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Chapter 1 — Introduction

Login

Access to the Campus Partners Collections System is available through a Virtual Private Network
(VPN). Extranet Access Client Software, Version. 2.62 plus necessary system support files are loaded

to the user’s PC. This software opens a tunnel to the IP address where the VPN is running on a server.
The Extranet software is opened using a shortcut created on your desktop.

£

Figure 1-1. Shortcut to Extranet Access Client Screen

M yE stranetConnection

216136213

Figure 1-2. Extranet Access Client Screen

Note:
*The ‘User Name’ and ‘Password’ for the Extranet Access screen are case sensitive.

*The password for this screen can only be reset by your Customer Service Representative.
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A security banner appears to notify the user of the security of the site being connected to. Clicking okay

will provide the user with the Connection Established screen.

Security Banner

]|

“Wielzome bo Campuz Partners Caollections System

Thiz computer system i restricted to Campus Partners
autharized wuzers for Campus Partners business purposes
only. The unauthorized accesz, uge or modification of
zpztem, data contained in this zustem or data

in tranzit to or from thiz zestem is subject to

criminal pehalties and civil liability. Thiz

zezzi0n iz subject bo random manitaring.,

=l

Cancel i

Figure 1-3. Security Banner

Extranet Access Client x

&
L‘! Extranet Cannection Establizhed.

Tao Dizconnect ar maonitar the connection,
click on the Extranet Access Client icon
an the right zide of the T azkbar.

[ Do nat show thiz message in the future

e —— =

Ok,

e e e e e et -

Figure 1-4. Extranet Access Connection Established Screen
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Once the connection is made, open Collections System by clicking on a second shortcut created on your
desktop.

Collectionsy...

Figure 1-5. Collections System Shortcut

Double clicking on the Collections System Shortcut opens the system and provides the user with a login
screen.

im. Collections Login I

-
u

zer M ame: I

Pazsward: I

0k, Cancel |

Figure 1-6. Collections System Login Screen

Note: The password on the Collections System Login Screen can be reset by the administrator on your
campus.

Overview

The Campus Partners Collections System contains several functional capabilities and offers several
important tools for collectors and administrators to aid in collecting on past due loans.

Tools offered for collectors allow them to:

= Manually or automatically schedule collection activities or follow-up dates;

= Produce daily work lists to track scheduled follow-ups;

»  Generate written contacts to debtors;

= Interface daily with loan servicing system for loan status monitoring, working with up-to-
date account status information, and transmitting updated account information, such as
new mailing addresses, back to the servicing system;

= View collection activity history with on-line view and print history report; and

= Choose various reporting options.
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Other tools allow the administrator to:

= Define division of labor account assignments;

= Override the defined division of labor and manually assign a specific borrower to a
specific collector;

= Automatically schedule collection activity based on predefined “rules;”

= Manually remove a loan from the collection system or flag a loan to block its automatic
removal from the collection system based on account status; and

= Choose various reporting options.

Access to all these functions is available from the Main Menu screen.

« Collections

« Reports

« Transactions

« Administration

« Help (is not available at this time)

. Campus Partners Collections System x

iCoIIections Reports  Transactions  Administration  Help  Exit

| p _—. Campus Partners
Collections System

| ICAMPUS
il [PARTNERS

[ Contact Camipus Parmers ]

Figure 1-7. Main Menu

From the Main Screen you can send Campus Partners a message by pressing the button called ‘Contact
Campus Partners.” When this option is selected, the ‘Contact Us’ screen opens allowing the input of
questions or remarks regarding the Collections System that can be sent to Campus Partners in a manner
similar to e-mail.

Note: Campus Partners collects and reviews these messages daily for action or response.
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Chapter 2 - COLLECTIONS MENU

The Collections Menu provides valuable tools for the collector.

From the main menu, you can go directly to the Borrower Information screen, to each collector’s
assigned Worklist, or to the Contact Log screen. These options are available from a drop down menu
under the Collections heading.

Collections Reporks  Transactions  Administration Help  Exit
Barrower |
warklist

Contack Log

p . Campus Partners

Collections System

CAMPUS
PARTNERS

[ Contact Campus Partners ]

Figure 2-1. Collections Menu
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Contact Log Screen

The Contact Log screen is used to document the results of an actual or an attempted contact with a
borrower and to record or submit transactions to System III for processing. You may access the Contact
Log screen directly from the main menu by selecting “Contact Log” under the Collections heading or by
selecting the “Contact Log” option from the Borrower Information screens.

Mame: | g @ Contact D ate; I I
Program: I Loan$: I Seqﬂ:l J

Contact ]’ Pending T Tranzactions T History T Pyt Histary ]

| Tepe Contact £ Telephone. €0 Letter €00 [Femson 00 Miher | | |

Contact Data: I j

Talked To: I Promize D ate: I s Amount Committed: I

Responze: I j
=) Serdlletie? | 7 / | =
I7 GendEmal? | / / [ =
Current Ernail address: |

‘ I | Fll G Diates I A Azzign Ta: | j
‘ Reply By: I I Fieturn Form By: I I ‘

) = tame/&ddess = WonEastiFmt 2 Special Bling = Gk Letter
r Ship race :
= Lagency [N Separationbiate. 2| Fees = iker
Contact =]
Comments:
=
E aofi | Saye LCancel |

Figure 2-2. Contact Log Screen

If the Contact Log screen is accessed directly from the Collections menu, the screen displays without
any borrower information. In order to access a specific borrower, you either may enter the borrower’s
social security number directly in the ID field or access a drop down box containing the Borrower List
by using the Borrower Index Listing Icon next to the ID field. Next, you will need to select the
program/loan/sequence by using the Icon next to the Seq # field.

Figure 2-3. Borrower Index Listing Icon.
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Browse Borrower Index

COLLECTIONS MENU 2-3

After accessing the alphabetical list of borrowers, use the up/down scroll bar or the arrow keys on the
keyboard to move through the alphabetical listing. To find the first loan with a last name beginning with

a specific letter of the alphabet, depress that key on the keyboard.

To select a specific borrower from the list, double click on the selected item. Actual use and data input
on this screen will be discussed later in this documentation.

Collection System Daps: |

. Borrower 1 [=] B3
Bomower Mame SocSecH |Bomowerld | RAAN =
M » ‘&é@ﬁ;&; 0259747422 |001461787 800120001
BEAL, REGINA D 2EEGE2574 | 260562574 (800120011 ary Pyt Histary
BILLINGS, ROBERT MICHAEL (401600633 |401600833 |200120015
BROOKS. REBECCA S 1884584049 (010533214 800120004
DO, SLEAH M SO0BE06E7? |BOSEOEEFY (800120017
MENG, LIS& D 154643434 | 154643434 (800120000 _
MITCHELL. BONNIE & 231166638 (010852095 800120005
PARKER. DIANE D 373386100 (373386100  |800120013 %l
PETERSOM, WILLI&M 5. 044448906 (044448305 |800120008 | _| I—
POWFEE AWNDOEFW [ JERE21ART TAEREAR] A001 001 2 ~f© &
Eeferenzes | [Eaf ater, | Eatking nrermaticn |
Last Baormower Action: I Last Contact: I
Last Swstem |11 Activity: | Last Update; I—

Actual Davs Past Due; I Total Due; |

[Log [Eartact | [Earnments |

i Bire | Est |

Figure 2-4. Browse Borrower Index

The sort can be changed from alphabetical to numeric by social security, borrower number or Random
Assigned Account Number (RAAN) by placing the mouse pointer over the column heading and double

clicking.
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Worklist

Selection of the “Worklist” option on the Collections main menu provides a list of loans that have been
scheduled for follow-up or other collection activity. When new loans are added to the Collections
System, their follow-up date is the current processing date. Loans with outstanding follow-up items
remain on the collector’s worklist until the required activity has taken place.

Loans are sorted on the Worklist in date order, beginning with the oldest outstanding follow-up date.
Additional sort options are available and may be selected using the four drop-down boxes at the top of
this screen.

wworkist el B

Sart Order: I jl jl jl j Ipdate |
Follow Up | Program | Loandt Seqi | BaAk Name Coll &gcy Clity =
p |03/14/02 |DOODT  |0297E4488 (42 800120006 |'wWILLIAMS, VAN DIMITRO 00000 GRENADA, W N
03/14/02 (00001 |[035628000|071  [B00120007 | TOWMN, JOHM A Qoopo
03/14/02 |00001 |153465104|05 800120009 | ROWE, MEILL 119 MARIETTA
03/14/02 (00001 |165405315|07  |B00120010)w00D, LESA Qoaaa DANVIS
03/14/02 |00001  |2B5BE2574|01  |BO0120011 |BEAL, REGINAD 90025 WASHINGTON

|
|
|
[
|
03/14/02 (00001 |265621451 |01 8007120012 |POWER, ANDREW D nooao WEST HOLLYWI
03/14/02 |00001 295624346 |01 |800120002 |SMITH, CRANSTON 0o0aa LOS AMGELES |1
03/414/02 |00001 336586033 |03 8007120003 %ITTER, UDO Qo000 LOS ANGELES, |+
I
I
h
h
I
t
I
' hd

03714402 (00001 | 380607333 |01 800120014 |REYNOLDS. LUKE J oooaa WEMTURA,
0314402 (00000 4071600633 (42 | 300120015 |BILLINGS, ROBERT MICH, 00533 Sak FRAMCISOL
034402 (00000 | 4026649517 (08 |800120016 |SOLDER, TRACEY 90025 RICHMOMD
03A14/02 |D0001 | 505605677 | 0B |BODT 20017 | DOWN, ALEAH N 30025 |VIRGINIA BEACH
09/16/02 | 00001 | 04444B306|01 | 500120008 | PETERSON, WILLIAM 5 [00000 | GANTA MONICA,
101402 (00000 | 029747422 |06 | 3001200071 |BARK, AMBER C 30025 RICHMOMD
106402 (00001 | 18343404318 |300120004 |EROOKS, REBECCA 5 oooaa D15,
(01715703 00001 _[373366100/05 800120013 PARKER. DIANE D 05 [FREDERICKSBU o
4 »
: : #of ltems: 16 Worklist Defaults
Frirt | i Detal Exit
Diefaults |<
Figure 2-5. Worklist
The available options are:
= Follow-up Date = Borrower ID
=  Program = Collection Agency #
= Loan #/Sequence # = Status
= RAAN =  Amount Due
=  Borrower Name = Past Due
= (City/State = Days Past Due
= Cohort (cohort or projected cohort) =  Worklist Type (shared or reassigned)

= [ oan Balance

The total number of worklist items is displayed on the bottom right corner. As with other screens, the
right/left scroll bar at the bottom of the screen allows the user to scroll right
and left to view additional information for each follow-up item.

Collections System Confidential July 2005
Produced by Product Development Campus Partners



COLLECTIONS SYSTEM COLLECTIONS MENU 2-5

Worklist Defaults

Selecting the “Default” button in the bottom right hand corner of the Worklist screen launches the
Worklist Default Screen. Choosing this option allows the user to choose the fields that they would like
displayed on their Worklist screen. By holding down the CTRL key on the your keyboard and left
clicking with your mouse, you can highlight the worklist defaults (columns) that you would like
displayed on your Worklist screen. If you hold the SHIFT key and left click with your mouse, you can
highlight a group of worklist defaults (columns) at one time. After you have made your selections, press
the “Save” button on the Worklist Default screen. On the Worklist screen, you will see only the
columns that you selected.

. Worklist Defaults _ O]

Save | Cancel |

Figure 2-6. Worklist Defaults List

Selecting a Loan from the Worklist

To select a loan from the Worklist for processing:
« Highlight the desired loan and Click on the “Detail” button or
« Double click on the desired loan.

The Borrower Information screen then displays automatically. Within the Borrower Information screen,
there are five tabs that contain different types of information about the borrower and his or her
individual loan accounts. These tabs include the:

« General Tab;

« Loan Tab;

« Pending Tab;

« Transaction Tab; and
« History Tab.
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Borrower Information Screen
General Tab

i, Borrower !E E

Mame: I Id: I il

General T Loan T Pending T Transactions T Hiztory T Pyt Histary

Address: Huarne:
Wwhork:
Cellular:
Ebdail Fax i ] - %l
Drriveers Lic No:l State: I Soc Sec #:I
Heferenzes | [eafaker, I Banking [afermaticn I
Last Barower Action: | Last Cantact: I
Last Spstem |1 .&ctivit}l:l Last Update: I

Collection System Daps: I Actual Daps Past Due: I Total Due: I

[Log|Eantast [Eomments B auaff Erirt Exit |

Figure 2-7. Borrower Information Screen — General Tab

The first screen that displays when you view the Borrower Information Screen is the General Tab, which
provides general information about the borrower. Demographic information appears at the top of the
screen, and the borrower’s drivers license number and state appears near the center along with his or her
social security number. References, Co-Maker and Banking Information buttons also appear near the
center of the screen. A mouse click on these buttons displays an additional screen where information
about references, co-makers, and/or the borrower’s banking information appears.

The lower half of the screen displays information in the Last Borrower Action, Last Contact date, Last
System III Activity Type, Last Update (the date the loan was last updated by System III activity),
Collections System Days (the number of days the borrower has been on the Collections System), Actual
days Past Due, and Total Due fields. Directly below this information is a table (with scroll bars), which
displays basic information about any loans that have been referred to the Campus Partners Collections
System for the specified borrower. Additional loan detail information is available by moving to the
Loan Detail screen. If the borrower has more than one loan account listed, you may select a specific loan
for the loan detail view by highlighting the desired loan and clicking on the “Loan” tab.

While the Borrower screen does not have updateable fields, you can access the Rolodex or Banking
Information and enter any additional contact/banking information that could be useful in
contacting/working with the borrower.
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Left click on the Rolodex Icon directly to the right of the Home and Work telephone number fields to

enter the Rolodex.

%l Figure 2-8. Rolodex Icon

i. Rolodex Maintenance

T Browse ]
Harne: Phone: ||
Address: Faw: [ -
I B
EMait |
R elation: I
Camrnents: =
I
Add LCloze |
14 | 4 I[F!ecord: 1 Llil

Figure 2-9. Rolodex Maintenance Screen

Banking Information

Left click on the Banking Information button near the center of the screen to enter checking or savings
account information and/or credit card information.

| %. Banking Information M[=1E3

i Account Type: £ Savings

Transit #: I

Account #: |

Credit Card Information

Type of Card : |

Account #: I

Ewpiration D ate: I I

Mame of Cardholder: I

Save | E xit |

Figure 2-10. Banking Information Screen
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Borrower Information Screen
Loan Detail Tab

. Borrower !E E
MNarmne: I Id: I %l
General | Loani T Pending T Transactions T Histary T Pyt Hishory
Program; | g Loar: I Seq:l :I;I
Status: Type: I
Mote D ate: Separation D ate: I Acceleration Diate: I
| Last Papment; | Amt; | Mest: | |
Loan &mount:
Cohort Default: I Congec Pymts: I Prin Balance:
Repapment: I Amount Due:
Amt Past Due: I
Call ey I Interest Due: I
Amt Placed: I Date Placed: I Int Accred: l—
T ax Dfsat I Call Fees Due: I
Fdonitor Heport:l Judgment; I DizilFezs buz I
Cumrent Payoff; I
Deferment Type: Starts: Ends: |
Cancellation Type: Ends:
[log|Eantact | [Eomments | el I Erirat I Exit |

Figure 2-11. Borrower Information Screen — Loan Tab

COLLECTIONS MENU 2-8

This screen displays a wide range of loan specific information including loan status, loan amount,
principal balance, amounts due and past due, payoff, last payment date and amount and much, much
more. If the borrower has multiple loans on the Campus Partners Collections System, you may freely
move between the loans on the Loan Detail screen by using the right/left scroll arrows to the right of the

Seq: (sequence) field.

Loar: I SEq:I

KIE3

T 1

Figure 2-12. Borrower Information Screen — Loan
Detail Tab-Right/Left Scroll Arrows

The “lock” located beside the Program name and Status allows you to suppress collection activity on a
specific loan while maintaining the loan on the Campus Partners Collections System. This lock on the
Borrower Information Loan Tab indicates if that particular loan is locked or unlocked. To lock
(suppress) a loan from collection activity, just press the ‘lock.” You will be asked if you are sure that
you would like to suppress activity on this loan. For a list of loans that have been suppressed from
collection activity (locked), go to Reports (from the Main Menu)/Collection Reports and select ‘Activity
Suppression Report.” See section 3 for more information on this report.

General 1 Loan 1 Pending | Trans
Program:  |SAMPLE UNIVERSITY | H
Status: Past due 4
Mote Diate: |02/16/1921 Separation Date: IDQJ’DIIIS‘QS

Figure 2-13. Locked (Suppressed)

General 1 iLoani 1 Pending | Trans
Program:  |SAMPLE UNIVERSITY g ‘
< Status: Past due
Mote Diate: |02/16/1991 Separation D ate: IDQJ’DIIIS‘QS

Figure 2-14 Unlocked
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Borrower Information Screen
Pending Tab

i, Borrower = O] ]
MName: [MENG, LISAD I [154643434 %l
General | Loan |  Pending | Transactions | Higtary 1 Pymt History
[ Proaram | Loant | SeqHt[Twpe [Code |Description [Assioned | Scheduled
[+] | v
Log Contact | Comments | Papoff I it I Exit |

Figure 2-15. Borrower Information Screen — Pending Tab

This screen will display all outstanding collection activity scheduled for this borrower on the Collections
System. A scroll bar at the bottom of the page allows for left/right movement in order to view additional
data elements on the right side of the screen.

To cancel a letter for a borrower, do the following:

1. Click on the letter that you want to cancel. Make sure the black arrow on the left side is pointing
toward the letter to be cancelled.

Scroll to the right side of the pending tab page by using the scroll bar at the bottom of the page.
Click your mouse in the column labeled “cancelled” in order to cancel the letter.

Enter the current date in the following format MM/DD/YYYYY.

After entering the date, you can move to another tab to confirm that the letter is no longer listed.
When you return to the pending tab, you will find that the letter is not longer listed.

Nk

The administrator can view the total number of letters that have been cancelled by each collector on a
daily, weekly, or monthly basis by using the “Progress Report.” See Section 3, page 4 for more
information on this report.

Below, Figure 2-16 illustrates the Pending Tab when it is scrolled to the right.
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Borrower Information Screen
Pending Tab- Scrolled right

i, Borrower !E
Mame: [MENG, LIS4 D Id: [154543434 %l
General T Loan T iPending; T Transactions T History T Pyt History

Cancelled

Log Contact Comments P apoff Bt Exit |

Figure 2-16. Borrower Information Screen - Pending Tab (scrolled right)
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Borrower Information Screen
Transactions Tab

i, Borrower

- [O] ]
Mame: [MENG, LIS&D Id: [154543434 %l
General | Losn |  Fendng | ilransactions|  Histoy | PymtHistor
| Program | Loanit | Seqﬁ| Tran Date | Type
[+ | »
Log Contact | Comments | Papoff Erirt Exit |

Figure 2-17. Borrower Information Screen - Transactions Tab

This screen lists transactions waiting to be downloaded and processed on System III. Scrolling to the
left or right displays all data elements.

Collections System

Confidential July 2005
Produced by Product Development

Campus Partners



COLLECTIONS SYSTEM COLLECTIONS MENU 2-12

Borrower Information Screen

History Tab
. Borrower !EE
Name: [BILLINGS, ROBERT MICHAEL Id: 401600633 @l
General T Loan T Pending T Transactions T Historg | Pyt Hishory

Frogram | Loand Segi | Assigned Pergon/Trans Detai

Log Contact | Commentz | Papoff I Erirat I Exit |

Figure 2-18. Borrower Information screen - History Tab (left side of screen)

i, Borrower = O] ]
Name: [BILLINGS, ROBERT MICHAEL Id: 401600633 %l
General | Loan i Pendng | Transactions |  iHistory | Pyt Higtory

Code Diescription Committed Promized Sent/Frintec

Log Contact | Comments | Papoff I it I Exit |

Figure 2-19. Borrower Information - History Tab (center portion of screen)
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Borrower Information Screen
History Tab
i, Borrower !E[E

Mame: [BILLINGS, ROBERT MICHAEL Id: [401600833 %l

Gereral | Loan 1 Pendng | Transactions | iHiston# l Pyt Histary

Contents

Cancelled | Source

Figure 2-20. Borrower Information
Log Contact Carnrmerits Payoff i E zit | Screen - HiStOI'y Tab (rig ht Side Of
screen)

Borrower Information Screen

Payment History Tab

The Payment History screen displays the payment date and amount for the last 50 payments that the
borrower made on System III. This screen has the following information: Program number, Loan
number, Sequence number, Last Payment Date, Last Payment Amount, Next Payment Due, Amount
Due, Amount Past Due, and Oldest Bill. The user has the option to move between loans for a borrower
by using the right/left scroll arrows to the right of the Seq: (sequence) field. As with other screens, there
is a right/left scroll bar at the bottom of the screen and up/down scroll bar on the right side of the screen
to view additional payment history. The print function is also available on this screen.

. Borrower = O)x]

Name: |BARKER, BOB P Id: 100475932 @l
General T Loan T Pending T Tranzactions T Histary T Pymt Hiztoryi

Fragram: ISAMPLE UNIVERSITY Loan: IIDD4'?5932 Seq: IDI "I"I

Last Payment: |05;13;20m Amount Pymt: I 4000 Mext Pymt Due: 10401 /2002
Oldest Bill: I Amount Due: 0.00  Amt Past Due: I 0.00

Program Loantt Seqgif Pyt D ate Pyrnt Amt

> Figure 2-21. Borrower Information
Screen — Payment History Tab

Log Contact | Comments Paypoff I Frint | Exit |
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Contact Log
Contact Information Screen

. Contack Log - O] x|
Mame: |EARKER.BOE P Id: [100475532 @l Contact Date: [07/12/2005
Program: [00293 | Loardt: [100475932 Seqh: |01 [

Contact T Pending T Tranzactions T Hiztamy T Pyt Histary ]

| Type Contact: € Telephone ¢ Letter € InPerson ¢ Other | | |

Contact D ata: j

Talked To: I Promise [ ate: I I Amount Committed: I

Fesponze: I j
[ SendLetter? | / / | =
[ SerdEmai? |/ / | =
Current Email address: |

Johnny Collector [Caollectar 1]

‘ v Follow-up Date? I A Azsign To:
‘ Reply By: I I Return Form By: I I ‘

. ™ MName/#ddiess [~ MonCashPymt [ Special Biling ™ Gk Letter
I Skip Trace :
[~ Agency [ Separation Date [ Fees [ Other
Cantact =
Comments:
|
Payoff | Save | LCancel |

Figure 2-22. Contact Log Contact Screen

Manual and Automatic Scheduling of Collection Activity

The Contact screen records the results of a contact (or attempted contact) and is used to schedule follow-
up activity, send letters, or submit transaction information, such as address changes, collection agency
placement changes, non-cash payments, etc.

When triggered by predefined rules and based on specific collection activity events, Collections System
automatically schedules follow-up events, which are displayed on the Contact Log-Contact Screen.
These rules are controlled by “Event Processing” under the Administration menu. See Chapter Five for
more information on Event Processing.

As described in Chapter One, the Contact screen may be accessed directly from the main Collections
menu or from the Borrower Information screen. When accessed directly from the main Collections
menu, all fields on the screen are blank. To locate a specific borrower, you either may enter the
borrower’s social security number directly in the ID field or access a drop down box containing the
Borrower List by using the Borrower Index Listing Icon next to the ID field. Next, you will need to
select the program/loan/sequence by using the Icon next to the seq # field.
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When accessed from a Borrower Information screen (with specific borrower/loan data displayed) by
clicking on the “Contact Log” button, the screen displays with the data for that pre-selected borrower.

How to Record the Results of Borrower Contacts
Here are a few tips illustrated by excerpts from screen shots to help you record the results of a contact or
attempted contact with the borrower.

Contact Date Default

A

=L
MNarne: |BAF|KEF|,BDB P Id: |‘IDD4?5932 %l Contact Date: |12HDSH2DD4 Contact Date

Program: (00293 | Leard: [100475932 Set: [01 [

Contact | Pending | Transactions | Histoy | Py Histoy |

| Tupe Contact € Telephone € Letter  © InPerson ¢ Other Contact Type :||

Figure 2-23. Contact Log Screen with “Contact Date” and “Contact Type” Fields Noted

Because the “Contact Date” field defaults to the current date, you may need to backdate this field to
record the results of a prior contact.

To select the “Type Contact,” check the appropriate radio button by left clicking the mouse.

Contact Data Drop Down Menu

0 = ] - )~
M arme: |BAF|KEH, BOB P Id: |1DD--1?5932 $| Contact O ate: |12£03£2DD--1
Program: [00292 | Loardt: [100475952 Seqh: |01 [
Contact T Pending T Tranzactions T Histomy T Pyrnt Histary ]
| Type Contact: € Telephone ¢ Letter ¢ InPerson € Other | | |
Cantact D ata: I j dCOI‘ltE(IiCt Data
— ro own menu

Tal}(ed To Talked To: I Fromize Date: I I Amount Committed: I p
ontional field Resporse: | C

| |

Figure 2-24. Contact Log Screen with “Talked To” and “Contact Data” Fields Noted

The “Contact Data” field has a pull down menu. A mouse click on the arrow button displays individual
entries for all available telephone numbers for the borrower, reference(s), co-maker(s) and any entries
stored in the Borrower Rolodex. Names and telephone numbers may be selected from this list to
document that outbound telephone calls were made to specific individuals and telephone numbers.

The “Talked To” field allows you to enter free-form information about people that you spoke to during a
telephone contact. Data entry in this field is optional.
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Promise Date and Amount Committed Fields

LContact T Pending T Tranzactions T History T Puymt History ] -
Promise Date and
Type Contact: € Telephone € Letter € InPerson ¢ Other | | | Amount Committed
R field all Conlact Datz: | r work together to
esponse 1i1eld allows

r:; 1 t d f d Talked Ta: I Promize Date: I L, Amaount Commithed: I I'CCOI'd the date and
you O S,e ect predeline Response: I j amount ofa payment
descriptions from a pull promised by the
down window ™ SendLetter? [ /7 | [ borrower

Figure 2-25. Contact Log Screen with “Promise Date,” “Amount Committed,” and
“Response” Fields Noted

The “Promise Date” and “Amount Committed” fields work together to record the date and amount of a
payment promised by the borrower. If selected by the administrator, entering dates and amounts in these
fields may activate predefined rules to automatically establish a follow-up date and/or the generation of
a letter to the borrower. These actions are controlled by the rules established in “Event Processing” as
discussed in Chapter Five.

“Response” allows you to select available predefined response descriptions such as “Borrower Line
Busy,” “Borrower Disputes Debt,” etc. from a pull down window. Each client determines individual
response selections and inputs them into the Collections System through appropriate Administration
screens.
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Send Letter Option and Follow-up Date

[~ Send Letter? I I I j DI'Op down menus
to select a letter or
[~ SendEmail? [/ / | = .
email
Current Email address: |
When you launch the

Contact LOg SCre?n, the v Fallow-up Date? l.-".-"— LT R || ohinny Collector [Callector 1]
follow-up box will have a ; .
check mark.

Figure 2-26. Contact Log Screen with “Drop Down Menu to Select a Letter or Email”
and “Follow-up Box” Noted

Using the “Send Letter” option allows you to schedule the mailing of a select set of letters that should be
sent to the borrower either on the current processing date or on a future date. A drop down menu
associated with the date displays a list of available letters. As with the follow-up date, letters also may
be automatically scheduled for generation by “Event Processing” rules based on other activity on the
loan.

The “Follow-up Date” is used to manually schedule the loan to appear on the collectors work list on a
designated follow-up date. In addition, the collector may assign follow-up activity to another collector
at the school for handling, if appropriate. This feature allows account follow-up to be transferred to
another individual for specialized handling of such things as bankruptcies, judgments, etc. and allows
for coverage during planned absences. The follow-up date may also be automatically set by the
Collections System based on predefined rules for actions such as a promise to pay. These actions are
controlled by the rules established in “Event Processing.”

The Send Email” option allows you to schedule the sending of a select set of emails that should be sent
to the borrower either on the current processing date or on a future date. A drop down menu associated
with the date displays a list of available emails. If the borrower already has an email address on the
Borrower/General Tab, it will populate in the “current email address” box automatically when the send
email box is checked. Ifthere is no email address on file for the borrower, you will need to go to
Transactions/Name/Address screen to have it added. Entering an email address on the contact log
screen will not update the email address on the Borrower/General Tab. As with the follow-up date,
emails also may be automatically scheduled for generation by “Event Processing” rules based on other
activity on the loan.

Note: Each collector must have an email address on the Collector Maintenance Screen. This
email address is used as the “From” on the email sent to the borrower.
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Reply By and Return Form By Fields

Both “Reply By” and “Return
Form By” dates are merge
code fields that can be used
in “Custom Letters.”

(See section 5-8)

= —

‘ Reply By I I Return Fom By I I ‘
You may placg the loan I SkioT [T Mameséddress [~ Mon-CashPymt [ SpecialBiling [ Quik Letter Transactions
ona Sklp Traqng P =D I Agency ' Separation [ate ™ Fees [ Other
Report by putting a AN
check mark here. Contact =
Comments:
= Contact
Comments
Pavoff I Save LCancel |

Figure 2-27. Custom Letter Screen with “Reply By” and “Return Form By” Fields Noted

The “Reply By” and “Return Form By” dates are used as merge code fields on the “Custom Letter”
Screen. See Section 5, page 8 to see how to use these dates within a customized letter.

Additionally, you may initiate the entry of transactions to be downloaded to System III for processing on
a daily basis. These transactions include address changes, collection agency placement changes,
separation date changes, additional fees, and non-cash payments. You may place the loan on a Skip
Tracing report to support these activities. The appropriate transaction input screens display individually
when one or more of these options are selected.

To help in future collection attempts, you may enter a free-form comment in “Contact Comments” to
record any specific information related to the contact or attempted contact with the borrower.

You must either “Save” or “Cancel” the entries on the screen. If “Save” is chosen, and you have
selected any of the transactions, the transaction input screen(s) immediately display(s).
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Canceling Worklist Items

%, Contackt Log

=l B
M arne; |BAHKEFLBDB F Id: |1DD4?5932 @l Cortact D ate: ID?J12J2005
Program: [00293 | Loard: [100475332 Seqh: |01 ]
Contact T Fending T Tranzactions T Histary T Pyt Histary ]
| Type Contact. © Telephone ¢ Letter ¢ In-Person € Other | | |
Contact D ata: j
Talked To: I Fromize Date: I I Amount Committed: I
Responze: I j
[ SerdLetter? | / / | =
[ SendEmal? | / / | =
Current Email address: I
FOHOW'up >‘ v Fallow-up Date? I I LTl W - | ohniny Collector [Collector 1]
date
/ ‘ Feply By: I I Return Farm By: I £ ‘
. [T Mame/tddress [~ Mon-Cash Pt I Special Biling I Duik Letter
[~ Skip Trace .
[ Agency [~ SeparationDate [ Fees ™ Other
Cantact - //I
Comments: Contact Comments
Paypoff | Save Cancel I

Figure 2-28. Contact Log Contact Screen

If you need to cancel worklist items for a particular borrower, access the Contact Log screen and follow
these steps.

1. Select “Other” from the “Type Contact” radio buttons
2. Remove the check from the “Follow-up Date” check box
3. Enter a comment in the “Contact Comments” text box.

You will see a pop up box that asks if you want to “Close Prior Outstanding Worklist Items?” If you
click “Yes,” all the worklist items for that day and the prior day will be removed.

The administrator can view the total number of worklist items that have been cancelled by each collector

on a daily, weekly, and monthly basis by using the “Progress Report.” See Section 3, page 4 for more
information on this report.
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Pay off Calculator

iw, Borrower Payoff

Program Loantt Seqh Balance | Pavaff Coll Fee | O

Tupe
[00007 [265562574 |01 [MDSL/Perkins | 543.02 1.130.29 0.00 0.00 0.00

Figure 2-29. Payoff Calculator Screen

Also available from the Contact Log screen is a payoff calculator. A click on the Payoff button at the
bottom of the Contact Log screen displays the Borrower Payoff screen. The payoff information displays
with a payoff date as of the current date. A future payoff amount is calculated and displayed when the
user enters a new date in the ‘Determine Payoff as of Date’ field.

A payoff amount is calculated for each individual loan that currently resides on the Collections Systems
for the borrower. A total payoff for all of the borrower’s loans currently on the Collection System is
displayed on the bottom right corner of the screen. This amount does not project any fees. Collection
and/or other fees that should be considered as part of the payoff can be added in Est. Coll. and/or Est.
Oth.

Note: Loans must be in a repayment status for the Collections System to be able to calculate a future
payoff. Currently, the Collections System will be unable to determine if a loan status change would
occur during the “projected” period to move a loan from a non-repayment to a repayment status that
would reinstate interest accrual.
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Chapter 3 — Reports Menu

The Reports Menu provides you with powerful tools to aid in your collections efforts. This menu allows

you to select available collection management reports and gives you options for printing letters and
labels.

. Campus Partners Collections System = [O]
Collections | Reports  Transactions  Administration  Help  Exit
Collection Reports  » Collection History
p— Letters » Cornrment Hiskory
EMails

. —

-

‘workList Repork

Borrower Report lrtn ers

Progress Report
Activity Suppression Repork

Transactions Syste m

Skiptrace

CAMPUS
PARTNERS

[ Contact Campus Pariners j

Figure 3-1. Reports Menu with Collection Reports Drop Down Menu Displayed

. Campus Partners Collections System = [O]
Collections | Reports  Transactions  Administration  Help  Exit
Collection Reports  # |

Pending Letter Summary
EMails Letter Generation
Labels

. vampus rartners
Collections System

CAMPUS
PARTNERS

[ Contact Campus Partmers ]

Figure 3-2. Reports Menu with Letter Drop Down Menu Displayed
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. Campus Partners Collections System =13
Collections | Reports Transactions  Administration  Help  Exit

Collection Reports  »
. Letkers »

Pending EMail Surmmary
Email Generation
artners

Collections System

CAMPUS
PARTNERS

[ Contact Campus Pariners j

Figure 3-3. Reports Menu with Email Drop Down Menu Displayed
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Collection History

Selecting the Collection History report displays a window where you can select a specific borrower from
a drop down list. In addition, you can select a specific date range for the report in order to limit the
amount of history entries included on the report. If you leave the “Date Posted Range” field blank, the
report will include all existing Collection History entries.

You can preview the report prior to printing it or print the report directly from this selection screen.

. Collection History Report M=] E3
Specific Borrower: I j
Date Posted Range: | A | P

Print | F'rexiewl

Figure 3-4. Collections History Report Selection

Comment History

Selecting the Comment History report displays a similar window allowing you to again select a specific
borrower from a drop down list. You can limit the Comment History output by selecting only comments
made by a specific collector and/or only comments entered during a specified date range.

If you need to view a total Comment History report for a specific collector, leave the “Specific
Borrower” field and the date range blank and only select the specific collector from the drop down list.
This report will include all Comment History entries made by that specific collector for all accounts
currently on the Collections System.

w. Lomment Hiztory Heporting [ - [T X]
Specic Bononer (R
Specific Caollector: I j
Date Posted Range: | A | s

Frrint | Preview | E xit |

Figure 3-5. Comment History Report Selection
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Worklist Report
Selection of the Worklist report opens a window where you can select a specific collector from a drop

down list. If you leave the date range blank, you can print the entire worklist. However, if you only
want to see outstanding entries for a specific follow up date range, just enter the date posted. If you
want loans on which no activity has taken place since a specific date, enter that date in “No Activity

Since.”

As with other reports, you can print the report or preview it first.

&, WorkList Report

Spesiic Colector: [N -|

Date Posted R ange: | I | A

Mo dctivity Since: I I

Frint | F'regiewl E st |

Figure 3-6. Worklist Report Selection

Borrower Report
The Borrower report provides a summary listing of borrowers by assigned collector. The Available sort

options for this report are Borrower ID, Program/Loan/Sequence, RAAN, Borrower Name, Status, and
Days Past Due (actual). Another option for this report is the ability to select a specific collector, status,
loan/sequence, collection agency number(s), and/or program number(s). You may also select a range
for actual days past due, amount past due, and/or days on the Collections System. From this screen, you
may exclude cohort, projected cohort, or non-cohort loans from your selection.

w Borrower Reporting - 0] x
Order b | B T |
Status: I j Loan:l Seq I
Agency: Prograr:
0o0oo 90002 0o0oo
00700 00001
00776 00026
300071
Actual Daps Past Due Amount Past Due Drays On Collection System
From I o I From I o I From I o I
Exclude: [~ Cohot [T ProjCohort [~ Mon-Cohart Print | - | Bl |

Figure 3-7. Borrower Report Selection
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Progress Report

The Progress Report gives a summary by collector of the number of worklist items open, completed, and
cancelled and the number of letters assigned, printed, and cancelled. You have the option to report the
data on a daily, weekly, or monthly basis.

m Progress Report 1 [=] B

Colector. [T ]

 Daily  wieekly  © Monthiy

From:|,a,.l to|;,.'

Print | F're!iewl E xit |

Figure 3-8. Progress Report Selection

Activity Suppression Report
The Activity Suppression Report gives you a list of loans that have been suppressed from collection
activity (locked). This report lists the

Borrower ID,

Borrower Name,

Program Number,

Loan Number,

Sequence Number,

Locked as of Date,

and the name of the Collector.

. Activity Suppression Repork oy ] [
Order by: I j
Colector: [T -

Frint | Preview | Exit |

Figure 3-9. Activity Suppression Report

It can be sorted by Borrower ID, Borrower Name, Collector/Borrower ID, or Collector/Borrower Name.
You may choose these sort options for a specific collector or for all correctors.
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Transaction Report

Selecting the Transaction report displays a window that allows the user to select a specific report from a
drop down listing. The transaction report may be limited to only those transactions for a specific
program number, loan/sequence number or date range. If specific selections are not made on this
window, a report on all available transaction types is created.

As with other Collections System reports, you can preview the report prior to printing it or print the
report directly from this window.

. Tranzaction Reporting =] E3
Transaction: [ -]
Program: I
Loantt / Seq #: | |
Date Flange: | s | I

Frint | Preview| Exit |

Figure 3-10. Transaction Report Selection

Skip Tracing Report

Selection of the Skip Tracing report displays a window allowing you to create and print a paper report
containing all loans that have been identified as having a bad address, which require skip trace activity.
The assigned date range will default to the current processing date. However, by changing the
beginning date of the range and checking the box labeled “reprints,” you can extend the range to include
loans assigned to skip trace on a prior date.

Loans are sent to the Skip Trace report for borrowers who scheduled to receive a letter through event
processing and have a bad address. The Skip Trace Report reflects each undeliverable letter for a

borrower. There is an option on the Contact Log Screen to send the borrower to the Skip Trace report.

A preview option allows you to review the report before printing it.

. Skip Trace Reporting

Azzigned Date Range: | EXEi)| to IEIE:"I 4/2001

Frrirt | Preyview | E xit | ™ Reprints

Figure 3-11. Skip Trace Report Selection
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Selecting Pending Letter Summary allows you to see a list of letters scheduled to be printed, a list of
borrower names, and assigned collector before you print. This option gives you the ability to print a
Letter Summary Report by collector, borrower, and/or letter.

mi. Letter Summary

=0l

Scheduled Print Date: |DS;"14;"2DD2 ta |DS;"19;"2DDS

Colecter [ RRARERRRRRIRRRR |

Borrower: |

=

Letter: |

=

FBrint | Prewview | Exit |

Figure 3-12. Pending Letter Summary Screen

Letter Generation

Using the Collections System helps keep collection efforts current by allowing you to print and prepare
all letters for mailing that have been manually or automatically scheduled for generation that day.

Selecting “Letter Generation” from the report menu allows you to generate:

« All letters regardless of the collector;
« All letters assigned by or for a specific collector;
« All letter(s) scheduled for a specific borrower; or
« Only a specific letter for all borrowers who are scheduled to receive that letter.

. Letter Generation

[ [O] %]

Scheduled Print D ate: |DB£DB.-’2DD2 to |‘I 2/26/2002

Collectar:

Borrower: I

Letter: I

‘ Reprints Only? [~

Sampisl Brint | Pregiewl Exit |

As with reports, you can print the letters immediately or
preview them prior to printing. Letters that previously have
been printed will not print again unless you select “Reprints
Only.”

By pressing the button labeled “SAMPLE,” you will be able
to print a sample letter. This sample letter can be used to
test different “includes” on the Custom Letter Maintenance
table (school name/address, collector name, enclosures,
etc.). You can also test different letter margins (left, right,
top, bottom) on the System Defaults table.

Figure 3-13. Letter Generation Screen
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Label Generation

In addition to letters, labels may be produced for loans on the Collections System. Formats are available
for letter labels, mailing labels, and file labels. Label production may be limited by selecting labels for a
specific collector, a borrower number range, or selecting a date range.

. Labels [ O] %]

" Mailing Labels " File Lahels

Actual Print Date: — [06/14/2001 | to  |0BA14/2001

Collector. | =
Date Placed: |+ o |/
Bor # Range: | to |

Pit | Fevew | Est |

Figure 3-14. Label Generation Screen
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Pending Email Summary

Selecting Pending Email Summary allows you to see a list of emails scheduled to be sent. The Email
Summary Report gives a list of borrower names, the email address, scheduled email, and assigned
collector before the user sends the email. This option gives you the ability to print an Email Summary
Report by collector, borrower, and/or email.

s, Pending Email Summary =] 3
Scheduled Send Date: |D?£‘I 2/2005 ta "J?ﬂ 242005
Collector [ Shenyl Shaaf [SFSU1] =
Borrower: I j
EMail: f =
Print | Prewview | Exit |

Figure 3-15. Pending Email Summary

Email Generation

The Collections System also gives you the option to send emails that have been manually or
automatically scheduled for generation that day.

Selecting “Email Generation” from the report menu allows you to send:

e All emails regardless of the collector;

All emails assigned by or for a specific collector;

All emails scheduled for a specific borrower; or

Only a specific email for all borrowers who are scheduled to receive an email.

. Email Generation =]

Scheduled Send Date: |IZI?.J1 2/2008 to ID?H‘I 242005

Collector: [ Shenl Shoaf [SF5U1) =

Bomower: | j
EMat: R -

Send | Esit |

Figure 3-16. Email Generation

Note: Each collector must have an email address on the Collector Maintenance Screen. This
email address is used as the “From” on the email sent to the borrower.
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Chapter 4 — Transactions Menu

From the Transactions Menu, you may enter data on any of the transactions input screens listed below.

Once each day at approximately 2:00 PM ET transactions already entered on the Collections System are
downloaded for processing on System III. Loan data on the Collections System is refreshed daily based
on transactions processed on System III.

System III month-end cutoff rules apply. When a calendar month ends in mid-week, the daily updates
are delayed to accommodate System III month-end processing. Transactions entered on the Collections

System after 2:00 PM ET are downloaded the following business day.

Available Transactions Input Screens include:

o Name/Address

« Non-Cash Payments

« Agency

« Separation Date
o QuikLetter

« Special Billing
« Other Fees

o  Other Transactions

. Campus Partners Collections System x

Collections  Reports | Transackions Administration  Help  Exit

Mame/Address
Mon-Cash Payments
Agency

Separation Date
CQuik Letter

Special Billing

Cther Fees

Cther Transactions

CAMPUS
PARTNERS

1pus Partners

ections System

[ Contact Campus Pariuers ]

Figure 4-1. Transactions Menu
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Transactions

You can enter transactions by directly accessing the Transactions menu from the Main menu or by
entering a transaction for a specific borrower through the Contact Log screen.

From the Transactions screen, you can “Add,” “Edit,” or “Delete” data. The “Add” function opens a
blank screen where you can enter the program, loan, or sequence number or select the loan from the
borrower browse feature. Once the program, loan and sequence number has been entered or the loan has
been selected from the browser list, the Borrower Name displays. The address “type” to be changed
must be indicated in the Select Type field. Once the address type has been selected, the current data for
that address, if any displays. The new information should be keyed over the existing information. This
allows the user to leave unchanged any existing information that is still relevant. If no data currently
exists for the address type selected, all fields remain blank.

When a Name/Address transaction is updated on the Collections System, it may be edited or deleted
until the daily transaction download to System III occurs.

101X
Maintenance T Browsze ]
Program: I Loan ﬂ:l Seq#: I— Iﬁ

Select Type: I VI

Bormower Mame: I

Address: |

Foreigr:
Home Phone: I[]—
“work Phone: | ] - [ ) Cell Phone: I[]—
EMait |
Shatug Iﬁ Locatior: lﬁ
| Edt | Delete | Close_|
lIL"H ecord: -1 LILI

Figure 4-2. Name/Address Screen
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Update Name/Address Screen

The Update screen allows input in the “Borrower Name,” “Address,” “Home Phone,” “Work Phone,”
“Cell Phone,” “E-mail Address,” “Type,” “Status,” and “Location” fields. By selecting “Update” or
“Cancel,” you can update the information to the Transaction file for processing on System III or cancel

the changes that you have just input on this screen.

=10]X]
Maintenance T Browsze ]
Program: [00001 | Loan #: [380607938 Seqt: [01 | ﬁ

Select Type: IPrimar_l,l 'I

Borrower Mame: |FIEYNDLDS, LUKE J

Address: I‘I New Primary Address

|
|yt M 2702-0001
Foreigr: I

Haome Phone: [993) 393-3939

"ok Phone: I[SSS] 393-3339 (3835) Cell Phane: I[SSS] 933-3339

Etdail: IB anowersemailaddr@email cor

Status: IGood 'l Lacatior: IDomestic 'I

Update | LCancel |
4 | 4 Ilﬁtdd record Llll

Figure 4-3. Name/Address Update Screen
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Browse Tab

The Name/Address screen, as well as all other transaction input screens, provides a Browse tab. By
clicking on the Browse tab, you can scroll through all the outstanding name/address change transactions
that have been entered. These transactions remain on the Browse screen until the daily download of
transactions occurs. If the Name/Address Change screen has been accessed directly from the
‘Transactions’ menu, the Browse function will display all the name/address change transactions that
have not yet been downloaded for processing.

in. Mame / Addreszs

[ [Frogam [Loan#t _ [Seqf [BomowerMame  Jaddd ]
(¥ [00238 154827455 |01 |ABEBOTT.JASON M 1 New Secandaiy &

Figure 4-4. Name/Address Change Browse Screen
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Transactions-Non-Cash Payments

The Non-Cash Payment screen allows you to scroll between existing records using the scroll bar at the
bottom of the screen. A Browse function also is available which allows the user to quickly view
outstanding non-cash payment transactions.

Adding, Editing, and Deleting Non-Cash Payments
This screen allows you to:

« Add a new non-cash payment transaction;
« Edit an existing transaction or;
« Delete a transaction.

When adding a new payment transaction, you can enter the program, loan, and sequence number or use
the Borrower Index feature to locate the loan information. After selecting the payment type from a drop
down listing (non-cash regular and collection payments), enter the payment date and amount and the
optional film sequence number. Collection fees may be assessed on collection payments, and the
Advance and/or tax offset payment option may be checked if the borrower is making payment for future
bills.

You may edit or delete existing payment transactions from this screen.
Payment transactions are downloaded daily at approximately 2:00 p.m. EST for processing on System
III. Once the payment has been downloaded, the transaction will display on the Browse screen shaded

red to indicate that its posting on System III is pending. These records can no longer be edited or
deleted.

. Non-Cash Payments

T Browse ]
Program: | Loan #:l Seqi: I_ Iﬁ

Borrawer Manne: |
Tupe: I j Pumnt Date; IH— Amount; l—
Film Sedq #: I Collection Other

Inst |

Advance: [T TjawOffeet: [0 Baorr | |

add | Edt | Delete | Close_|
I | 4 ||F|ec:u:|rd: -1 LILI

Figure 4-5. Non-Cash Payment Input Screen
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Non-Cash Payments/Collections —-Browse Screen

. Mon-Cazh Payments

| [Program  [Loard#t  [Seqit [PumtDate |Pymtdmt |
[b[o0ose [100é7ses2 |6 |10/20/2001 [$100.00

Figure 4-6. Non-Cash Payment Browse Screen

If you accessed the Non-Cash Payment/Collections screen directly from the Transactions menu, the
Browse screen displays all payments that have not been downloaded for processing. If the screen was
accessed from the Contact Log screen, only the unprocessed payments for that specific borrower will
display.
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Transactions-Agency Changes

. Agency Transactions x

M. e T Erowse ]

Program: I Loan ﬂ:l Seqi: I_ Iﬁ

Bomower Mame: I

.-’-‘n.ctin:nn:l j Siecess? [ Aecelerate? [T
Agency: | |
Date:l A Arnount: | Type: j

sdd | Edt | Delete | Dlose_|
Hl 4 IlHecord: 1 Llil

Figure 4-7. Agency Transactions Screen

This screen allows you to withhold from, place with, transfer to, or remove a loan from a collection
agency. You can also note if agency was successful or flag the loan to have the loan balance
accelerated. Once you have selected an action, enter the agency number where the loan is being referred
for place or transfer transactions.

The place date and amount should be entered as appropriate. (If the date and amount fields are left
blank, System III defaults apply.) The type would be “manual” for placement with an external
collection agency or “Institutional” for placement with an internal collector.
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Transactions Agency Change Browse Screen

If the Agency Change Browse Screen were accessed from the Transactions Menu, it displays all
transactions that have not yet been downloaded for processing to System III. If the Agency Change
Browse screen were accessed from the Contact Log screen, it displays only the unprocessed transactions
for that specific borrower.

i, Agency Tranzachons

| [Progam  [Loantt  [SeqH [Action [Agency [Date  [Amount |
D [00%  [Toderes (01 [P (00101 10/a07207 [§s0000 |

Figure 4-8. Agency Transactions Browse Screen
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Transactions-Separation Date Change

This screen allows you to submit a separation date change for processing on System III. Select “Add” to
create a new separation date change transaction. Then enter the program, loan and sequence numbers or
use the Borrower Index feature to locate the borrower. When the existing separation date displays, you
may update that date by keying in a new separation date. The “Edit” and “Delete” functions allow you
to edit or delete separation date change transactions before they are processed on System III.

. Separation Date

T Browsze ]
Program: I Loan ﬂ:l Seq#: I_ Iﬁ

Borrower Mame: |

Separation Date: I I

add | Edt | Delete | Closs_|
L] | 4 ||F|ecnrd: -1 _}ILI

Figure 4-9. Separation Date Screen

. Separation Date X

Maintenance T Browsze ]
Frograrm: IEIEIEE!B Loan 11:|154E2T455 Seq H: IEI‘I Ia
Brarrower Mame: IABBDTT,J.-‘-‘-.SEIN b

Separation D ate: IDEL"'D'I /1995

Update I LCancel I

| "f-‘u:h:l record _I_l

Figure 4-10. Separation Date Screen in Update Mode
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i, Separation Date

[ TProgam [Loan#  [Seq#t [SepDate |
(B [00288 (154527485 |01 [12/31/49

Figure 4-11. Separation Date Transaction Browse Screen

Transactions-QuikLetter Transactions

This screen allows you to submit a QuikLetter request to the loan servicing system without logging in a
contact.

. Quik Letter Transzactions

KR e —

Figure 4-12. QuikLetter Transaction Screen

As with other Browse screens, you will be able to view the listing of QuikLetters that have been
requested and not yet processed by System III.
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w, Wulk Letter I ranzactions [ X]
Maintenance T i ]

Program Loantt Seqft [Quik Letter

Figure 4-13. QuikLetter Transaction Browse Screen

Transactions-Special Billing

The Special Billing Transaction screen (see next page) allows you to input information to be processed
on System III. This Input screen does not interface directly with System III and, thus, cannot calculate
the last bill or special bill amount. You may access a specific borrower by directly entering their
program/loan/sequence number or by using the browse borrower function.

Transaction Input Fields
The Transaction Input fields and their definitions are listed below:

« First bill represents the first bill due date on the loan when the special billing arrangement becomes
effective.

. Last bill represents the last bill due date at the end of the special billing arrangement.

- Amount represents the amount that the borrower should be billed each month, quarter, etc. based on
the special billing frequency.

. Frequency represents the frequency the borrower should be billed during the special billing period.

« Plan indicates the payment plan that you have selected.
« Options:
o  Blank — the special billing transaction will be entered on the loan using the current repayment
plan on the loan,
« 14 — the borrower will be billed the special bill amount PLUS accrued interest, and
« [ or HI- the borrower will be billed equal installments of the special billing amount.
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« Past Due Days Allow represents the number of days past due the borrower may become on a special
bill before the special billing period should be terminated. If the borrower allows a special billing
bill to become past due for a number of days greater than the indicated Past Due Days Allow, the
special billing plan will end automatically.

« Drop Current flag should be set to v if you would like the special billing plan to terminate
immediately if the borrower makes a payment(s) to bring the loan completely current.

«  Written Agreement flag should be set to v' if you obtained a written agreement from the borrower.

« Comments will allow the input of a free-form comment related to this transaction.

Maintenance T Browse ]

Program: I Loan #:I Seqi: I_ Ia

Borrower M anne: |

Firgt Bill: I ;o Last Eill I I Amount; I

Frequency: I j Plar; I j

Pazt Due Daps Allow: I Drop Corenty? [T frittemdareement?s [T

Comments: =
I

sdd | Edt | Delete Close_|
Nl 4 ||F|ecculd: -1 Llil

Figure 4-14. Special Billing Screen
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Transactions-Special Billing

As with all other transactions, the Special Billing Browse screen allows you to view all special billing
transactions before they have been transmitted to System III.

i, Special Billing

Figure 4-15. Special Billing Browse Screen
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Transactions
Other Fees

Other Fees Screen
The Other Fees screen allows the user to add fees due to a loan account. Fee transactions entered on this
screen will be downloaded and posted to the loan account on System III on a daily basis.

1 = |LIJ &
r Browse ]
: : : Cost Due drop down options:
Program: Loan #: Seqft:
. I G L~ Litigation (L)
Borower Name: | Internal Collection Cost (I)
7 Return Item (R)
Late Fees: | TnFees | EIP/Qohon Right Track (E)
Cost Due: | Total Fees: I— Additional (A)
I Customer Defined (1)
Customer Defined (2)
bt | Edi | Deke | _ Ciose | Customer Defined (3)
I{l L | ||Hecord: -1 ﬂﬂ

Figure 4-16. Other Fees Screen

The Other Fees Browse screen allows you to review all fee transactions before they are downloaded for
posting on System III.

1 - L] &
Maintenance | Browse ]
Program | Loandt Segit [TranDate |LateFee  [CollFee CoztDue  |CostDue T
[« | ;
Figure 4-17. Other Fees Browse Screen
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Other Transactions

The Other Transactions screen allows input of Deferment, Bankruptcy or Judgment information. Again,
the borrower’s program/loan/sequence number may be entered directly or may be accessed by the
Browse Borrower function. These three transactions are located in the middle of the Other Transaction
screen and immediately below them are fields where data pertaining to the deferment, bankruptcy, or
judgement can be entered. A pull down menu is available for Deferment Type and Bankruptcy Type.

>

To enter deferment information for processing:

« Determine the borrower’s deferment eligibility.

« Then select the appropriate deferment type from the pull down menu.

. Enter the dates (start and end) of the borrowers certified enrollment, and

« Enter the OPE number of the school that the borrower is attending if the deferment is for at least
half-time student status.

To enter Bankruptcy information for processing:
- Enter either the Petition date or the Discharge date as appropriate.
« Select the type of bankruptcy from the pull down ‘type’ menu.

To enter Judgment information for processing:

Enter the date that the court awarded the judgment.

Enter the interest rate that should be charged to the borrower beginning on the judgment date. Ifa
court awarded a specific fee, then that amount should be input in the fee field.

Select the “Add” function to add a new transaction record. Once added, a transaction record may be
edited or deleted until it is downloaded for processing on System III.

. Other Transactions

T Browsze ]

Program: I Loan #:I Seq#: I— Iﬁ

Barmower M ame: I ‘

Transaction: {7 Deferment =] Banfriptey ) Judament

Type: j Petition: IH— Judgment: IH—
Start: I“— Discharge: IH— It R ate: I—
End: IH— Type: Iﬁ Fee: I—
OFE Code: I ]
Add | Edt | Delete | Close_|
Mlﬁecold: -1 LILI

Figure 4-18. Other Transactions Screen
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Other Transactions — Browse Screen

This screen displays all entered deferment, bankruptcy, and judgement transactions that have not been
uploaded to System III for processing.

iw. Other Transactions

Figure 4-19. Other Transactions Browse Screen

Collections System Confidential September 2005
Produced by Product Development Campus Partners



COLLECTIONS SYSTEM ADMINISTRATION MENU 5-1

Chapter 5 — Administration Menu

From the Administration screen, the school administrator may control several key functions of the
Collections System.

i, Campus Partners Collections System P ]

Collections  Reports  Transackions | Administration Help  Exit
Callectar

Borrower Response

Event Processing

Custom Lettars 3

L> EMail Maintenance al—tn e rS
Assign Collectors

Reassign Collectors

Coliection Activiy Flag | G Syste m

‘orklist Balancing

System Defaults

C A M P U S Change Password
PARTNERS

[ Contact Campus Partners ]

Figure 5-1. Administration Menu
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Collector Maintenance Screen

The administrator may add and delete an individual collector’s access to Collections System options,
edit existing collector accounts, and update each collector’s access limits from the Collector
Maintenance screen.

Maintenance T Browse ] Exam ples .
Logon Id: ICDLLEETUFI ¥ | Ective? Wl Admitistiator
Mame: ICDIIector 1 . Feset ’ Alpha
;;z:atwe_ :Adm'”'s“am' —|asm Collector 1 A to HZ
' Collector 2 1to QZ
Address: |2400 Revnolda Fd Phone: (3365 B7-2000 Collector3 RtoZ
| Faw  [(336) 6072805
|
inston-Salem I B
EMail SSN Range
@ Coor? || Aphe? [ e | S Rz | o | Collector I 000000000 to 546999999
Agency Assignments Program Assignments Menu Optiohs Access COlleCtOI‘ 2 547000000 to 608999999
o g @ Collector 3 609000000 to 999999999
50001 00036
S0002
add [f Delete | Bint | Ciose |
4| 4 |Fecord 1 M
LILL gaL Figure 5-2. Collector Maintenance Screen

Note: Each collector must have an email address on this screen in order for emails to be sent to
the borrower. This email address is used as the “From” on the email.

The options available for individual collector assignment are Cohort, Alpha, SSN Range, Agency
Assignments, Program Assignments, and Menu Options Access. Please see the example on the next
page of screens for individual collectors.

Cohort
Alpha
SSN Range

> Assigns cohort and projected cohort loans to an individual collector.
;

» Agency Assignments

>

>

Alphabetic break. (Up to the first four characters of the last name.)

Uses entire 9-digit SSN. (All 9-digits must be filled in using no hyphens.)
Collection agency numbers shaded indicate the ones that are assigned to
each individual collector.

Program numbers shaded indicate the ones assigned to an individual
collector.

The level of access granted to an individual collector.

Program Assignments

Menu Options Access

Note: Press Control/Tab on the keyboard and then left-click on the agency number, program number, or
menu option to remove the shading from that option.

Collector’s Signature
The collector’s signature should be stored as a bitmap (example: C:\collectorsignature.bmp) and will
print automatically on custom letters. Make sure each letter that should include a collector’s signature
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has the signature box checked on the “Custom Letter Maintenance” screen (Fig. 5-8). The signature will

print after the body of the letter.

Individual Collector Screens

For example: Collector 1 and Collector 2 may be assigned to program number 00001, but Collector 2
will receive cohort and projected cohort loans only from program number 00001.

= | Cohiort? | Alpha? I to I 55N Rarge: | o | ‘ ‘ [ | Eotinrt? ‘ ‘ Alpha? I to I 55N Range: | to |

Agency Assignments Pragrarm Assignments tMenu Options Access Agency Aszsignments Program Assignments Menu Options Access

00700 00000 00700 nonoo

00776 Collections 00776 nooo

30001 00035 Borrawer 30001 nonze

90002 - 90002

Add |1 .| Delete I Prirt | Close | Add | Edit I Delete I Print | Cloze |

14 | 4 ||F|ecord: 2 3 | M | 4 | 4 IlHecord: 2 1 |

Screen for Collector 1

Screen for Collector 2

Figure 5-3. Collector Maintenance-Individual Collector Assignment

Add Function

When the “Add” function is selected, a blank input screen with a list of available Collections System
options displays. From this screen, the administrator inputs the appropriate information for each
collector and assigns appropriate activity access limits.

. LOTCLLOT T IaTTILET1ATIEE . IS I
Maintenance T Browse ]
Logon Id: | ¥ active? W Sdministrator?
Name: I Feset
Title: I Fazswond
Signature: I
Address: Phone:  |[ )
Faw [
]
EMail |
‘ Alpha? I to I S5M Hange:l to
Agency Assignments Program Azsignments Menu Options Access
00700 anoon Ci i
00776 0001
90001 0006
90002
Figure 5-4. Collector Maintenance
Update | LCancel |
Add Screen
4] e 2]
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Borrower Response Maintenance

From the Borrower Response Maintenance screen, the Collections System administrator may control the
listing of acceptable response codes. New responses may be added and existing response codes may be
edited or deleted as appropriate.

The administrator controls the list of available response codes based on the type of contact made with
the borrower. For example, “Mail Returned From Bad Address” would be an appropriate response code
for a “Letter or Other Contact” type, but would not be appropriate for “Telephone or In-Person
contacts.”

The “Number of Days to Schedule Follow-up” box will automatically calculate the appropriate follow-
up date based on the values selected and placed on the Borrower Response table for the action
performed on the loan. The system will add the selected number of days to the current date for this
estimate. The calculated date will immediately display in the follow-up date field based on the response
code selected on the Contact Log screen.

In addition, the administrator controls whether or not the response code should satisfy an outstanding
worklist item. For example, if the collector enters a response code of “BORROWER PHONE IS
BUSY” to indicate that an unsuccessful attempt was made to telephone the borrower, the attempt should
not satisfy the worklist item. However, a successful contact with the borrower such as “BORROWER
HAS FILED BANKRUPTCY” will satisfy the outstanding worklist item.

Keep in mind that even when a worklist item is satisfied, it may be appropriate for the collector to
schedule other follow-up activity such as letters, QuikLetters, additional calls, skip tracing, etc. In
addition to the ability for the collector to manually schedule activities, some activities are automatically
scheduled by Automatic Event Processing controls.

. Borrower Response Maintenance ] 4|
T Browsze ]

Action Code: IBANKHUPT Flag Worklist as Completed? [

Description: IBDHHDWEH HAS FILED BANKRUPTEY

| Type Cortact: [ Telephone W [n:Persan W | Letter | | Otfer |

# of Daps ta Schedule Follow-up: ISD [Enter a value between 0 and 99)

sdd | Edt | Delets | Bint | Cose |
I | L] ||Hecord:2 LILI

Figure 5-5. Borrower Response Maintenance Screen
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Borrower Response Maintenance Browse Screen

The Borrower Response Maintenance browse screen lists the descriptions and action codes for currently
available options. The screen provides left/right and up/down scroll bars to display the complete listing.

Maintenance T ]

Action Dezcription =
p (BAD ADDR MAIL RETURMED FROM BAD ADDRESS -

BAMKRUPT BORROWER HAS FILED BAMERUPTCY

CAMCELLATION  |BORROWER REQUESTSMWILL FILE SERYWICE CAMCELLA

DECEASED BORROWER 15 DECEASED

LEFERFM BORROWER REQUESTS.AWILL FILE DEFERMEMT REGIUI

DISABLED BORROWER REQUESTS.AWILL FILE DISABILITY DOCUMI

LDISCOMMECTED |BORROWER'S HUMBER HAS BEEM DISCOMMECTED.

DISPUTES DEBET |BORROWER DISPUTES DEBT -
[+] | o

Figure 5-6. Borrower Response Browse Screen
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Automatic Event Processing

From the Automatic Event Processing screen, the Collections System administrator sets up “rules” to
control the automatic scheduling of future events, such as calls, transactions, emails or letters, based on
activity on the loan that has or has not occurred. Each listed system event may be enabled or disabled to
meet the needs of the client. The administrator schedules the call, letter, email or transaction to occur at
a specified number of days after the defined system event.

Note: When “transaction” appears in the screen’s Action column, the number of days until the
loan’s scheduled removal from the Collection System appears under the #days? column.

For example, when a “promise to pay” date is entered, a letter automatically will be scheduled to be sent
the following day if the Administrator has selected “1” day in the “# Days?” field. The name of the
letter to be sent based on the specific event then inputs and displays in the Letter column. In the
example below, the letter PROMPAY will be scheduled to be sent one day after a promise to pay is
entered. In addition, based on the example below, the borrower’s loan appears on the collector’s
worklist again seven days prior to the promise date to prompt a second telephone call to remind the
borrower of the promised payment.

b

This screen is equipped with a up/down scroll bar to display the complete listing of available “rules.’

Use “Y” or “N” in the “Enable” column to change from “Yes” or “No” and then press the “Save”
button.

. Event Processing - O

Sugterm E vent Action | Enable | # Daps? | Letter =
p [Default Claim [Status 81]. Call e 45 e

Erralled, graduate student Call Mo E

Enralled, graduate student Tranz  |Yes 1

Erralled, undergraduate student Call Mo 7

Enralled, undergraduate student Tranz  |Yes 1

Grace following enrollment Call Mo g

Grace following enrallment Tranz  |Yes 1

[Erace, deferred while in grace status Call ez 0

Grace, deferred while in grace status Tranz  |Yes 1

Hardzhip deferment/hardship billing Call e 1

Hardship deferment/hardzhip biling EMal |ves 2 HaRDSHIP

Hardzhip deferment/hardship billing Letter  |Yes 1 HaRDSHIF

Hardship deferment/hardzhip biling Tranz  |Ves 1

Loan accepted by DOE [Status 33). Tranz  |Yes 1

| narn aecinned o OOF [Stabe 83 Tran N 1 =
Letter: I j
EMail: | j

Last Updated on  07/11/2005 Save | Exit | Brint |

Figure 5-7. Event Processing Screen
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Custom Letter Maintenance

The Collections System administrator may add, edit, or delete custom collection letters and define the
letter code and description from this screen. The letter text may include one or more of the predefined
and system limited Merge Codes. When editing a custom letter using a merge code, you need to type
the new merge code field as shown here. (Example: <<Loan Type>>) If you try to double click the
merge code, the merge code (i.e. << Loan Type>>) will appear at the end of your text. Data made
available in the Merge Codes is obtained from the Collections System (System III data downloads) and
the Collections System tables. Examples of data from the Collections System tables are the Collector
name, title, etc. that would be obtained from the Collector Maintenance screen. Custom letters that are
automatically scheduled can be excluded for borrowers who are assigned to external collection agency.

Letter Fee is an optional field that can be used to assess a fee (other cost) to the borrower for a specific
letter.

%. Custom Letter Maintenance =] E
Maintenance T Browse ]
Letter Code: |ERCREFPROM
Description: | Promise to Pay-Fayment not received
Merge EcBomMames> <<Prog/S eq Murnbers > <<Collectar Name:» Letter Fee:
Codes: [<<Bom Addresss» <<Loan Types» <<Collector Title>> ..
< <Account Mumbers s <<Cument D ates << Collector Phaones >_| ||:|. o0 When prlntlng, you have the
4 I I L4 . .
option to print all custom
Include: [T SehoslName/ddiiess [ EallectonWamer W Eolectar Phoreth W Colleston Eay i letters or the current letter ou
¥ | Loan dceaumt & ¥ | Coflestarn Title: W Eallectan Bl ™| Ericlasurels] . . Y
¥ | Diateiaf Letter ¥ | Barrayen Hame W | Salitation ¥ | Sigriature: are Vlerng.
¥ | Letterhiead Loga
Exclude: [ Autamatic Sehediling far Extermalbaencies
4z nioted on your account, pou have promized a payment of <<amt Committed:> by <<Promize Dates», /

43 of this date, we have not yet received pour payment as promized. Please submit this payment to our
office immediately to present further collection efforts and late fee accrual

If pou have any questions regarding this agreement, pleaze contact our office immediately. appraciate
your cooperation.

Sinceral, ' '
To print or preview a
sdd | Edt | Delete | Birt | Sample | new or existing letter as
M| 4 |[Fecord: T ] a sample
T

Figure 5-8. Custom Letter Maintenance Screen

The Custom Letter screen allows the user to print or preview a new or existing letter using fictitious
information (ie. “Merge codes” and “includes”). By pressing the button labeled ‘Sample’ the user can
preview letters to work with merge codes, includes and margins (from the System Default table) to make
sure the letter appears as needed.

Note: When assigning the name to a new custom letter that you have created, no spaces should
appear in the Letter Code text.

Please see a list of Available Merge Codes on the next page.
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Available Merge Codes

<<Borr Name>>
<<Borr Address>>
<<Account Number>>

<<Program/Seq Number>>

<<Loan Type>>
<<Current Date>>
<<Collector Name>>
<<Collector Title>>
<<Collector Phone>>
<<Collector Fax>>
<<Collector Email>>

ADMINISTRATION MENU 5-8

<<Amt Committed>>
<<Promise Date>>
<<Spec Bill Amount>>
<<Spec Bill Begin>>
<<Spec Bill End>>
<<Separation Date>>
<<Orig Loan Amt>>
<<Prin Loan Bal>>
<<Loan Curr Amt Due>>
<<Loan Past Due Amt>>
<<Loan Fees Due>>

<<Loan Bal>>

<<Last Pymt Date>>
<<Last Pymt Amt>>
<<Lender Name>>
<<Defer Start>>
<<Defer End>>
<<Defer Grace Date>>
<<Invoice Amt>>
<<Total Invoice Amt>>
<<Reply By Date>>

<<Return Form By Date>>

<<Total Loan Amt Due>>
<<Rtrn Ck Fee>>

<<Coll Agency Name>>
<<Coll Agency Phone>>

The merge codes listed below total all loans on the Collections System for that field for the borrower.

<<Borr Loan Fees Due>>
<<Borr Total Loan Amt Due>>
<<Borr Loan Bal>>

<<Borr Last Pymt Due>>

<<Borr Orig Loan Amt>>
<<Borr Prin Loan Bal>>
<<Borr Loan Curr Amt Due>>
<<Borr Loan Past Due Amt>>

i. Custom Letter Maintenance ]

Sample Letter

This sample letter can be used to test
dlfferent “includes” on the Custom Letter || ——
Maintenance screen. Description: |5 ample Latter
(Examples: school name/address,

Maintenance T Erowse ]

: ] << Bor Mames » <<Progs/Seq Humbers» << Collectar Mames > Letter Fee:
COlleCtOI' name, enClOSllreS, etC.) Thls C:c[lgez; <<Bor Addreszss <<Loan Types» << Callectar Titles>» o
Sample letter Wlll help you test different <4<IAccount Numbler>> <¢Cument D ates » < Collectar F'hone»_'l |D_DD

margins (left, right, top, and bottom) on
the System Default table. To print the
sample letter, go to
Reports/Letters/Letter Generation. On
the Letter Generation screen, press the
button labeled “SAMPLE.”

[ Collector Mame [ Collector Phone W Collector Fax 8
[¥ Collector Tite [ Collector EMail ¥ Enclosurels)
¥ Bomower Mame [V Salutation ™ Signature

Include: v Echaol Mame/ Addiess
¥ Loandcoount 3

[V Date of Letter

[~ Letterthead Logo

Exclude: [T Autormatic Sehediling for ExteralSoencies

Thiz iz a zample letter. On thiz zample letker you may test uzing different includes (ex: zchool =
name/address, collector name, enclozures). You can alzo change your letker margin defaults (left, right,

top and battam) an the Systern Defaults table. To prink pour zample letter go to Reports/Letters/Letter
Generation. On the Letter Generation screen press the button labeled S ample.

Sincerely,

Note: You can only edit “Include” on
the sample letter

|
Update | Cancel |
] I 4 ||Edit recard LILI
Figure 5-9. Custom Letter Maintenance Screen — Sample Letter
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Email Maintenance

The Collections System administrator may add, edit or delete custom collection emails and define the
Email Code, description and subject line from this screen. The Email text may include one or more of
the predefined and system limited Merge Codes. When editing a custom Email using a merge code, you
need to type the new merge code field as shown here. (Example: <<Borr Name>>) If you try to double
click the merge code, the merge code (i.e. <<Borr Name>>) will appear at the end of your text. Data
made available in the Merge Codes is obtained from the Collections System (System III data
downloads) and the Collections System tables. An example of data from the Collections System tables
is the Promise Date.

i. EMail Maintenance !Ii[ B L
iMa T BErowse ]
EMail Code: IDEMDEHG HTHL fermat? [

Drezcription: INamex’AddressfF'hone Mumber Change

Subject Line: IN ame/Address/Phone Number Change

Merge |<<Borm Mames:» <<Current D ates» <<Prin Loan Bal=»
Codes: [<<account Nurmnbers» <<Promige Dates » <<Loan Curr Amt Dues»
<<Prog/Seq Mumbers > <<0rig Loan Amts > <<Loan Past Due Amt: >
4] | |
<HTML:><BODY> =

<Pz'w'e have received and proceszed pouwr request for a name and/or address change. </F»
<PrFlzaze contact our office if you have any guestions. For general loan infarmation, please contact
Campusz Partners at 1-800-334-8609.< /P>

<Pz Sincerely < P> BODY> < /HTML>

Ly o

add | Edt | Delete | Bint | Sample | Close |

L} I 4 ||F|ecord:1 LILI

Figure 5-10. Email Maintenance Screen

You have the option to write the body of your email in HTML format or not. Writing your Email in
HTML format just gives you more control of your document structure (paragraphs, font size, bold,
underlined, etc.) If you choose to, please see the below example and the helpful hints at the end of this
section.

Example of Email in HTML format:

<HTML><BODY>

<P>We have received and processed your request for a name and/or address change.</P>

<P>Please contact our office if you have any questions. For general loan information, please contact
Campus Partners at 1-800-334-8609.</P>

<P>Sincerely,</P></BODY></HTML>
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The Email Maintenance screen allows the user to print or preview a new or existing email using
fictitious information (i.e. “Merge Codes”). By pressing the button labeled ‘Sample’ the user can enter
an email address to send a sample and preview the email to work with merge codes, paragraphs, font
size, etc. to make sure the email appears as needed.

Note: When assigning the name to a new custom email that the user has created, no spaces should
appear in the Email Code text.

Available Merge Codes

<<Borr Name>> <<Prin Loan Bal>> <<Last Pymt Date>>
<<Account Number>> <<Loan Curr Amt Due>> = <<Last Pymt Amt>>
<<Prog/Seq Number>> <<Loan Past Due Amt>> <<Reply By Date>>
<<Current Date>> <<Loan Fees Due>> <<Return Form By Date>>
<<Promise Date>> <<Total Loan Amt Due>>

<<Orig Loan Amt>> <<Loan Bal>>

Helpful Hints - HTML Format

1. Tags

Example of a tag to make something BOLD.
Open tag <b>
Closing tag </b>

<b>This text is bold</b>

Tags in HTML are not case sensitive

2. Document Structure

HTML documents have two parts, the head and the body. The body is the larger part of the
document. The head of the document contains the document’s title and similar information.

3. Headings
Headings are some of the most important tags within the Body of your HTML document. You
will usually use a heading to tell what the following section of your email is about. The opening
tag for a heading is <hy> and the closing tag is </hy> with ‘y’ being the size of the heading (1
being largest and 6 being smallest).
<h1>Campus Partners </h1>

4. Paragraphs
The opening tag for a paragraph is <p>, and the closing tag is </p>.
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5. Text Formatting

<b> and </b> for Bold

<I> and </I> for italics

<u> and </u> for underlined
<tt> and </tt> for typewriter
<font size=+1> and </font>
<font size=+2> and </font>
<font size=+3> and </font>
<font size=-1> and </font>

6. Align Attributes

<h1 align=left> and </h1> left align
<hl align=center> and </h1> center align
<h1 align=right> and </h1> right align

7. Line Break
<br>
Example:
Sentence one. <br>
Sentence two. <br>
Sentence three. <br>

8. Horizontal Ruled Lines
The tag for a horizontal ruled line is <hr>. The horizontal ruled line does not have a closing tag.

0. Add a LinkTo add a link you will use the <a href="location”> opening tag and </a> closing tag.
The link that appears between the two tags (opening and closing) will become underlined and
colored, and if you click on the underlined text it will send the user to the location within the
quotes.

Examples:
Visit <a href=www.campuspartners.com> Campus Partners new website.</a>!

If you want a link to open a new window, add target="_blank” to the end of the anchor tag.
Example:
<a href=http://www.campuspartners.com/target="_blank> Campuspartners.com</a>
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Assign Collector to Borrower

The “Assign Collector to Borrower” function can be used to override the automatic assignment of a loan
to a specific collector. To override the automatic assignment, select the borrower from the browse
borrower feature, and then select the collector from a drop down box containing the list of collectors
from the Collector Maintenance screen.

w. As<ign Collectors

Bomower |d: I I%

Bomower Mame: |

Caollectar: I j

I” | Bemovedssignment? Save | E zit I

Figure 5-11. Assign Collectors Screen

Reassign Collectors

The Reassign Collectors screen adds the ability to change open existing assignments by group (program,
collection agency, alpha, cohort, and social security number). This feature only changes existing
worklist items not processed or cancelled and existing scheduled letters that have not been printed or
cancelled.

Note: Future collector assignments still will be determined by ‘Collector’.

Examples:
.:ssign £ | Alpha
B Collector 1 A to HZ
00026 Collector 2 1to QZ
P —— :I Collector3 RtoZ
00700
00776
0001 —vl
Alpha Range: I— I— I~ Cohort SSN Range
55N Range: | | Collector 1 000000000 to 546999999
i | | Collector 2 547000000 to 608999999
Beassign el Collector 3 609000000 to 999999999

Figure 5-12. Reassign Collectors Screen
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Collection System Activity Flag

From this screen, the Collections System administrator may send a transaction back to System III to
change the Activity flag on an individual loan. This action either removes the loan from the collection
system or changes the flag to “D” (do not automatically remove) to prevent the loan from being
automatically removed from the Collections System for any reason.

. Collection Activity Flag E
: T Browse ]

Program: I Loan #:I Seq §#: I_ Iﬁ

Barmower Mamme: |

Activity Flag: I j
add | Edt | Delete Chose_|
L | 4 ||F|ecu:|rd: -1 Llll

Figure 5-13. Collection Activity Flag Screen

Collection Activity Browse Flag

As with other transaction screens, the Collection Activity Flag screen has a browse screen that allows
the collector to view all outstanding Collection Activity flag transactions that have not yet been
downloaded to System III for processing. The transaction date controls when the transaction will be
downloaded to System III.

. Collection Activity Flag

1

Proogram Loant Seqit | Tran D ate Achivity Batchit | Batch [ ats

Maintenance T

[+] | v

Figure 5-14. Collection Activity Flag Browse Screen
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Worklist Balancing

From the Worklist Balancing screen, the Collections System administrator can adjust workloads to
accommodate changes in work schedules (vacation, sick leave, etc.). The administrator may elect to
distribute the worklist assignments for a collector among all collectors or reassign them to one particular
collector. If ‘share’ is selected, all collectors will see the workload for the collector out of the office.

. Worklist Balancing
Display Worklist for Week Beginning on: IDS“’DE“Q004 Calendar Icon
|Collecl0r |M0ndal,l |Tuesdal,l |Wednesdal,l| Thursdal | Sunday
[+] | 3
[ Callector [Starting [Ending [Share [Reassion To [Motes
| | | | | bdd |
Edit |
Delete |
[«] | e
Cellector I j Start: I o End: I ’J“'l
Waorklist Assignment. € Share © fssian to...l j S22
Commert: | Eancell
E xit |

Figure 5-15. Worklist Balancing Page

wi. Worklist Balancing -0 =
Calendar :
| N . Display Worklist for Week Beginning on: IDW-I 3/2004 1 September 2004 r
Clicking the icon at the top of the | Septenber o
. . . Collectar donday Tuezday  |Wednesday| T) Sunday

Worklist Balancing screen will launch a P [COLLECTOR 0 2 0 0025 @ 31 1 2 3 40

. COLLECTORZ2 1] 1 1] 115 & 5 39 10 110
calendar. This calendar allows the COLECTORT 6 i . e edoe 3 0t
administrator to view the workload for A A
all collectors for the week selected. The 304 5 5 7 8 9
week begins on a Monday. If a date L] | :
Other than a Monday iS Selected the [ Callector IStartinu IEndinu [Share [Reassion To INotes */

9 Add
system will default to the following ™
Monday. The two arrows at the top of Delee |
the calendar allow the user to view |<| | ,
different months. The date circled in red
is the current date. Callecter | El start | 7/ EnN ¢ /
worklist Aszignment: € Share € Sesion o I j S ave
Comment: I Eared

Figure 5-16. Calendar et |
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To share or reassign a collector’s workload

1. Click the ‘Add’ button on the right side of the Worklist Balancing screen.
Go to the bottom half of the screen and select the collector whose work needs to be shared or
reassigned.

3. Select the collector’s name by the using the drop down arrow box.
4. Click the icon to the right of the start and end date.
5. This icon will launch a calendar that allows the administrator to select the day(s) or week(s) of the

workload that needs to be shared or reassigned.

In the example below the week is shaded in gray (September 13 through September 17). You can
manually enter the dates or you can click and drag across the dates on the calendar.

Next, you will have the option of distributing the workload among the other collectors or reassigning it
to a particular collector by using the radio buttons beside ‘Worklist Assignment.’

6. If you choose the ‘Assign to’ radio button, then use the drop down box beside of this field to select
the name of the collector to whom you want to reassign the workload. The comment box is a free
form box, where you can make notes about the workload reassignment (ex: Vacation, sick time).

. worklist Balancing - |O) =%
Digplay workligt for \wWeek Beginning on; IDS’PI 3/2004
Collector tonday Tuesday Wednesday| Thursday | Friday S aturday Sunday
 |COLLECTOR ] z ] ] ] 0 0
COLLECTORZ ] 1 ] 1 ] ] ]
COLLECTORS ] ] 1 1 ] ] ]
L« ;I September 2004 _'I 5
| Collectar | Starting [Ending | Share |
233 3 o1 2z 3 4 3l
5 ey e 3 10 M7 _I Shaded Area of Calendar
12 a3 14 a5 18 i 18 Edi_|
19 20 N 2 13 oMoHm e
2 27 28 29 30 1 2J—I
[4] | 304 5 6 7 % 9|k
Collector [ Coflector 3 [COLLECTORS = - [091302004 - [o972004 . .
! = star | e | ' Assign to Radio Button
wiorklist Assighment. ¢ Share 7 Assign to...l‘ = S|
Comment: | Eancel'
Exit |
Figure 5-17. Calendar with Dates Shaded
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7. After you click save, you will find the reassignment in the middle portion of the screen. This will
display the collectors name, the start and end date, whether the workload is shared (yes) or
reassigned (name of collector), and any notes made about the reassignment of the workload.

s, Worklist Balancing =] 3
Digplay Whorklist for Week Beginning on: IDS"PI 3/2004
Collector Monday Tuesday | "Wednesdaw Thursday | Friday Saburday | Sunday
p |COLLECTOR 1} 2 1] 1] 1] 1] 1]
COLLECTORZ 1} 1 1] 1 1] 1] 1]
COLLECTOR3 1} 1} 1 1 1] 1] 1]
Reassignments Displayed Here
Ll ;
5
[ COLLECTOR3 03/13/2004|09/17/2004 | Ves Yacation <.ﬂ\dd i
Edit |
[VElEte |
|«
Eollecter: | o jlector 3 (COLLECTOR3 H et |sz13£2004 End: IDSH 742004
Worklist Assignment. & Share (T Assign to...lm vl S ave I <
Comment: IVacation Cancell
Exit |

Figure 5-18. Worklist Displaying Reassignments

Collections System
Produced by Product Development

Confidential

April 2006
Campus Partners



COLLECTIONS SYSTEM ADMINISTRATION MENU 5-17

Editing an Assignment

To edit a collector’s reassignment, first make sure that the black arrow on the left-hand side is pointing
to the collector’s reassignment that you would like to edit. You may edit:

= the worklist assignment (share or assign to),
= the name of the collector the workload was assigned to,
* and/or comments.

To change the start or end date, delete the reassignment and add a new one.

To delete a collector’s reassignment, make sure that the black arrow on the left-hand side is pointing to
the collector’s reassignment that you would like to delete and then press the ‘delete’ button.

. Worklist Balancing =] E3
Dizplay Warklist for Week Beginning on: ngﬂ 3/2004
Collectar Maonday Tuesdayp ‘wednesday| Thursday | Friday Saturday Sunday
p |COLLECTOR a 2 1 1 a 1} a
COLLECTORZ2 a 1 a 1 a i} a
| [5] :
Make sure the black Callector [Stating  [Ending [Share [Reassion To [Motes
arrow is pointing to the COLLECTOR3 |09/13/2004/ 09/417./2004 |COLLECTOR |Wacation add |
correct collector Edit |
Delete |
[} | r
Collector I j Start: I 4t End: I 4t
Worklist Assignment:  ( Shae © fesion to...l j Sz
Carnment: | el
Exit |

Figure 5-19. Worklist Balancing Screen
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System Defaults Screen

The school name, address, telephone number, logo, etc. on this screen will appear on custom letters.
The return check fee amount will be used when the return check fee variable is printed in a custom
letter. Please note that the return check fee is not automatically added to the loan. The letter margin
defaults can be set so that custom letters can be adjusted to fit different types of letterhead. The initial
placement fee can be assessed as a collection fee or other fee. The fee can be a flat amount or a
percentage of the past due or payoff amount.

The letterhead logo should be stored as a bitmap (example: c:\universitylogo.bmp) and will print
automatically on custom letters. Make sure each letter that should include the school logo has the
“letterhead logo” box checked on the “Custom Letter Maintenance” screen (Fig. 5-8). The logo will
print at the top of the letter.

. e ]

The “monthly collection fee charged to the

M ame: IEampIe Univerzity

Address: [2400 Reprolda Fid Phone: (3386072000 borrower” is an optional monthly fee. Put the
| Fax  |@335)c07a888 dollar amount you would like assessed to the
:Winston-SaIem,NE i3 borrower. If the borrower has more than one
EMalk  [ooloctor@sanpleuriv odu loan, the first loan will receive the fee. The fee

will be assessed on the 28" day of each month.

Finance Charge? r Last Invoice #: I | Prompt Password: ISU |
Finance Fate: ID Last Pymt Ref $#: | Elctugs Dzl Fare |-|5 |

[Thiz option dizables individual collector, alpha,
numeric, agency and program assignments]

‘ [~ Ewen Distribution of Warklist Assignments?

Initial Placement Fee Charged az: IEDII Fee 'l
Amount: W 0OR  Percent W of © PastDug Payoff
Monthly Collection Fee Charged to Bomawer: |1 0.00 4 : Monthly Collection Fee Field
Letter Margin Defaults...  Left: | 1 FRiight: | 1 Top: | 1 Bottom: | 1 *Letter Margins
Letterhead Logo: | Left Ri ght
Save | Ezxit | Frint | L 1 1
1 1
. 1.5 1.5
Figure 5-20. System Defaults Screen 15 15
2 2
2 2.5

Change Collector Password Screen

The Collections System will prompt each user to change their password every 60 days. This password
must be at least § characters long.

&i. Change Collector Password [_ [O] x|
0ld Pagswond:

Mew Pagsswornd: OK |

Werify:

Cancel

Figure 5-21. Change Password Screen
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