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Understanding Your Mailing Options
Automating Feedback From The Letter Service
Creating a Letter in RMEx
L Configuring types of forms/paper for letter
 Defining the letter
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&
Creating A Letter In RMEx - Form Type Quantrax

RMEx

System Control 2 > Form Type

O A form type must be setup to print letters
O Different form types can be used - one for consumer letters and one for client letters

Form Twpes

Company name QUANTEAX .7 BOX - COMPANY S99
Form type = TERD
Description S TANDARD

Delete 'D!
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&
Creating A Letter In RMEx Quantrax

RMEx

0 Sending letters via email or paper
0 Concept of “standard letter” or “company” (special) letter
0 On-demand (selected)
0 Automated (contact series)
O The contact series — a series of letters and / or phone calls
Q IDL (Initial demand letter) — system can send it after first “contact”
O Define the letter in letter codes
O Set up the letter in letter format options

Your RMEXx solution. . . . .
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. . Q t RMEx
Creating A Letter In RMEx — Defining The Letter uantrax
System Control 1 > Letter Codes — Page 1
O Add rules for each letter type
O Setup Letter code prior to setting up merge code or text in letter format
Letter Codes
Company name QUANTRAY .7 BOX - COMPANY S99
Letter code AD Description FIRST NOTICE Emaill (¥)
Email code
Allow in contact series (¥, A4) 4 21low as selected letter (¥, A) e
First letter (¥,L) -—--> add D/C Add DfC for BM
Allow selected letter on account with a close code (¥)
Do not allow selection WITHIN days of placement date
Do not allow selection AFTER days of placement date
A11low only ONCE per account-Y, 3 Allow on legal account only (%)
Fage length (Max.of 112 lines) 100 Number of pages 3
Mumber of copies 1 Form type code 3TD
Print link kalances (¥,1-2) Frint post-dated check infao. (¥)
Print additional info. (F1l&) (¥) Y Frint pay.arrangement info. (Y, P)
FPrint legal infeo. (¥,L) Print medical info. (YY)
Print legal tracking info {¥,PE) dend additional letters
Special printing selection (YZ8) z Frint in upper case (Y]
2dd description code Zend with had address (¥)
Letters sent MTD: YTD: Delete D7
F1-Mew Selection F3-Search F7-Exit EMTER-Moare Infarmation
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Creating A Letter In RMEXx — Defining The Letter &
(continued) Quantrax

RMEx

CORPORATION

System Control 1 > Letter Codes — Page 2

Letter Codes

Company name QUANTRAX .7 BOX - COMPANY 39

Letter code AD Description FIRST NOTICE
Send with attorney (Y) gend with =zero halance (¥)
Requires insurance 1 (¥) Sort by insurance 1 zip (¥)
Requires insurance 2 (¥) Sort by insurance 2 zip (¥)
Regquires POE from F17 (Y) RBequires pay.arrangement (Y)
Requires promise date (¥) Bypass addresz checking (¥)
tmit from file to letter serwvice (¥) Language code (F/3)

B/a letter with multiple installments (Y)

Do not allow if any letter mailed within days only for 8/C window (¥)
Eypass "mailed within check™ with D/C Eypass state letter
Letter to? {(O=Client, P/3=Pri/S8ec.Insurance) translation (¥}

Cosigner options (1,2,3,3)

Sort by owner/worker (O, W) * Bypass option for
Sort by link number (%) linked halance hased
Apply 8mart Code on placed date (%)
Apply Smart Code 1f letter fail

Btrength of Letter (W, N,3,V,hb) * Rewview help text
F1-Mew Selaction F3-Search F7-Exit F11-Print sample format

© Copyright 2016 — Quantrax Corporation, Inc 9



The 3 Ways to Send A Letter in RMEX
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Automatically Send A Letter To Be Sent

System Control 1 > Letter Codes — F7

&
Quantrax

CORPORATION

RMEx

0 Request for the system to send a letter if one has not been sent

O Select the criteria and request the appropriate letter

Letter regquest options

Company name QUANTEAX .7 BOX - COMPANY 99
Do on an attempt (¥)

Do on a contact (%) b

Do on any other action (Y}

Letters to check a1

If none sent-------- =  dend Apply Smart Code

No letter or Smart Code for duplicated cases (N)

This option will he checked when
any smart code is applied, provided
the smart code gets processed.

FOEWARDED ACCOUNTS ARE NOT CONSIDERED

EMNTER-Update Information F-Exit
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Sending / Stopping Letter Based On Circumstances  Quantrax

v

Manag:
Expert

Select by....

State

Client Group Number

Collector Code

Description Code

Location Code

Your RMEXx solution. . . . .

Circumstances

Letter in different language

Different text based on client
needs

State compliance
requirements
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Sending / Stopping Letter Based On Circumstances  QUaNtrax e

System Control 1> Letter Translation Tables

—p e =y

Letter Translation by Collector Code

Carnparey information
System parameters

*HCloge codes Company name QUANTRAX .7 BOX - CCHMPANY 239
H-Callector work groups

Alphabetic assignment Z“ollector code EC

Cormmission codes Taeter cohe 1

Fee schedule codes

Contact series by client
Contact series definition

dend letter

“ILetter translation tables Stop letter (¥)

By State
By Client Group Nurnber
By Collector Code

Delete "DT ]

By Description Code

-By Location Code
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Sending Letters For Post-Dated Checks Quantrax
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Sending Letters: Remind Consumers Of Their @

Payment Arrangement Quantrax AVEx

CORPORATION
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Your RMEXx solution.
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S
Sending Letters For Post-Dated Checks Quantrax

CORPORATION

RMEx

System Control 1 > Post-dated Checks

Fost-Dated Checks

Company name QUANTRAX .7 BOX - COMPANY 3595

Send a reminder (¥) 4

How many days before the due date? 15

Letter <ode Z5

ENMTER-LIpdate information F7-Exit
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Sending Letters: Remind Consumers Of Their S
Payment Arrangement Quacﬂpto@?oﬁ RVE:

System Control 1 > Payment Arrangements - Page 1

Fayment Arrangements {lst Page) * Not Regquired
Company hnarme QUANTRAYX .7 BOX - COMPANY 35
Payment arrangement code A3 Description STANDARD
1. dend a reminder (¥) ¥ o/ Card Letter <code Al
Minimum total due to send reminder 5.00 Dayz bhefore
How many days kbefore the dues date? 10 dues date to
For "days-driven" fregquency, minimum days for letter present
2. 8end letter if payment 1= late (¥} ¥ Letter code AR
Minimum delinguent amount to send late letter 25.00
Grace period {days) before sending letter 3
For "days-driven" fregquency, minimum days for letter

3. HNumber of missed payments hefore =sending to 4 --wr8ending to
the collector OR collector
Minimum delinguent amount to send to collector 40.00 refers to the
if payment iz missed account being
Grace period {(days) before sending to collector 10 eligikle for
Suspend arrangement 1f sent to collector (Y) account
Smart Code to apply if sent to collector processing.

4., Inzlude legal accounts (YW, L)
5. Maximum number of installments allowed 12 --»COptions are

fio

specifie
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Handling And Tracking Returned Mail Quantrax
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S
Setup Mail Return Quantrax

CORPORATION

RMEx

System Control 2 > Returned Mail

Q0 By default, the number of days they system checks for an address change is 30 days

Beturned Mail

Company name QUANTRAY .7 BOX - COMPANY S99

Do ONE of the following if there are NO Linked accounts

1. Apply Smart Code 100

Z. If balance is less than or egual to 500.00 For other halances,
Close with code A Close with code
Change worker to Change Worker to

If there are linked accounts, do the following

1. Apply Bmart Code

For recent address change, number of days to check (BElank=30)
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S

Setup Mail Return QU?QH?.)D(N RMEx

Daily Operations Menu > Mail Return Entry

O Automatically resend the last letter sent on the account or the last letter sent using the
primary account

O The entry clerk can select a specific letter to resend

Mail-Return Entry

Company hame QUANTRAY .7 BOX - COMPANY 29
delect one Note Codes...........
1- Case number only 1. Moved left no fwd.address
£- Case numbher & initials % No such street
3. Forwarding order expired
Initials F/L 4. Attempted-unknown
Case number 5. Insufficient address
6. Unclaimed
Note to be added 7. No mail receptacle
8. Deceased - unclaimed
Extra address 9. Mail refused
treet address 0. MNo such number
Zip code F. Forwarded to new address
City/ State
dend letter {(*2=last on account *P=last from primary) 2dd D/Code

Apply &/code
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Flag And Track Returned Mail Quantrax

CORPORATION

RMEx

Account Processing menu > Display Accounts to be worked > F2 — Work Map

RMEX  QUANTRAX CORPORATION INC. Chat

m EXIT

998 NC PHONES 0 73 0 0 492,516.27
* % Work phones
000 STANDARD 15 10 5 0 24,607.54
* K Home phones only
000 STANDARD 34 27 7 0 65,160.93
991 CELL PHONE 58 58 0] 0 447,254.75
K No phones
992 NOC PHONES 0 g6 0 0 155,642.05
993 SKIPS 0 8 0 26,882.00
999 NC PHONES 0 1 0 159.00
Total number of debtors : 1053
Enter-Continue F10-Current status F11-Productivity F12-Payments

© Copyright 2016 — Quantrax Corporation, Inc 21



Flag And Track Returned Mail

&
Quantrax

CORPORATION

RMEx

Inquiry > Account Detail Screen > Return Mail Checkbox

99

Company # Case #

Client Mumber 770700 DAWNAT S TRATINING CCMPANY--——------——-

Get Primary

wWark Phone 3

Cell Phaone 3‘

wner 2 4 worker 2 4 Split
. Follow Up Date
Client Acct # )
Promise Amount
Guarantor None T BROWHN ANNET Amount Placed 350.00
Extra Address RfMail ¥ v EELRIAES 350.00
Total Balance 350.00
Street Address 120 DREISER LOCE RM Once ¥
Mo, Of Accts 1
City/State/7ip EBETHSDA MD 208 b Na. Paid in Full 0
H ~ '
nme ' Date Placed 11701715
Email v T 10/02/15
Employer - Last Worked 12/29/15
Social Security  €58-65-8455 Date of Birth 1z/24/1952 & Last Lettar
Contact Last Payment .00

x-Reference
Spouse [(L/F)
ACat Status

Letters Pending Cred Rept Do not Report

Last Payment Date
PD Check Amt

From
PD check Date

Close Code Closed Date
Date Time Notes User &
01/29/16 1232 TS SMS CONY COMPLETED T =t
01/29/16 1235 T¥ "TEXTING COMY. STARTED" T
01/29/16 1250 TS SMS COMY COMPLETED ™
12/29/15 1501 SUIT FILED VR
02/01/16 18:01 98 Returned mail flag to D

Home Phone J9301 -5ea -7455 g
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S

Generate Letter If Settled In Full (SIF) Quantrax | Ave:
CORPORATION
Management Menu > Client Update > F15 — SIF screen
Settlement Information (Page 1)
Company Name QUANTRAX .7 BOX - CCOMPANY 99
“lient Code 770700
Use for group (¥Y) dettlement % Allow for 3IF% override (¥)
Balances to oo dettlement % {or amount)
{ascending ] Smart code at offer time
order) oo Smart code with letter
Becommended parts Maximum parts T/Frame is monthly (¥)
T/Frame every % days Downpayment % Downpayment within days
lst Pmt within days RPecall days Manager approwval (%, 3,M)
“lient approwval (¥} Include PIF = (%) Use aggregate (%)
Smart code for SIF Use Smart Code if amt. due is .00
Add Desc.Cd on offer Desc.Cd 1f withdrawn Valid period for offer
Add.Des.Cd-Let.offer Walid period Desc.Cd 1f withdrawn
Letter out gueus Balances to include (YRA)
Valid letter codes
Default letter Letter-Print, Fax,Mail (PFM)
Close codes for 3IF Smart code-offer withdrawn
g/Code-Let.offer withdrawn
F7-Exit EMTER-Mare S jpeidoe] e 5
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: : Q RMEx
Setup Letter Translation By Client uantrax
Management Menu > Client Update (Page 4)
Client Update (Page 4)

Company Name QUANTRAY .7 BOX - COMPANY 99

Client Code 770700
PLACEMENT ENTRY OFTICNE (Enter ¥ to omit from input screen)

8.8.4# Date of birth Greeting code Home phone

Work phone Spouse S.8.# Spouse (L/F) Client Acct#

Last Clt.Pmt Interest info. Interest EBal. Zec.Balances
Patient/Other Desc. Codes Special notes Bank infa.

Force other info. (¥ HName for entry Time frame (AMP)

Apply QCat Apply Smart Code Apply ACat

Add description codes Smart Code feries Smart code and

Ovr. at posting

OTHER. INFORMATION cl.Type (M,C,U,B,Q,F,&, T) c

“lient <lassification DFE Credit reporting (N, A) Y

Forward <ases (Y) Stop EQ/EE/TUSIN files (¥W)

Payment receipt (¥) for Alert on all Case=z= (Y) W

Transfer to company Transfer to <lient

Letter translation <ode Duplicate notes (V)

Jettlement percentage Fwd. rate iz % of Comm.-%

24
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Understanding the Nightly Process Related To <
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During the Nightly process the system:

Checks contact series,
selected letters and
promises that require
letters/reminders, including
post-dates and credit card
payments

Letters that need to be e-
mailed are placed on a
special file that is processed
the next day for compliance
reasons (do not want to send
at email at 2 AM!)

Letters that can be printed

are processed for in-house

printing or sent to a mailing
service

Checks if we can send a
letter based on the
business rules (e.g. there is
no balance)

Creates a list of letters that
can be sent out and those
that "fail“ are listed on
reports that are generated

© Copyright 2016 — Quantrax Corporation, Inc
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Understanding the Nightly Process Related To &

Letters — Letter Failed Report Quacﬂpto@.)oﬁ RMEx

m short cut

Screen path Work with Submitted Jobs

Work with Active Jobs

Short cut to Smart Codes

Access the Announcement Screen
Client Inquiry

Change Company

Account Inquiry

Quantrax Report Support Menu

Access the Notebook features of Intelec
INTELOPR nightly and system messages
Start the Intelec Sales Mcdule

Access Mini System Control Menu

Utilities Menu

N mhm Em‘ essina Hiﬁ!nm
I Work with All Spooled Files

Display oo1Q

‘piminollsisic

Device or Total Cur
Opt File User Queue User Data Sts Pages Page Copy
| QSYSPRT1 CCLBIN PRTO1 PMT .DETAIL HLD 1 1
QSYSPRT CCLBIN PRTO1 PMT .DETAI HLD 4 1
QSYSPRT CCLBIN PRTO1 LINKING 1 HLD 1 1
QSYSPRT1 CCLBIN PRTO1 LINKING 2 HLD 1 1
QSYSPRT1 CCLBIN PRTO1 LINKING 2 HLD 2 1
QSYSPRT CCLBIN PRTO1 LINKING 1 HLD 1 1
QSYSERT CCLBIN PRTO1 NEW.BIZ HLD 1 1
QSYSPRT1 CCLBIN PRTO1 LETCOMPLE HLD 10 1
QSYSPRT CCLBIN PRTO1 I LETFAILED ] HLD 3 1
More...
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Understanding the Nightly Process Related To &

Letters — Letter Failed Report Quantrax Rve

Expert

Display Spocled File

12 12 I SRR M S QSYSPRT Page/Line 1/2
COREEOd e e Columns L-=i~78
Find

I et rot st o ey Yt et oYt o Y Yt oo Y o Yot et Yo et T Yot ot ot DY Yt o Y e o Y A
Run Date : 02/02/16 2:34:13

Work Date : 02/01/16

LETTER PRINTING REPORT - FAILE

Company : Kalara Attorney Group

Letter Name Case % Status Reason
L1 COLLECTIONS CCMMERCIAL 132970003 Failed Letter not defined
Number of L1 Letters Failed : 1

Number of L1 Letters Generated :
Grand Total of Letters Failed : 1

Grand Total of Letters Printed
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Exercises — Generating Mail And Related Documents Quantrax

S

RMEx

In your system, use COMPANY 99

1.

Set up letter code T1 as a standard letter. Set up the system controls and the format
of the letter as if it was to print in-house.

Set up Contact Series 01 — send 2 letters, 35 days apart. Stop the series if there is a
payment or a contact.

Go into an account and request letter T1 using a smart code. How can you tell the
letter was requested?

From the letter options, run the option to print selected letters. Did you get the letter
to print? Did you see the account on the letters printed report?

Set up a letter T2, similar to, but different from T1.
« Check the client code on the test account.
« Teach the system to send a T2 whenever you request a T1 for that client.
« Try requesting a T1 and then print the letter.
« What happened? Check the accounts.
« Can you see the history of letters sent?
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Exercises — Generating Mail And Related @
Documents(continued) Quantrax

RMEx

6. Set up a smart code to request a T1, and add a note to the account.
* Apply the smart code.
« It takes a few minutes for the smart code to process. Did the letter go into letters
pending?
* Print the letter.

7. Setup a P/D check reminder, PD. Set up the merge codes. You can test this after you
are able to run nightly processing.

8. Request a T1 on an account. After the letter is in letters pending, close the account.
Print the letters. What happened? Is that what you would have expected?

9. Set up an account. Add an attorney to the account. Request a T1. Print the letter. What
happened? What is the difference between this and the other T1's?

10. Think about how you would send a Spanish letter when a T1 was requested for a
Spanish-speaking consumer.

11. You want to send an IDL and then make 2 phone calls within the first 60 days, and send
one more letter only if there are no phone numbers. How would you do that?

12. A consumer says “Don’t send me mail” What do you do to stop mail from going out?
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Exercises — Generating Mail And Related Q

Documents(continued) Quantrax v

13. You have worked an account and want to give up... but want to send 2 letters before
you close the account.

« Set up a contact series to send 2 letters, 27 days apart.

« Set up a smart code to start that contact series.

« Apply the smart code. What happened?

* Check the second account detail screen?

* You should have a smart code “Consumer called us”. Make that smart code stop
any contact series.

* Apply the smart code and wait a couple of minutes.

« Did the contact series stop?

14. Change the client on test account to increase the rate for returned mail.

« Mark the account as “returned mail”.
« What happened to the commission rate?
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RMEXx Management Training:
Generating Malil And Related Documents

Thank you!
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