Process: Account Lookup

Description: The Contact has the ability to lookup Cases that are currently with OSS
through the OSS Web Portal

Process Detail: This document details the process for Account/Case Lookup in the OSS Web Portal

Steps

1. The Contact will need to navigate to the OSS Web Portal Login Site. The Contact will need to
enter in the Account Logon information that they previously designated during the initial Sign
Up for the OSS Web Portal.

2. The Contact should enter their User Name and Password into the Account Logon information

Account Logon (password help)

User Namea: | |

Password: | |

3. Once entered, the Contact should click on the Submit button at the bottom of the page
4. The page will update to display the Home Page associated with the contact.

Recovery Direct

Home | Portfolios | Support Center | File Area | Profile | Logoff

Pending Activity Items

Type Court Amount Last Date

Account Activity
Payments | Last 7 Days -

1 500.00
Payments that have been pested over the last 7 days, -
Payments | Last 30 Davs B -

$2,500.00

Payments that have been pestad over the last 30 days, N .
on ~ SRR .

Crpen Account Histbory Items currently assigned that require atkention,
Dpen Arcount History Thems

Open Account History Thems.

Open Account [ssues Assigned

Orpen Account Issues and disputes currently assigned.
Cipen Accourt Tsmes

Orpen Account Issuss and disputes,

Madia Activity

o Aedi eady n

Orpen Media Requests that are ready for fulfillment,
Inventory Account Append Activity

Emplover Appends
Employer Appends that currently require attention.

2 - 9/I5/2014

5. The Contact should click on the Portfolio Tab at the top of the page.



6. The Contact will be taken to the Portfolio page. The Contact should click on the Account Lookup

Hyperlink. The Account Lookup allows the Contact to search for the Case number that they are
attempting to view

Home | Portfolios | Admin | Support | Logoff

Home | JES

Home

Utilize this section to administer Managed Source items and Portfolios that are currently being outsourced/managed by CollectNext Recovery
Solutiens.

Portfolio Options

Portfolio Options

. Managed Sources
':V.\) List of all Managed Sources that are available for your current company.

. Managed Source Portfolios
E:) List of all Portfolios that are available for your current company.

IZ,,'\‘ Source Transfers
“ List of all Source Transfers that are available for the Managed Source Portfolios in your current company.

Inventory Options

. Account Lookup
E:) Search for an account that is available in a Managed Source Portfolio for the current company.

7. The Contact then may utilize the following search options in order to locate the Case that the

Contact is looking for using the Field 1 drop down selection. The table below describes the Fields
available for selection for searching based upon

Fecovery Direct

Home | Portfolios | Support Cenber | File Area | Profile | Logoff

Irrwenbory Search Ophions

Fall 1@ | Deka 1D - Fadd 2 Sedid o Saanch Fadd| E
Produch | Select a Frocuct = Doba S | - Plece Sihin - ]
Invenlory Seaich Residls

iz inventory accousts are available.

Field 1 Drop Down Selections

Field
Data Id

Description

Internal ID of the case Number, unique to the

0SS Recovery Direct System
Primary Account Number The Case Number

Secondary Number

The Number Code of the Case




8. The Contact may also click on the Customer Hyperlink to search for cases based upon Obligor
level details. Clicking on the hyperlink will update the page to display with additional search
options. The Contact may search for a Case based upon the following Obligor details by selecting
the drop down option for searching.

Irrwentory Search Opthons.

Defeul | Cusbomer b

Search: | 550 e Equals i Addbenal: | Seledt a Fisd = Equals o E

Inventory Search Fesults

Mz mocounks are availzble.

Field Description

SSN The SSN of the Obligor

Last Name The Last Name of the Obligor
Tax ID The Tax ID of the Obligor

Home Phone The Home Phone of the Obligor
Work Phone The Work Phone of the Obligor

9. Once the Contact has selected the field that they would like to search on, and entered in the
corresponding data, they will click on the Go Button to perform the Inventory Search

10. The page will update and display with the results that match the search information that was
entered. The table below describes the results from the search. The Default and Customer
search both have separate results from their use. The below table lists the Default Search
Results. These results may be exported by clicking on the Green Excel icon in the upper right
hand corner of the page. This will download the results as an Excel File that will be saved locally

Inventary Search Results %]
Accounk Rumber Fortfiola Froduct = 5 Source Stotus Toksl Balancs
1 botal mocounts{s) sabchied your sasrch.
EESFIODINIES 30 BEE Summit 138 - 301000 [+) 100-000 Write-OF £4, 50000
Field Description
ID The internal ID of the Case
Account Number The Case Number
Portfolio The internal Portfolio ID associated with the
account
Product The Account Product Name
Placement The Collection Vendor Number within the OSS
System
Sale The Sale number Associated with the Account
(Not Applicable with JFS Accounts)
Data Status The Inventory Account Status associated with
the account. This is a 6 digit code. The first 3
numbers represent the current status. 100 and




300 level are active accounts, 900 are closed
accounts.

Place Status The Placement (Collection Vendor Status) if
populated designates that collection activity is
currently occurring.

Source Status Will display with Written Off for all Cases

Total Balance The Total Current Arrears balance of the Case

11. The below table describes the Customer Search results

Inventory Search Results

D | lastName | FrstName | SSN | site | Pcement | sdle | Datastatus | Total Balance

200 total accounts(s) matched your search. Records 1 to 100, Use the Mext and Previous links below to view additional accounts.

GE4P00000000T Dos John - OH 139 - 302-000 $4,500.00
664P000000002 Doz Johin - OH 139 - 301-000 $5,000.00

Field Description

Id The internal ID of the Case

Last Name The Obligors Last Name

First Name The Obligors First Name

SSN The Obligors SSN

State The State of the Obligor

Placement The Collection Vendor Number within the OSS
System

Sale The Sale number Associated with the Account
(Not Applicable with JFS Accounts)

Data Status The Inventory Account Status associated with
the account. This is a 6 digit code. The first 3
numbers represent the current status. 100 and
300 level are active accounts, 900 are closed
accounts.

Total Balance The Total Current Arrears balance of the Case

12. Once the Contact has located the Case that they would like to view the details for, they will click
on the ID Hyperlink.

Inventory Search Results

C "D | lsttame | Frvome | 50| S | Pocmen | Sk | Daasans | o solce

200 total accounts(s) matched your search. Records 1 to 100. Use the Mext and Previous links below to view additional accounts.
664P000000001 Dos John - OH 139 - 302-000 $4,500.00
664P000000002 Dos John - OH 139 - 301-000 $5,000.00

13. The page will update to display the Case Details for the ID that was selected. The Contact will
first arrive at the Summary Page. This page will display with high level information regarding the
Case, including the Arrears Balance, the Case and Number Code.



GESPODMDIORAS | 3094 | Jobn Doe | $4,500.00
Summnary | &ccoent Detall | Balances | Jedgment | Custemer | Pasmenks | Flacsment Detal | FMedis Cocuments | Sppends | History Z.'J

Acoount | Farfolic | Frodus

Account Information
Drala 10

Primary Account Muniber:
S=condary Account Mumiber;
Semirne Accomind Nuinbser:
pebtar'y

Drebtor S5M | Tax 1ID;
Geography (Tnventory | Contract ):
Portfalio Summary
Pl (T | Codke):
Name:

Types

Mtz

Account Details

Oy Diakie:

LF FTC {Date | Amaunk]:
Last Paymemt {Date | Amoant);
Last Payment {Tnyentory):
Delimquency:

Wribe-OF (Dabe | Aemownt);
Judgment Summary
=]

Cakis

Dake:

At

14. The Contact will utilize the tabs at the top of the page to view additional information regarding
the Case. The following describe the pertinent tabs to be utilized when attempting to view
information regarding the case

15. The contact should click on the Customer Tab to see additional Obligor Details, such as address

SESPONODN0245
30

=09

Dize, Johin

oH OH

445

Surm i Counby

Hanaged

2014

000

specific information

Support Cenber: Weloods

Inventory Information

Tullal Balamce:
Principal:

Satute Dates
Baireai Diales
Flacements:
Categorizatson;
Status Summary
Data Stakus:

D ll i

Sale (1D | Dl
Product Summary
Product | Codes
Proxuct Description:
Referenoe Code:
Entity | Codle:
Source Detalls
Data Imdicstor:
Data Tadicator 01:
Score:

Source Status:

£4,500,00
44, 500,00

Ciota Mot Frovided
Frior - Imwentony: 1
Diefauk
J01-000

Placement (3 Active

k] I24-733-3423
Fest Collectmns
L0000 B 18 H14

Hew sloczbon {1.00; Ready

%] Summit
Sumemdt County

s ]

2 055
Wrike- 0



GEAPOODORO00L | 1000 | John Do | 5500000

Symrnary | Account Detgil | Balances | Judgment | Customer | Trarsactions | Mecements | Saes | Documents | Appends | History y
Dokl | Acklitional Tnformation
View | Edil
Primary Custemer Information Secondary Customer Information
Primary S5N: - Secondary S5N:
Primary Tax ID: - Sevondary Tax ID:
Primary First: Jotin Secondary First:
Primary Middle: - Secondary Middle:
Primary Last: Doe Secondary Last:
Primary Name: Do, Jolm Seoondary Name:
Primary Suffix: - Secondary Suffix:
Primary Company: - Secondary Company:

16. The Contact should click on the Transactions tab to view all transactions that have occurred on
the account within the OSS system

GESPO0DDM022Y | 3078 | John Doe | 54,500.00 £
T ————T—— E—T————— A

Transaction History (o Lrenceclion)

D Placement Crested] Pay' Date Ammnount Type Soure

1 totel Rems.

12704 - 9/33/2014 91748 AM 9/33/2014 £500.00 1000 Inventory

Historical Transactions

D Placement Crested] Pay' Date Ammnount Type Soure

There are io historical rarsactions for this account.

17. The Contact should click on the Placement tab to view all placement details of the account with
collection vendors

GESPO0OO0022E | 3078 | John Doe | 54,500.00 £
T T —T—P———— —— TESYT———rE—T—— )

Placement History

jie} Placement Pool Status Placed Reralen]
11346932 139 11569 100-000 GY18/3014 -
Fist Collections Mewe Allocation (1.0); Raady

18. The Contact should click on the Document tab to view and download any documents that have
been appended to the account

GESPOOEZE | 3077 | John Doe | 55,000.0:0 o
Summary | fwcoaundt Deteil | Balanees | Judgment | Custoer | Taisaetons | Placemends | Sles | Documents | Aupens | History 2

Available Media Documents

m Typa Dacument Date Crasted Creales] By flakia
NES07 Proal OF Debi - 92372004 Stewven Hioros Yes




19. The user should click on the Appends tab to view any of the following append types
- Activity
- Contact
- Asset
- Employer
- Bankruptcy
- Deceased
- Receivership

EESPODDOODZIE | 3077 | John Doe | S5,000.00

Surmmary | Account Detgil | Balances | Judgement | Custreper | Tramsactions | Macements | Sabes | Docurments | Apgserds | Histoey ?‘J

M Ci ;.'. fcc |-\.|-'- AL Ba t Ay 'n...i. x| | Reraies |-i

Activity Appends [oeew
D Type ID Type Item Date Aot Created

No appends sre availalle,

20. The Contact should click on the History tab in order to see historical information and changes on
the account. Once the History tab is selected, the page will update to display additional options
within history. The following lists the additional details that may be selected

664P000000003 | 1002 | John Doe | $4,500.00

Summary | Account Detail | Balances | Judgment | Customer | Transactions | Placements | Sales | Documents | Appends | History LA
Summary | Status Log | Change Log | Issues | Placement Messaging | Promise | Media Requests | Recourse | Enhancements | Inferest | Managed Activity

Item Filter: | All Users ¥ | | Select 2 History Ttem Type ¥ | | Select a Category v | | Select a Status ¥ | E
History Items (new item)

[ D | Twe | Glegoy | summay | Responsble | Ceated | D

There is no histary for this contact.

- Summary — This will display with all history items on the account, both open and closed

- Change Log — A listing of account level changes that have occurred, showing both the
previous and new value, along with the user that made the change, when the change
was made, and how the change was made

- Issues — A listing of all issues on the case

- Placement Messaging — Any messages created by the collection vendor regarding the
account

- Promise — A listing of all promise to pays on the case

- Maedia Requests — A listing of all media requests created for the case, both open and
fulfilled



