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Chapter 5: Collections

On-Screen Collections

On-Screen Collections Offers Multiple Features and Functions

o Past Due List displays pertinent Customer and Account information

Contact/Commit window
e Increase efficiency by allowing a Commitment and/or multiple Calls/Commitments from this window
e Allow the ability to navigate other screens with this window remaining open, available, and moveable

o Refresh Button will update/refresh the Collections Past Due List screen while employees are actively working

Mobile App allows user defined collection list to be downloaded to a mobile collections app

o Real Time Broken Commitment Status (when a commitment time is broken, it will be reflected as a broken
commitment on the Collections screen)

o Chase Cards/Pick Up Receipts available to print as the call list is worked

Collection Letters may be selected for printing as the call list is worked

o Spinner will display during the building of a new Account Management Work File to notify the user that
customer records are being retrieved to create the work file

0]

o

o

Past Due List Additional Information

By moving the mouse to a customer in the list, “Additional” information will be displayed.

o Account History — This section displays the following information:

e Current Commitment and Last Contact info that used to appear in the information bar
e #Times Past Due
e % OnTime — (Total # pmts paid - # late pmts paid / # pmts paid)
e Days Free/Extensions
e Term (Payment Mode)
o Customer Details — This section contains the following information:
e Calls Today — Total number of calls made today
e Calls WTD — Total number of calls made from Sunday-Saturday
e Broken Commits — Total number of broken commitments
e Total Commits — Total number of commitments
e Customer Address

o Refresh Button — This button refreshes the screen (useful when multiple employees are working collections). If
a customer makes a payment, they will be removed from the list. New Commitments or Call Attempts will be
displayed and color-coded.

o Send to Mobile Button — A column was added to make a list of customers for field visits. The list can be sent to
the mobile collections app (please reference the Collections App section of Chapter 13: Mobile
Applications for more details).

o Customer Notes — In the column titled “Nt,” a “Y” indicates that there are notes on the customer’s account.

o Log Call - This option allows faster calling if desired (goes directly to customer/reference phone numbers).

o Chase Card — The column titled “C/P” allows generating or printing of Chase Cards and Pick-Up Receipts. The
Chase Card option will print information for two Rental Agreements per page by selecting All Agreements.

o Collection Letters — The column titled “L” may be selected for printing as the call list is worked.
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Create a Collections Call List

Access the On-Screen Collections feature by clicking on the Collections icon in the lower left area on the main

cynergi|suite screen.

O

0

Please Note: If this is the first time to build a collections call list, it will show the printer file.

The Default Printer Name will be automatically set, but it may be changed if needed. Click OK to continue.

SOIT REFORT DESTINATION
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Please Note: If you have previously been in the collections screen, the OPTIONS screen will appear.

The most important option to select is “Build New Work File.”

o Selecting YES will create a new call list using specific filter options that will be current and up-to-date.

o Selecting NO will bring up the previous call list that was created at an earlier time.
There are many reasons for building or not building a “New Work File.” For example, if an employee is working from a
call list (Work File) and they are interrupted, they may want to pick up where they left off. If so, they may choose not to
build a new work file. However, if an employee leaves for lunch and several hours have passed they most likely will
want to build a new work file to bring the call list current (up-to-date) to avoid making calls using outdated information.

Please Note: For this example, a New Work File will be created.

Click OK to continue.

OPTIONS
Print Pick Up Receipts? No v
Number of Copies: 1

Build New Work File? Yes v

@ ok

Whether building a new work file or creating a work file for the first time, the BUILD NEW ACCOUNT MANAGEMENT
WORK FILE screen offers two main criteria forms that can be used: “Simple” form or “Advanced” form.

Using the Simple Form to Create a Call List

The Simple Form is the default. It contains the following criteria that may be used to create a collections call list.

[ BULD NEW ACCOUNT MAMASEMENT WORK FiLE ]

0y

[oore )@
I

o LIST ACCOUNTS BY: Defines the primary sort order.
1) Customer Name: Alphabetically beginning with A.
2) Oldest Due Date: Lists the agreements beginning with furthest past due.
3) Payment Amount Due: Lists the agreements beginning with the largest amount due.
4) Newest Due Date: Lists the agreements beginning with the furthest future due date.
o STORE: Defines which store’s agreements will be displayed in the call list.
The default is set to the store the user is logged into. However, the default may be different depending on the
system configuration.
o ACCOUNT MANAGER/ROUTE: Defines which Route’s customers will be displayed.
Set to “0” to list all routes or enter the specific route number.
o OLDEST DUE DATE TO NEWEST DUE DATE: Allows a date range to be set.
The Newest Due Date will always default to the current date, which combined with leaving the “Oldest Due
Date” blank, it will create a call list from furthest past due agreements to agreements “Due Today.”
The Oldest and Newest due date fields may be used to create very broad or very specific call lists.

Revised 12/20/18 6|Page
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o OLDEST COMMITMENT DATE TO NEWEST COMMITMENT DATE: Allows a date range to be set.
The default will be empty or blank. These fields can be used to define agreements with commitments on or
between specific dates.

All of the criteria options can be used together or individually to create a call list.
Please Note: This example is using the Simple Form with basic selections for a call list.

Once the criteria has been entered, click OK to generate the call list.

BUAD NEW ALCOUNT MAMACEVENT WORK i E

H

l Tt

Please Note: The Work File/Call List will be in the same format using either Simple or Advanced. The only difference will
be the search results returned.

Using the Advanced Form to Create a Call List

The ADVANCED FORM button is found at the bottom left of the Build New Work File screen. To use the Advanced Form,
do not enter search criteria on this screen. Click ADVANCED FORM to continue to the more detailed criteria screen.

L2) WM ACTTANT MAMAGEMENT WERK §

o

== =

The Advanced Form contains the same criteria as the Simple Form, plus the following additional criteria:
o Generate Pick-up Receipts

Customer Types

Agreement/Contract Types

Picked Up Past Dues

Oldest Picked Up Date to Newest Picked Up Date

Select By A/R Billing Cycle

O O O O O
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o GENERATE PICK-UP RECEIPTS: By selecting Yes, all agreements in the call list will be flagged to have a pickup
receipt printed.

o CUSTOMER TYPES: Allows the option to select from specific “Customer Types” to create a call list containing a
single customer “Type.”

o AGREEMENT/CONTRACT TYPES: Allows the option to select “Agreement/Contract Types.” To create a call list
containing a single agreement/contract type.

o PICKED UP PAST DUES: Allows selection to “Include” or “Exclude” past due agreements with a balance due,
that were picked up between the OLDEST PICKED UP DATE and the NEWEST PICKED UP DATE. There is a third
option “Only” that will create a call list consisting of only agreements that have been picked up with a past due
balance between the newest and oldest picked up dates. The default is Exclude and the default Newest Picked
Up Date will be the current date. If not using this criterion, leave the default settings.

Picked Up Past Dues: Exclude v

Oldest Picked Up Date: [3 Newest Picked Up Date: 6/08/15 [5

SELECT BY A/R BILLING CYCLE: This option is used for revolving charge billing cycles. Selecting Yes will allow up to four
“Cycle Types” to be entered. If billing cycles are not used leave the default set to No.

Select By A/R Billing Cycle: Yes v Cycle Types:

¥}
L
I=

Please Note: You may click on the SIMPLE FORM button at the bottom of the screen to return to the Simple Form
selection criteria.

When all selections have been made for the Advanced Form, click OK to generate the collections list.
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Build New Account Management Work File Screen

When building a new work file (collections call list), a “Spinner” will display to notify you that customer records are being

retrieved to create the work file.

BUILD NEW ACCOUNT MANAGEMENT WORK FILE

Newest Due Date 2VIE )

Newest Commitment

Date

@

Please Wait... Retrieving Customers

The new Work File/Call List has been created using the Simple Form.

The list may be re-sorted by clicking in the header of any of the columns shown below. Clicking the header a second

time will sort the information back to the previous sort.
o Click anywhere in the header of the column you wish to re-sort the information.
o The numeric columns will sort by high to low or low to high.
o The alpha columns will store Ato Z or Z to A.

ACCTLINT WAAMALS MENT

N —
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Collection Activity
Collection Call Attempts and Commitments

Add Contact/Commit Window
The Add Contact/Commit window is used when making collection calls. It contains the following information:
o Contact Person displays the Customer name
o Contact Information contains all related customer phone numbers and reference phone numbers in a pick list
o Phone Number displays the phone number of the “Contact” from the pick list
o Contact Result contains selectable “Call Codes” in a pick list (used to record the call attempt or commitment)

The Add Contact/Commit window will remain open to allow mutiple calls to be recorded. Click CLOSE when all calls for
the customer have been completed. The window may be left on the screen when moving to other areas outside of the
collections feature.

©
.
I
)
‘
1
'

d & 009 EPeE e

3 0902000020029
O 0000000 00

The Add Contact/Commit window can be moved in any direction on the screen. Multiple Add Contact/Commit
windows can be opened at the same time. The window will remain open to allow mutiple calls to be recorded. Click
CLOSE when all calls for the customer have been completed.

ACEEIN MAMAGE MEYY Al Contact/Comemin n

Cuntome: Mty 001007207 Entmy Db 122002018 By O Tove 04 4

&
3 333

s
i
25
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Adding Contact/Commitment

How to record collection calls (Contact attempts and Commitments):
Two methods can be used to activate the Add Contact/Commit window.
o Log Call —Click the Paper Clip icon next to the customer name.
o Selecting the customer from the collections list — Click anywhere on the line displaying the customer name to
open the customer payment screen.

Log Call Method
Click the Paper Clip icon next to the customer name to immediately open the Add Contact/Commit window.

ACCOUNT MANAGEMENT
W Add Contacy/Commit = e PRSIRRICIR
Customer Number: 001003750 Entar Date: 127292008 By 998 T 11 :29
-
D CRACE Perion I PALR- WOQ0 I Q Oric “w e Past Due Log
Alr Aermt Nere At (¥ )
st indarema e v e AT
Phole nt 380 @« L] o
antact Resul B 198 N - =
% . ® © @
O o» -
A ® © @
L] ane Lt -} L0 n " o0 | % o -
' odne W “ —— ) =
[ L » 0 m. )3 as % o o
Lt -} -] L " L P& ] b % o -
4 B o -0 B L) 88" FARMMOULE ACED GRAY N 4550 mise % ﬂ )
Selecting Customer Method
Select the customer by clicking anywhere on the line displaying the customer information.
ACCOUNT NANAGENENS
Sore. Acct My De Date Commut Date
* FIRST RESULTS GROGUP *
Canys Due * T 0 v Name hooe (] (7] Des. "t #re Past Due Log C
Lats [ A Rere Amt Cw
‘¢ puL Al 210 FALEY MATT b)) = » S0 3 % e .
L 21410 R0 SALEY MATY (5555555590 n 30490 ICSONEEN N awm 1a3oe % ” =
VILLASENOCR SR RENE 155505355553 L] QUEEN STE MATTRESS '- Ea8 2 6363 x [+] =]
JONN o LLASENOR SR RERE S350 L EULL VIR DREE L) iTee ™ % ", o
4 b} Mo " L onree ] ale - - =
§ waw #T B N ] W @ ] o
[ [ 0 a1 ] -2 ke "% E2) % D .]
a 1218 1o " ARt » _w 1 ? % O -
- 8 TO € ’ 13 ') 1M % () -
4 "8 ) FAAMHOUSE AGED G iSH > @ o -
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The Rental Payment screen will open, allowing access to customer specific information (Previous Agreements, Payment
History, Call History, Commitment History, etc.). This method is typically used when more information is needed before
a collection call is made. The potential payment may be calculated prior to the call. If a Commitment is made, the
calculated payment will automatically populate in the commitment amount.

Click CALL/COMMITMENT to open the CONTACT HISTORY ADD screen.

Wi A5 LN JAO5IN xT0 (S5

ACHTTMENTS

I - : F l = Q=

Loagth 3 Terme: W RIC Fecal Charges 7534 Recancatre: 77 Due: 179,34
ML CrANLE

The CONTACT HISTORY ADD screen will open, allowing access to choose from the customer’s available contact phone
numbers/references in the pick list.

CONTACT HISTORY ADD

ustomer Number: 1003190 Enter Date; 12/2118 By: 998 Time: 17:39

@ oK 4 BACK

After selecting the phone number and making a call, the Contact Result may be selected from the pick list.

Contact Result selections allow collection activities to be recorded in two categories. These categories are specific to
each cynergi|suite configuration.

o Attempts — Allow to record an attempted contact

o Commitments — Allow a commitment to be entered, including Date, Time, and Amount the customer has
promised

Contact Person PALL WOOD

Contact Information:

Phone Number

Contact Result

@ ox 4 BACK
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Commitment Example
Click OK to continue.

CONTACT MISTORY ADD

[ PROMISE TO PAY

(.-:mtln Resuln

Customer Number: 100319 Enter Date: 12/2118 By: 936
Contact Parson PAUL WOOD

Contact information HOME PHONE PALUL WCOD (555)555-5556
Phone Number GE5IGE5.5555

*  BACK

Choosing a Commitment Contact Result will automatically populate the amount calculated from the rental payment
screen, the current date, and the current time. The fields may be edited as needed.

Click OK to file the commitment.

Please Note: If a Commitment Contact Result was not selected, this screen will not appear.

CONTACT HISTORY ADD

ner Numbes: 1003550

Custor

Contact Code Description:

Amount

Enter Date: 1272118

Time: 17 :39

-

BACK

The commitment will display in the Retention Commitment field in the rental payment screen.
To return to the collections list, click the BACK button.
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ol | RO ] e 4 387 % a
1 Lae 0 o3 » ner ‘. 6
] R 00 3 5 354 s -
.
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The collections call list is updated as the commitment and contact attempts are logged.
o Contact Attempts will be displayed in Blue
o Broken Commitments will be displayed in Red
o Current/Future Commitments will be displayed in Green
o Customers not yet attempted are displayed in Black

ACCOUNT MANAGENVENT
Stoee Aot Mpr Due Dates: 1 o ' Comymit Ostes
* FRST RESLILTS GROUP *
Oxpr Dus Trw ® -~ Namw hene [7] 9 Dear - e Povt O \op 2 \
L. Dues Are Rt Arre catl
"t AD 200 ' WALIKE B qu %9 B @ = =
T ' @ o =
X Y ! @ o <
$50.) 2 Lr] E4
® Q L
® Lr ] <
s 1 1 S0 @ o @
f b /10 p LR £ LR % o o
1 TR ASENCE SR RENE ALY . W airm @ - -
2 & W10 ALED, JOHN 5555555555 : ' e " @ o o
|

Hover the mouse over the Question Mark icon in the column shown below to show the list of collection call types.

ACCOUNT MANAGEMENT
Store: 1 Acct Mgr: Due Dates:
* FIRST RESUL
Days Phone [2) [2) Desc
Late
18 12703418 T i wOOD, PAUL (555)555-5558 R ARKALINE BROWN QBD.OM2N
8 121518 R1O < BAILEY, MATT (555)555-5555 R 65" SMART LED, 10800
S8 R C BAILEY, MATT 555 555 R 40-25IN BIGSCREEN
€a 92 RTO 3 8 7.3 CUFT. CHEST
25 a2 Y & UCH 266
7 y T s EAGL RIAN EX1TS
4 12007/18 RTO “ ABLES, DESBIE (555)555-5555 R FULL SIZE DRYER
13 12/08/18 RTO VILLASENOR SR., RENE (555)555-5555 R QUEEN SIZE MATTRESS
13 12/08/18  RTO VILLASENOR SR., RENE (555)555-5555 R FULL SIZE DRYER
8 1203718  RTO ALEJO, JOHN (555)555-5555 R FULL SIZE DRYER
—/
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Additional customer specific statistics are updated as the collection call list is worked. By placing the mouse on a
customer in the call list, the following information is available:
o Account History displays the most recent Commitment, # Times Past Due, % of On-Time Payments, and Free
Time and Extension days given.
o Customer Details displays the number of calls Today and WTD, the number of Commitments taken, and the
number of Broken Commitments.

* FIRST AESLATS GROUIN ¢
Dy [\ I o w e e l o 0 Dest " e Past Cue Lag o 1
Larw Detn Ay ferrt Ave sl
[ ' a3 - W00, FAUL 3 WAKALINE S0V QB0 DM, 2N 559 849 @ P ® ]
@ L} L]
R L] =
@ L] =
) L) -
€88 @ L =
3 3718 0.0 RILL Qv a @ ] o
5 (= UNT, JO8 PRt ot 90 0 @ e .
BSOM, TERR 1551553559 U 9 o @ L} =
ACCOUNT HSTOMY CUSTOMER DETALS
£ TOPAY $175.34 tiy 122018 D230 O 22014 —Cal—
5314 PROMSE TO PAY $175.34 by 1202 S-30nm | Tday'WTD BrokanToty
Som Aoress
N 1
TOW
7 C nerR R WA N
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Print Collections Pick-Up Receipts
Pick-Up receipts may be printed through the On-Screen collections application. Specific customer agreements may be
selected from the collections Call List.

Pick-Up Receipts can be printed:
o Immediately one at a time as needed
o Inalarge group (“Batch” mode)

Please Note: To begin a Collections Call/Work list will need to be created. Additional detailed steps for generating a
Collections Call/Work List are provided in On-Screen Collections under Create a Collections Call List.

The customer’s rental agreements are listed individually one agreement per line. To print a Pick-Up Receipt, click on the
Printer icon in the C/P Column on the agreement line you wish to select.

M TOUNT WA MEN

. + Mer vie Dats nivat Date I
* PRST NESULTS GROUR =

& &P O|O|E SO EE

RERRIO T
EEEEREREE

There are two options available for printing the Pick-Up receipt:

o 2-Pick Up Receipt: Will set the Pick-Up receipt to print immediately to the printer

o 3 -Set Pick Up Receipt Batch Flag: Will add the Pick-Up receipt to the print batch to be printed later
Both options will be shown in this document.

Select option 2 or 3 and then click OK to continue.

ACTION TO TAKE

Select Option to Print or Set Pick Up Receipt Batch Flag: v

On Chase Card, Print Single Agreement: [Y - Single Agreq 2 - Pick Up Receipt )

3 - Set Pick Up Receipt Batch Flag |

@ ox X CANCEL
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Option 2 for Individual Pick-Up Receipts

To print the Pick-Up Receipt, choose option 2 - Pick Up Receipt (for immediate Printing).

Click OK and The Pick-Up receipt will print for the rental agreement that was selected from the call list.

ACTION TO TAKE

@ ox % CANCEL

Select Option 1o Print or Set Pick Up Receipt Batch Flag: L2 - Pick Up Receipt

v]

On Chase Card, Print Single Agreement: | Y - Single Agreement v |

The following information is provided:
o Customer name and address

Total Amount Due
Number of Days Past Due

(@]
(@]
(@]
o Signature lines

Agreement number, unit Stock, Serial, and Model numbers, and Description

Revised 10/31/18
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Option 3 for Batch Printing Pick-Up Receipts

To select an agreement for “Batch Printing” a Pick-Up Receipt, click on the Printer icon in the C/P Column on the

agreement line you wish to select.

ALTOUNT MANASEMINT

Seore: Acct Mgr Due Datec Comemst Dares; Ot

* FIRST RESULTS GROUP *
Dyt Due = Type (=] Y] Pexnre Mine 9 (¢} s st Past Oue Leg
Lare Duew A fernt A Cab
e &03nT 10 ANDERSON, |ENNFER (55515553555 L) QUEEN SIIE MATTRESS 150290 4800 Q
n enT 30 ALEQ. JCHN DISEYHINS R FUAL STE WASHES »nn 197 @
m ST ] ABSETRA, O [InAss-33%s L] ATURR FUZSH MICRD WITRA 34393 FTaL! @
2 - 1 o UNGEN PECSY [S58555.5558 " SOCOARECLMNG 1300 WS o
135 w17ns 10 VALLE iSO0N (5556555555 R ~ 13£°3GBNT T H §00 00 Q

note B
[~34 Wi o HACEHAW, KATHINA $55555.5555 ® A" SVMART TV 400 1980 @ ]
3 9 w9 ANGLAMAD ADTANA 3556555355 FEOROOM =T na 333 @
13 Wans WD MITLTON, CHRISTEN 335333333 BMM CAMERA 33 359,50 %
5 &t W0 DANTCUA DAKILA [S44/445.9455 " . 1250 W, BLURTOOTW, Ty st 080 Y
133 “ang 0 BOLLAAG. COORTRE {SESAYY 5358 L) #53 178 0D PRO NN e Y
'

oooo@—o on_

Choose option 3 - Set Pick Up Receipt Batch Flag.
Click OK to continue.

ACTION TO TAKE

Select Option to Print or Set Pick Up Receipt Batch Flag: | 3 - Set Pick Up Receipt Batch Flag_v |

On Chase Card, Print Single Agreement: | Y - Single Agreement v |

@ ox % CANCEL

The line selected will now have a “P” next to the name to show it has be selected for printing a Pick-Up receipt.

ACTOUNT NMANALL NENT

Store: 1 Acce Mgy Doe Datex 0

* FIRST RESULTS GROUP *
Days Owe * Type () " Hame e 1] o e
Late Quee
3 L0 = RTO ANDERSON, ENMFEE GEHI55 5555 & QUEEN SCEMATTRESS
w 0 1o ALEND, JOHN G359 L FULL STF WASHE
Pl ne AMLOLA 0% (555554558 L ATLEE PLUSH M OND T
19 L SLGEE, PEGSY B53{5555555 # COCOM RECUNMNG
" LUSAE L1+ WILLIS. JAS0N ¥ & 138" MRITR

LolMd Boara
123 Wi AT @ BAGSHAN, KATRINA s LT TNART TV
14 LOUTE B o ARGLIAKD, AGRLANA BEORCOM KT
13 fre MELTON, CHASTEN AW TR
34 RTO PANTIA, DANELA OINSSSA55S ® - NN BUETO0TH, Oy
) mo PCULARD COUITNG 33593 L P54 ITR KOO PRO
"

Commit Datex 1 thy

!

Pt Past Due
At Berr Aost
130 50
1Y 1378
4m v
1533 35
w003 00
14583 2959
na 130
Nnu A
n RN
% wea

€4
S

& & L& & & E & O 2L

¢TI IO
@ 8 8 0 8 0 06 0 08 0
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Repeat the same steps to select additional agreements for “Batch Printing” Pick-Up receipts.
When selections are completed, click the MAIN MENU button to leave this screen and begin the batch printing process.

ACCOLUNT NANAGENENT
\\y '
* FIRAT UESIATS GROU
3 » ar heoe o o " orr 3 Loy r
L ¥ Nv Arr ("}
Yen te " 730.00 -~ N o =
@ LED, 104 ®x © @
@ . Wi LY L] L)
18 e G CCOA A% 059 @ - -
» D L] =
[ Ll @ “+ 90 [N () =
33 ¥ o -
R0 - A AME 3 % " L)
1= 1 @ A L BLULTOOT w S @ o =
¢ <~ G L L) =
ACCOUNT HIETORS CUSTOMEN DETANL
WY 11 T00 by 3 W Mgy —Calyv— ~Commits —
TdmWTD Brodsn Total
¥ Times Past Due % Om -Days
? 50 Tirs Fres a1 Twrm Acdress I
ANYTOATG TE), JOMN
> ot— ==

Printing the Preselected Batch Pick-Up Receipts
To print the Pick-Up receipt “Batch” click the Collections icon.
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From the Options screen, set the following options:

o Print Pick-up Receipts: Change the setting from No to Yes
o Number of Copies: Leave setto 1

o Build New Work File: Leave set to No

Click OK to continue.

Print Pick Up Receipts? Yes v
Number of Copies: 1
Build New Work File? No v

@ ok

The entire batch of Pick-Up receipts will print to the printer.
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Change Customer Route

In cynergi|suite, the “Route” assignment known as “Acct. Mgr.” is held in two places.
1) Rental Agreement — To move a customer from one route to another requires the rental agreement to be
assigned with the new route.
2) Customer “Default” — The Customer record contains a route assignment that is used as the default when new
agreements are created.

Change Default Route on Customer Record

Moving a customer from one route to another can be done in one step by changing the default route on the customer
record. When changing the customer’s default route, all of their active rental agreements will be updated with the new
route. There is no need to update the rental agreements separately. This will ensure any future rental agreements
created for the customer will be assigned the same “Default” Route (Acct. Mgr.). In-active rental agreements are not
automatically updated with the new route.

To update the customer record, select Miscellaneous Routines then Update Customer/Referral Info from the menu, or
enter RCUSTMNT in the Jump-To box and press the TAB or ENTER key.

i | & ’:i',O
1Cg| SUILE Jump-To box
RCUSTMNT CUENT Ity ¢S EMPLOYEE: 0000958

e 9

4 A=

Enter the customer’s name into the Customer Search and click the SEARCH button to continue.

o || ] s . D

Select the customer from the search results by clicking anywhere on the customer information line.

MOTON =/0

S A ATV =/0
010 ABASCO ‘ ANt & ANYTOW =/0
[ ARTES ) Mt AN ANYTOWS, . d u/o ]
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The customer information screen will open. Move to the Acct. Mgr field in the lower left section of the screen and
select the new “Default” Route. Click SAVE to complete the update.

Default Salesperson: Select Option v]
Customer Type RENTAL v RTO Receivable Amt
Emall Address: LUKEC@YAHOOL.COM
Allow Online Pmt: Yes v Allow Recurring Pmt: Yes
Default PO#: Best Time to Call
lﬂsiddl Store# 1-Store 1 cynergi training v Retail Conversion Cust?: No
SAVE VERIFY (2 CcOMMENT

Change Routes on a Rental Agreement

If you need to change the route assignment on a particular rental agreement independent of the customer, select
Miscellaneous Routines then Update Rental Agreement from the menu, or enter RTOCSMNT in the Jump-To box and
press the TAB or ENTER key.

1ergi | svite
e Jl\SU{ Jump-To box

N @

Recaipts

e 1 ¥

ll)"“ L '
Generate Reports £y
| DO

Tirmekesping

The Printer or File Pathname will display. The correct printer name should be the default. However, if it is not, enter
the correct printer name. Click OK to continue.

Enter the customer’s name into the Customer Search and click the SEARCH button to continue.

T 1 Pp———

Revised 1/22/19 22| Page

STUMEN SEARH




cynergi|suite. 2020

Select the customer from the search results by clicking anywhere on the customer information line.

Search For| Name vl AR “ i l Store! G-cynergesite ranng v Q spamom

0 ONLY GROUP FOR YOUR PARAMETESS, *

N Accouet Last Narnw - Feest Name Acutiesa Cry Licerive
100297 CARDENAS s 300 N MAN ST w2 ANYTCram =/0
a003as CARRANIA s 1727 W DALE MDG ANYTLIAN =/0
001063 -’i"-‘:F"lL{;:‘I x uesc 4335 W STANE Ay ANYTOWN =/0
[ ! 1snss CARTER L 202% €& WiILLIAM ANYTOIAN KE-heseY =/0 ]

Lo =3

There are two options available to select the customer’s rental agreements:
o Ifthe Agreement/Ticket number is known, it can be entered in the Ticket # field.
o Ifthe Agreement/Ticket number is not known, click BY TICKET to access all of the customer’s
Agreements/Tickets.

Please Note: Selecting BY TICKET is recommended.

MEAT TD LI CLSTOMASE MM TEMANL

g |

e i m s

When selecting BY TICKET, the customer’s active rental agreements will be shown. Select the agreement by clicking on
the agreement information line.

HENT T OWN CUSTOMER MANTTENANG)

Tcher =

WSS
Mooumt ¥ « Tk & P Agrwement Date DasCnption
[ 3EMW BX0r LA T ] FULL SIZE DRYER ]
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The Rent to Own Agreement Details screen will open. To change the assigned route, click on the Account Manager field
and enter the new route number, or display the pick list of available routes by clicking on the three lines next to the
field.

BENT 1T 0NN DUSTOMES. MANTENARCE

Lass Narm CARTEH First Name LUK

CGunt U 2
WENT 1T OWN AGREEMENT DETALY I
Salevime y = = aprs COUNE Nunagor

re | Sule =
ee = stomer Tyoe -
Aprewrtwrt Type y, ot ¥ T
F ¢ Tarm =
fscurr Paymert Mlow Ascurning Payment Vs, .
BOR ey Tires Late
Tickut Staty Depor® Amt

If using the Account Manager pick list, select the new route by clicking anywhere on the line.

SELECT ACCOUNT MANAGER
Narne Number

ROUTE
[kuul’: 2 2 ]

ROUTE 3

» - = BADK

The new route will be shown in the Account Manager field.

Click SAVE to continue.

FENT 10 W CLSTORMLY MARTENANCT

Al Narw CARTER A Nane KE AdLuunt 1B Tehat )
FINT TO OV ATRETMENT DETAILY l

Tmer Ty

greemprt Type g tomm em g
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The prompt will automatically move to the Pmt Amt field. However, no further changes are needed.
Click SAVE to continue with the route reassignment.

g LT

RERAT
Murdel Nor - oo Code wt\el v Pt Asst e B ot Uate Sef M
ADCENGTDR 336DV 7552 7% ) 2218 0s

AWAMANTINLEISEW CSsx2e 149 2K

The Print Agreement prompt will appear.
o Click YES to reprint the agreement (if needed).
o Click NO to continue without reprinting the agreement.

71} ATTENTIONI

Print Agreement?

& vES & nNo

The process to reassign a route for the rental agreement is now complete.

Revised 1/22/19
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View Past Due Inquiry

The Past Due Inquiry will display the number of BOR/Rental Agreements in each past due category per route.

To view the Past Due Inquiry, type VIEWPDRS into the Jump-To box and press the TAB or ENTER key. You may also
select it from your company’s cynergi|suite menu.

Please Note: Your menu option may be different from what is shown below.

The Store number will default to the store you are logged into and display the current business date. Press OK.

The Past Due Summary default screen displays the number of past due BOR/Agreements by Store divided by Route, then
broken down by four groups of past due categories. The total number of BOR/Agreements is displayed as well as the
percent past due.

06/08 Current Open Tuesday 06/09/15

Route « BOR 1-07 8-14 15+ SIS Tot % BOR 1-07 B-14 15+ 5/5 Tot %

Open, Current, and Future View

The primary display is OPEN/CURRENT, which displays todays “Open” numbers and todays “Current” numbers.
o OPEN: Represents the number of past due BOR/Agreements that store opened with at the beginning of the
business day.
o CURRENT: Represents the current number of past due BOR/Agreements at the time the inquiry was made.
Click on the CURRENT/FUTURE button to display “Tomorrows Open” numbers.

PAST DUE SUMMARY
Build Date: 6/09/15 D Store:
RESULTS Q
06/08 Open 06/08 Current

Route < [ BOR 1-07 8-14 15+ S/S Tot 1-07
01 ROUTE | 394 93 7 12 0 112 85
02 ROUTE | 408 95 8 13 0 116 80
Totals: @2 188 15 25 0 228 165 9 25 0 199 24y

howing 1 to 2 of 2 entries 1
CURRENT/FUTURE FLOAT DOLLARS 4 BACK
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The primary purpose of the CURRENT/FUTURE view is to compare how many BOR/Agreements are currently past due
compared to how many may become past due at tomorrow’s opening.

To return to the previous view, click the OPEN/CURRENT button again to go back to the CURRENT view.

Float Dollars View

Another feature of the Past Due Summary is to “toggle” from the primary format (number of past due BOR/Agreements)
to FLOAT DOLLARS (the Amount of past due rent).

To change the display to view the past due rent click on the FLOAT DOLLARS button.

PAST DUE SUMMARY
Build Date: 6/09/15 @ Store:
RESULTS Q
06/08 Current | open Tuesday 06/09/15 |
Route = OR 1-07 8-14 15+ S/S Tot % OR 1-07 8-14 15+ S/S Tot %
01 ROUTE | 395 85 4 13 0 102 25.8 1395 86 4 13 0 103 26.0
02 ROUTE | 407 80 5 12 0 97 23.8 | §407 84 3 14 0 101 248
Totals: @2 165 9 25 0 199 24y @2 170 7 27 0 204 254
Showing 1 to 2 of 2. entries l 1
OPEN/CURRENT FLOAT DOLLARS 4 BACK

The FLOAT DOLLARS view will display the amount of past due rent instead of number of past due BOR/Agreements.

The Past Due Rent will be displayed per route broken down by past due categories and show the total percentages of
past due rent.

Click on the CURRENT/FUTURE button to display Current Float and Tomorrows Open Float.

PAST DUE SUMMARY

Build Date: 6/09/15 Store: 1

RESULTS Q

06/08 Open 06/08 Current

1-14 15+ Days Total Fit% 1-14 15+ Days Total

1046.40 1154.29 2200 5.6 911.03 1201.15 2112

1021.37 97461 1995 54 784.71 927.75 1712

Totals: @67.77 2128.90 4195 &y 1695.74  2128.90 3824 Sy

Showing 1 to Z of 2 entries 1

CURRENT/FUTURE COUNT 4 BACK
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The primary purpose of the CURRENT/FUTURE view is to compare how many dollars of rent are currently past due to as
compared to how many may become past due at tomorrow’s opening.

o Toreturn to the previous view, click on the OPEN/CURRENT button.
o Toreturn to the primary default view (OPEN/CURRENT number of BOR/Agreements) click the COUNT button.

PAST DUE SUMMARY
Build Date: 6/09/15 [jﬂ Store:
RESULTS Q
06/08 Current | Open Tuesday 06/09/15)
Route ~ £1-14 15+ Days Total Fit! 1-14 15+ Days Total Flt%
1 911.03 1201.15 2112 5.4 1222.27 1237.22 2459 6.3
2 78471 927.75 1712 46 991.00 1044.49 2035 5.4

Totals: M@95.74 2128.90 3824 S.Q @13.27 2281.71 4494 S.y

OPEN/CURRENT COUNT 4 BACK

Additional Information

The default is today’s date. However, a future date may be entered to display the number of BOR/Agreements that may
become past due from today to the future date. The CURRENT/FUTURE view must be used for this feature.

Below is an example: To display the number of agreements due for the remainder of the week, enter the upcoming
Saturday’s date.

PAST DUE SUMMARY

~
rJ
(]
]
[¥¥)
(]
~
~J
u
(=]
(=)}
N~
~
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Exit Collections Call List and Return to Same Page

It is possible to exit from the collections screen and reenter later to the same page. By exiting out of the Collections
screen in one of the following three ways, you will be able to successfully go back into the Collections screen and pick
back up where you left off.

Example:

An employee is currently in the Collections screen working on page 8 (eight). If they should need to stop working and
leave the collections screen, they will be able to return to page 8 (eight) by following one of the three exit methods.
Click the MAIN MENU button, Home button, or Logout button as shown under How to Exit the Collections Screen
(below). When the employee reenters the Collections screen (without rebuilding the work file), they will be returned to
the same screen they were on when they exited.

& FIRST RESLATS GROUs

339323 33 3233029
e 89 0 0 00 0 OO

O&&&&é’é’&&é’&—

ALCOUMT pRETCNY AATONER DETaRY

et 57 I AGREEM & y 051 ¥ —laiiv— —Lommmy—
TdayWTD Broken Toual

A Tireea Past Due % 0n Oays

e Tirre Fiee Bt Torm Adgrens l

How to Exit the Collections Screen
1) From the main Collections screen, click the MAIN MENU button at the bottom of the screen. This is the
preferred and recommended way to exit the screen.

CUSTOMER DETALS

e Catlg— ~Commits—

Today/WTD Broken/Total

Addrass

==
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2) Click the Home button on the main tool bar at the top of the screen.

D0 1/31/2018 21:31:44

3) Click the Logout button on the main tool bar at the top of the screen.

1/31/2018 21:31:44

The employee can reenter the Collections screen again by clicking on the Collections icon.

4 =

Leave Build New Work File? set to No and click OK.

OPTIONS
Print Pick Up Receipts? N v

Number of Coples

Build New Work File? C——
e
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The Collections screen will reopen to the same page they were last working before they exited.
It is recommended to click the REFRESH button to update the screen before continuing.
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