icons on Menu Tree
Auto Hide Tree

v Use Web Maps Only

Mail Merge v Show Columns
[1ze Template Server
T

Toolbars

Customer Selection
Users may elect to send the collection template letter to all customers in a queue or just select

customers.

To send the letter to all customers in a queue, select the “Select All” button. All customers in the
gueue will have a dark blue shaded background indicating that they have been selected.

% Over 30 Days Past Due - Auto Sequence # 40

e R FEE Bl I‘ Include Late Fees in Amourt Due

3213 Amount Due: 10,864,862
Plymouth Healthcare €U, )
4 wethersfield Ave Credis! $0.00

Plyrnouth, MI 48170 e X )
(734) 547-0027 P;:dlwng‘aﬂues E

Last Late Fee: §1,362.69

h I Credits Current | 1-30 d: 31-60 da... | 61-90 d 91-1204..
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To send the letter to only select customers in the queue, use the CTRL key on the keyboard to highlight
only customers that you want to receive the letter. The customers selected will have a blue
background:

er 30 Days Past Due - Auto Sequence # 40

WS B <o || I include Late Fees in Amaunt Dus

3491 Armount Due: $1,534.26
Weaver, Jessie

130 Mort Vining Rel Credits: $0.00
Plymouth, M1 48170 T Y. 8

(734) 566-0010 i =

Last Late Fes: §233.14

Customer # _| Name [ Phone [ Last Activit [ Folow Up__ [ Status [ AmountDue Credts [ Current | 130 days | 31-60 da... | 61-90 da... [ 91-120d... | _over 120 [ Last Mot |
2044 Advanced Froperty M., (586) 644-1571  Sent Letter 6/15/2016 Do Mot Extend Cr. 6,289.85 0.00 000 92750 000 | ezis0 0.00  4,434,85 Mary stated that the check woud be mailed today.

2591 Thomas Cadilac Jeguar (313} 524-1000  Auto Put in Queus 10/42016 | DeNot Extend Cr 6,019.27 0.00 000 97760 000 976D 000 4864.07  Fist collections letter sent o Tom Erady.

832 Wioodgreen Managem...  (734) 2684466 EFT Paymerk Efered  11/2/2016 Do Mot Extend Cr. 5,203.40 0.00 000 77413 00 743 000 3,655.14 Spoke with Janice Smart. Received appraval for & $200 pay
916 Kingswood Oxford Hig...  (734)233-9631  Sent Letter Do Mot Extend Cr. 14,962.76 0.00 000 213464 000 213464 000 10,693.48

3001 Sippin Brothers Oi Co...  (517)261-3668  Auto Put in Queus Do Mot Extend Cr. 3,895.53 0.00 000  S62.19 000 6219 000 275

089 Gresnifield Grls Club (586) 774-7407  Auto Put in Queue Do Mot Extend Cr. 1,215.73 0.00 000 18144 000 18144 000 85235

3160 Uicp OF Eastern Ct (313) 4480811 Auto Put in Queue Do Mot Extend Cr. 1,946.08 0.00 000 29391 0o omol 000 1,358.23

3167 Meyers Del (734) 8614565 Auto Put in Queue Do Mot Extend Cr. 1,366.49 0.00 000 028 000 20286 000 96077

3173 Standard Electric Supply  (517) 237-8944  Sent Letter Do Mot Extend Cr. 1,366.49 0.00 000 028 000 0286 000 96077

3184 Olympia Sales -Tentan... (734) 8L4-4451  Auto Put in Queus Do Mot Extend Cr. 1,390.78 0.00 000 20631 000 20631 000 9786

3196 futomated Material H...  (734) 223-3601  Auto Put in Queue Do Mot Extend Cr. 1,362.60 0.00 000 21101 oo zial 000 94058

3202 Spika (517) 8284213 Auto Put in Queue Do Mot Extend Cr. 739,94 0.00 000 11384 000 1138 000 51226

3213 Plymouth Healthcare C... (734)547-0027  Auto Put in Queus Do Mot Extend Cr. 10,864.62 0.00 000 156978 000 156978 0.00  7,725.06

3215 Varunes & Associates ... | (313)541-1675  Auto Put in Queue Do Mot Extend Cr... 1,921.55 0.00 0.00 29043 000 29043 0.00 139069

3222 Eh Public Libraries (734) 2836423 Auto Put in Queue Do Mot Extend Cr... 1,791.10 0.00 000 26319 263.13 0.00 176472

3294 Wauregan Developme. . Auto Put in Queve Do Mok Extend Ct.. 1,253 0.00 000 18650 186.50 000 878.34

Do Mok Extend Cr.. 3,897.33 0.00 571.16 2,755.07

[ gosssa f ]
1

112 The Hersher Trust Hol...  (517) &1 Auto Put in Queue
EET , Anastasia Aul

[

[ ]

| [ oon] 7

| = [ ool pueea[ |
1 [ ooo]

|

|

||

| L ool pdeonl |

Press the Mail Merge button at the top of the screen.

er 30 Days Past Due - Auto Sequence # 40

| E[EE] B 0] e Late Fess n amourt bus

3491 Amount Dus: $1,534.26
Weaver, Jessie
130 Mort Viring Rd Gt e
Flymauth, M 43170 . — a
(734) 569-0010 S (=]
Last Late Fee: $238.14
Customer # | Name [ Last Activic [ Follow Up [ Skatus [ AmountDue Crodts | Curent| 130 days [ 31-60da,.. [ 6190 da. [ 91120, | over 120 [ Last Note
2044 Advanced Property ... Sent Letter &/15/2016 Do Mot Extend Cr. 6,289,85 0.00 000 92750 000 oziso 0,00 4,439.85 Mary stated that the check would be mailed today.
2501 Thomas Cadilac Jaguar Auto Putin Queus 10/4{2016 | DaMot Extend Cr £,819.27 0.00 000 97760 0o gren 000 4869.07 Fist collections lkter sent ko Tom Erachy.
2832 Wioodgreen Managem EFT Payment Ertored  11/2{2016  DaMot Extend Cr 5,203.40 0.00 000 77413 000 713 0.00  3,655.14 Spoke with Janice Smart. Received approval for  $200 pay
2918 Kingswiood Oxford Hig. Sent Letter Do Mot Extend Cr. 14,962.76 0.00 0.00 21364 000 21364 0.00  10,693.48
3001 SippinBrothers Oil Co...  (517) 261-3660% i Do Mot Extend Cr. 3,895,538 0.00 000 S2.19 000 se2is 0.00 277115
3069 Gresniield Girls Club (586) 774-7407 i Do Mot Extend Cr. 1,215.73 0.00 000 18L44 000 1814 0.00 85235
3160 Uicp OF Eastern Ct (313) 4450811 i Do Mot Extend Cr.. 1,346.05 0.00 000 2331 000 29391 000 1,35.23
3167 Meyers Del (734) 861-4565 i Do Mot Extend Cr.. 1,366.49 0.00 000 028 000 20286 000 6077
2173 Standard Electric Supply  (517) 237-8944 Do Mot Extend Ct... 1,366.49 0.00 000 20286 000 20286 000 96077
3184 Olympia Sales -Tentan.. (734) 814-4451 Do Mot Extend Cr.. 1,390.78 0.00 0.00 206.31 0.00 206.31 0.00 978.16
3195 Autornated Material H...  (734) 223-3601 o Do Mot Extend Ct.. 1,362.60 0.00 000 21101 oo 201 000 94058
3202 Spilka (517) 8268-4213 Do Mot Extend Cr.. 739.94 0.00 0.00 113.84 0.00 113.84 0.00 512.26
=213 Plymouth Heakthcare C... (734) 547-0027 A Do Mot Extend Cr. 10,864,62 0.00 000 156978 000 156978 000 7,725.06
=15 Varunes & Assaciates ... (313) S41-1675 Do Mot Extend Cr. 1,921.55 0.00 000 Z043 000 z043 000 1,340.69
3222 Eh Public Libraries (734) 289-6423 Do Mot Extend Cr. ; 0.00 000 2639 000 26309 000 1,264.72
3294 Wauregan Developme. . Do Mot Extend Cr. : 0.00 000 18650 18650 000 87834
312 The Hersher Trust Hol Do Mot Extend Cr 3 0.00 000 S7Li6 2,755.07
i d Cr
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The program will open the Documents Library for the user to select the location of the Word template
letter. Navigate to the location of the letter, highlight the name, and press the Open button.

| 5 Open
“‘;k_f\ | + Libraries = Documents ~ Custam Office Templates - |_ﬂ'3] | Search Custom Office Templates L_l‘.'-l
IL — |
Organize *  Mew Folder SEE ijl 9
B .
iT Favorites Documents library

Arrange by:  Folder
B Desktop Custom Office Templates

& Downloads
i EFl Mame « Date modified Type Size |
| Recent Places

I M= Sample Collections Letter 10J20/2016 12:20 PM Microsoft \Ward Doc, 30KE I

.l Libraries
“&| Documents
; Music
=/ Pictures

E Videos

‘ Computer
?:H. Local Disk {C:)
1 VD Drive (B2 15.0

eﬁt Metwork
B ANNET-LAPTOP
M AREAST
M CoMPILER |

File narme: iSampIe Collections Letter - Copry j IWord Docurnent Ll

|

4
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Word will begin creating the letters. The following words will appear on the screen while this is being
accomplished. At the end of the letter creation, these words will no longer display, and the letters will
be ready to review.

Generating Letter(s)...

Click on the Microsoft Word icon at the bottom of the screen.

2o e o

The mail merged letters will be displayed.

[ ’start
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r‘ ABC Security Service Inc.
PABC 231 N Main Street

el

W= plymouth, Ml 48170

v (734)414-0760

Cctober 18, 2016

Meyers Deli

B30 Hartford Turnpike

Flyrmouth, M1 43170

Re: CustomerMumber: 3167
Overdus Invoices

Dear Customer:

Cur Collections Department has beentrying to contact youregarding your past due balance of
81,366.49 forservices rendered.

Your good customer standing is in jecpardy. Ifthereis a problem or circumstance of whichwe are
unaware, please contact us so that we can remedy the situation,

If this is an oversight, we would appreciate your prompt attentiontothis matter and yourremittancefor
the past duebalance,

Sincerely,

Mary H Smith
Collections Department|

Letters can be saved to the directory of your choice should you want to keep a copy on file. The letters
can now be printed in Microsoft Word.
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Collections Management

Customer Collections Record

The customer collections record shows all activity involving collections over the lifetime of the
customer. Each record is date and time stamped, shows the activity performed, who performed the

activity.

8 10001 Small, Henry  ** Do Not Extend Credit **

Small, Henry
Customer Information
Payment Options
E-L1 Bill To
157 33 Karen Cr Chagrin Falls, OH
3 Contacts
=L Sites
(25200) 33 Karen Cr Chagrin Falls, OH
- Systems
3 contacts
=] Credit Memos
[3 Documents
& Inspections
& Invoices
& % Jobs
-] Notes
2% Recurring
2 Recurring History
& Service
& Group Tickets
LT Activity Ledger
_| Aging
Collections
Contacts
Credit Memos
Credit Auto
["J Credit Requests
@[ Deferred Income (Unposted)
[& Documents
" EFT History
Events History
] Inner Office Message
[&] Invoices
2 Jobs
L] Journal Detail
L] Journal Summary
- | Notes

(3 Payments
& Prospects
Recurring

135 Recurring History
Refunds

7] sedona Event Log

 service

= Systems

m

ISmall, Henry
33 Karen Cr
(Chagrin Falls, OH 44022

Current Collection
Status

. e Due:

Last Statement Date:
Last Late Fee:

* Service Hold *
Total Active RMR :

Over 60 Days Pa..
$25.00

12/18/2015 | Last Late Fee
$36.16 ;

¢ | Current Collections Queue

Total Active RAR : $300.00
Customer Type: Residential
Customer Since: 7/18/2007
Date That | | . & Namie & Collection Salesperson: Oliver Blais
Cg‘“'m" DateiTiimeof Status At Type of Collections Activity and | ' |Last Payment Rec'd: $26.72 (3/8/2016) | User performing Oilar
V‘\”Z‘f Activity Er?e ‘uf Description # of Disp Last 1 Days 0 collections it
o ctivty ** EFT Pending ** activity
Amount: $26.94
1 l Entered Date: 9/22/2016 1 1
6/1/2012  Over 60 Days Past ...
Date Collection Status Activity Description User Amount.
Service Hold Update Collection Status Administrator $812.53
Do Not Extend Credit Sent Letter 72 Hr Cancel Letter Administrator $812.53
10{19/2016 11:15:31 AM Do Not Extend Credit Posted Unapplied Cash Apply CASH JamieF $2.16
922{2016 11! Do Not Extend Credit Auto Put in Queue Moved from Collection_Queue Over 20 Days Adnministrator $803.91
1/22/2015 Over 20 Days
ate Collection Status Activity Description User Amount
9/22/2016 1 Service Hol Auto Put in Queue Moved to Collection Queue Over 60 Days Past Due Administrator $803.91
8/9/2016 8:5¢ Do Not Extend Credit Auto Put in Queue ‘Added to Collection Queue Over 20 Days Administrator $803.91
10/2/2015  Over 120 Days Pas...
Collection Status Activity Description User
382016 11 Legal Queue ollections Administrator
Legal Posted Payment Posted Check # Administrator
Legal Posted Payment Posted Check # Administrator
Legal Posted Payment EFT Payment Posted Administrator
Legal Posted Payment EFT Payment Posted Administrator
Legal Posted Payment EFT Payment Posted Administrator
Legal Posted Payment EFT Payment Posted Administrator
Legal Posted Credit Memo Credited off inv#300008; balance less then 5.00 Devan
Legal Posted Credt Memo Credted off inv#296915; balance less then 5.00 Administrator
Legal Posted Payment Posted Check # 115669 Administrator
Legal Posted Payment Posted Check # 104109 Administrator
Legal Posted Credt Memo Credted off inv#291098; balance less then 3.00 Administrator
Legal Auto Put in Queue Moved from Collection_Queue Over 90 Days Past Due Mellissa
6/1/2012  Over 90 Days Past ...
Date Collection Status Activity Description User Amount.
10/2/20152:57:16PM  DoNot Extend Credt  Auto Put in Queue o Melissa 4576.37
152:40:24PM  Legal M $95.58
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