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Chapter #4 - Demonstration:

Meeting the Accelerating Needsof Loan Servicing
Effective loan servicing requires control over@mmense quantity of data. For all but the smallpstations,
computerized bookkeeping is no longer just an aptioit's a necessity.

Fifty loans in a single portfolio write 600 checksnually. Each month, dozens of deposits, refundsglosures,
delinquent notices, and so on are generated. Awd imanage more than one portfolio, or when amadloans has
more than one owner, the difficulty of trackinganee and expenses increases exponentially.

As you will see in this demonstraticd@pntract Colle ctor automates the entire process of loan servicinges fr
receiving payments to printing checks. Never agdiyou have to type delinquent notices, paymewbices, or
financial statements. Journals no longer need teabdwritten or maintained with a separate spresedsh
SinceContract Collector was originally introduced in 1983, yearly upgraded literally thousands of development
hours have been devoted to kee@amtract Collector on the leading edge of loan servicing systems.

The Next Generationof Loan Servicing Software
By harnessing the full power of today's 32-bit teddbgy we've created a whole new generation of deavicing
software. Far more than a simple upgra&@entract Collector represents the cutting edge of applied technology.

Your selection of a loan servicing software sysiteone of the most important decisions you facé& Demonstration
Chapter ofContract Collector is designed to help you make the right choice.

Now you can enjoy the benefits of a computerized dalesystem, reducing your workload and increagng
productivity - without spending a fortun€ontract Collector brings all the power and features of mainframensoé
technology to personal computers and networks.

A wide variety of businesses uSentract Collector for many different types of collections:

- Real Estate Mortgages
« Auto Dealerships

- Deeds of Trust

« Land Contracts

« Commercial Companies
. Student Loans

« Construction Services
. Acceptance Companies
. Bank Loans

« Time-Share Resorts

« Personal Loans

. Legal Judgments & Bilings
- Equipment Leasing

- Finance Agreements

« Insurance Companies



. Credit Unions

For large organization§ontract Collector is the cost-effective solution for transferring taat collection processing
from costly mainframe resources down to personapeers at the branch or department level.

Contract Collector is the affordable solution for small companies mgth acquire high-powered software
capabilties - without the large investment reqli@ a mainframe or minicomputer.

Contract Collector is easy to learn and use. You can manage any fypstadment payment loan, note or contract
for your own company or third parties. You can teuashy number of contracts and payers, with varigdyimns,
variable interest rates, variable payment plandiappayments, early payoffs, balloon paymentg, fees, and more.
And you can network any number of users on any eambpersonal computers, with complete security.

Contract Collector performs all of your repetitive chores quickly aacturately. Collection management, accounting,
reporting and information management features @gawery aspect of the collection process fortgrezontrol and

productivity.

Contract Collector automates the difficult and time-consuming choffenmrtizing, biling, and receiving instalment
payments. Payments are easy to record. All infeom&t entered only once and posted throughoigytstem.
Detailed statements and management reports arielg@dov

Printing and mailing collection notices is easy aad fiexible. Standard notice formats are pradideady for mailng
in window envelopes. And you can create new tygesies using the FORMS EDITOR included with siystem.

Contract Collector also includes an extensive GENERAL LEDGER with pete ACCOUNTS PAYABLE and
RECEIVABLE, and provides a wide variety of managenaand financial reports. Reports, Notices, Statésne
Checks, Payment Receipts, Coupon Books, 1098'$@#@ls are easily printed on virtually any printer.

Powerful information management features are peolvid optimize your data and computer resources.géodirect
access to powerful database features for ad-hag guod reporting.

Contract Collector is easy to learn and use. Follow the directionBedtin this Demonstration Chapter for a
complete review of the major features and funct@fiGontract Collector. Before getting started with the
Demonstration Chapter, it is highly recommendet ytba review theéDperating Features Chapter which provides
detailed descriptions of how to use all the feattinat make up the Contract Colleateerinterface including the
Main Toolbar, Find Windows Dril- Down, Pick Lists, and other important components of Contract Ctollec

Contract Collector v5® Demonstration Chapter Outline:

1. ContractCollectorvs® Trialware Installation

2. ClientWindow

3. ClientReport
4. Portfolio Window

5. ContractWindow

6. ContractReport

7. ContractBalanceReport

8. ContractinventoryReport

9. PaymenEntry Window

10. PaymenAudit Report
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18.

Statemenbf PaymentdN otice

PaymenHistory Report

ProjectedCashFlow Report

DelinguentPaymenReport(Aged & Collection)

DelinguentPaymeniN otice

General Ledger Menu

. Chartof Accountswindow
« Chartof AccountsReport
. PayableslournaWindow

. FinancialStatements

System Menu

. UserWindow
. Management ompanywVindow
. FormsMaintenancéVNindow

Conclusion



Contract Collector Trialware Installation:

Refer to thenstallation chapter in this manual for instructions on hovinstall and rurContract Collector. If you
have any trouble with the installation, please dbhesitate t@ontactour TechnicalSupportDepartmentor
assistance.

After installing and starting the system, you sticagle the€Contract Collector Main Menuat the top of youcomputel
screen which includes the following meriage, Edit, Client, Portfolio, Contract PaymentReports G/L, Systenmand

Help.

If you do not have experience using pul-down metaabars, check boxes, radio buttons and ther eehéures of a
Windows ® graphical user interface, you wil findhéelpful to read through th@perating Fe atures section before
proceeding with the Demonstration. Thgerating Features Chapter provides detailed descriptions of howst® u
all the features that make up tBentract Colle ctor userinterface including theViain Toolbar, Find Windows
Dril-Down, Pick Lists, and other important componentCaintract Collector.

Wamning: This Trialware version d€ontract Collector contains sample data for clients, portfolio, cacts, etc.
You can also enter your own data into the softd@testContract Collector. However, before entering any real
data into the software, you wil need to run theaC|All Data Process to remove the demo data fersystem.
After you are comfortable with the software and re@dy to start entering your real data, followltiigal Setup
Seguenceto set up youContract Collector system.

Throughout this demonstration section, instructiiti9oe given for using the mouse and/or the keyblo This allows
you to experiment with each method for data eitrgll cases, you may use the mouse and keyhatardhangeabl
as none of the windows @ontract Collector require you to exclusively use the keyboard orseou

Next Demonstration Chapter Topi€lient Window



Client Window - Demonstration Chapter:

¥ Client Window:1 [=]
Cliert 1T Im M ame ICAF‘ITAL FIRARCE GROUP M. Sart Marne ICAF‘ITAL FIrARCE Balance I

Contact IJAMES SEGATE - MANAGER rc

Details |Eurtfu|i|:|5 | Ledgerl UDFs | Images | Contact Motes |

Address / Phone Pay to Mame £ Address
Address | Phaone | | CAPITAL FINANCE GROUP INC.

400 COLUMBLA A%E SUITE 4500
SEATTLE WA 95104

Ir-.ﬂailing Address

400 COLUMBIR, ANE SUITE 4300
SEATTLEWWA 95104

IRS 1093
I ame: IC.&F‘IT.&L FIMARMCE GROUP [MC.

DEA |
M| 4] Tof1 P | H | Edit |'}'~‘I| TaxID [Emplover o No. 7| [a1-2988184

M otes ﬂ

[

The manydataentrywindowsincluded inContract Collector are your direct access to the data in the systaoh
window is accessed from its appropriate menu. kample, theClient Window (shown above) is found in tiagient
Menu together with all of the other functions relevintlients.

Windows are made up of labeled fields, such a€tiket ID field in the upper left corner of the €1t Window. Fields
are where you enter and edit the data that makasepord.

{#1} Choose "Client" from th&lain Menuand select the first option on the me@ignt \Window.

Atfter the Client Window appears, note that the Client ID field is higltgh The highlighting indicates where data
typed from the keyboard will appear.

{#2} Type001land then press [TAB]. The record for the clietthwthe ID 0f001, CAPITAL FINANCE GROUP
INC., appears in the window. If you know the Client tbis is one method of opening or selecting thatiquéar
record.

You may have also noticed that when you opene@ kbat \Window many of the buttons on tiéain Toolbar
became enabled. The function of these toolbaotsitind other controls used in Contract Collectbbevdescribed
as you work your way through this Demonstrationyiiéa

Once a record is displayed, each of the fieldsenitindow can be updated or edited quickly andyeasi

{#3} Press [TAB] seven (7) times to highlight the Addr&slit button and press ENTER. This wil open tlolfess
Window.



{#4} Press [TAB] once (1), this wil highlight the AddeLine 1 field. Press the [END] key to un-highligie data in
the field and put your cursor at the end of the redd Line 1 field. A blinking cursor appears atfter last character in
the field.

{#5} Press [BACKSPACE] four (4) times to delete the nen#600. Then typB000and press [TAB]. Save your
changes by pressing tBewveToolbar button on the Address Window or onlthen Toolbar Then press the [OK]
button on the Address Window to close the Addresxltw.

By using a mouse, you can move directly to a @elthutton without pressing [TAB]. Move your mouseldook for a
cursor (shaped like either an I-beam or an arroawing across the window relative to the way youraoing the
mouse on your desktop.

The cursor is shaped like an I-beam when it istiposd over dextfield oreditbox The cursor looks lke an arrow
when it is located anywhere else in the window. [Fheam is for editing text, while the arrow is &tivating
push-buttons and other controls in a window.

{#6} Using the mouse, place the arrow over the Phoneaiidlzlick the left mouse button. This will opba Phone
and E-mail information for the client. Now plade tmouse over the first Phone Number listed ifPthene Grid
("325-6600"), notice that the mouse cursor willgi@from an arrow to an I-beam. Posttion the Inbafier the last
character in the first phone number field and dliek left mouse button to move the blinking keylloaursor to this
location. Backspace over the 6600 and ®pe0and then press [TAB]. Save your changes by pigt®Save
Toolbar button on th&lain Toolbar.

{#7} Close theClient Window by pressing th€loseToolbar button on thilain Toolbaror the "X" in the upper right
hand corner of th€lient Window.

Next Demonstration Chapter Topi€lient Report



Client Report - Demonstration Chapter:

Il
Client [0
oL =]

[ Include Clozed Clients
[ Include Clozed Partfolios

Fepart Order

| Cliert ID =l
Report Type

I Summary Report j

As you will see in thé&€lient Reportyou are about to run, there are four (4) clientee sample data. Their Client IDs
are 001, 002, 003 and 004. Please revievirthgortingFeaturesection in thed perating=eature<hapter for more
information on printing and previewing reports.

{#1} Choose "Client" from th&lain Menu The second option on the menu is the "ClientpdRis" Submenu, clickn
this submenu and then selédent Report

In thereportwindow that appears, note that the defaults provide€éest ID: ALL , Report OrderClient ID, and
Report TypeSummary Report. {#2} Without making any changes to the report critgniass thé’reviewtoolbar
button on theMain Toolbar This will open a preview of the report to thenitar. After reviewing the report, close
the report with th€losetoolbar button on therint PreviewToolbar

{#3} Using the Report Type drop-down list, change tip@refrom the Summary Report to thetail Report.
Press thé’reviewToolbar button on thilain Toolbaragain. Notice that the report now contains amtdilicolumns
that were not included on the summary versioneféport.

{#4} Close theClientReportby pressing the [ESC] key on the keyboard Glese Toolbar button on thilain
Toolbaror the "X" in the upper right hand corner of @ieent Report

Next Demonstration Chapter Topi€ortfolio Window




Portfolio Window - Demonstration Chapter:

Partflio 10 | Portfalio Marme | CAPITAL FINANCE GROLP INC. Type | |

Details |§Llnf|:| | Clignt Infa | Cantract Info | UDFs | Images | Calendar Notes | Contract Defaults |

Addreszs / Phone Fartfolio Groups T ax Infarr
Address | FPhane | Direct Deposit Box | Group Description - Tax Type IEmpIu:ﬂ:.-'
Tax D |91-304

Ir-.ﬂailing Address .
— Credit Bureau
400 COLUMBLA AWE SUITE 4500 v FRepart ta Cr
SEATTLE WA 92104 L Minimum Ban
- Min. Balance I_

Late Fee Palicy
Code [LT |Late Fes

Only Charge Late Fee if:

4| 4 M | i | |
1 af1 | Edit | x % over g 0.00 s owed

" afull payment iz owed

Motes | JAMES SEGATE - MAMAGER

{#1} Choose "Portfolio” from th&lain Menuand select the first option on the mefaytfolio Window.

This data entry window is where you add, edit anerygportfolios. Each portfolio can have one orertoank
account associated with it for depositing contriaeth payments. Each portfolio is also assignddrtewned by) one
or more client(s).

When any data entry window is first opened, therlasord (as sorted by the ID field) will be theoed that is
displayed in the window. If you know the ID of tteord that you would like to view, you can typehat ID and
press [TAB] or [ENTER] to open and view that recottlyou do not know the ID, then you can usestell
buttonsFirst, Previous NextandLastto change the records being displayed or usEitlEfeature to locate the
record you are looking for.

{#2} Using theFirst Toolbar button on th&ain Toolbar, change record being displayed in the Portfolioddw to
the first record001 - Capital Finance Group Inc.

{#3} With the cursor in the Portfolio ID field, prese thind Toolbar button on thlain Toolbay the [F2] Function
Key, the [CTRL]+[F] Keyboard Shortcut, or the Riglibuse Click (Designated Mouse Click). Any of thesll
open the Portfolio Find window.

{#4} Press the [TAB] key once (or use the mouse), ttogbe Name field in the Portfolio Find. On the/lxeard,
type the letter "P" (upper or lower case). Ifliheremental Search option is turned on (checkettieitower left
corner of the Find window, then as soon as ther B®" is typed the list of options in the finddgwil be updated to
justthose records that meet this search criteriahidrcaise, there is only one reco@f)2 - Pacific Capital
Ventures. Press the [OK] button at the bottom of the BliotFind window to open this record in the Poidfol
Window.

{#5} Click on the Client Info Tab of the Portfolio Windo Note that this company has one owner, clieét OOlick



on the Contract Info Tab, note that the Portfadis B contracts assigned to it.

{#6} Right mouse click anywhere within the grey arethefPortfolio Window (not on a field), this wil ep the
Right-Click ShortcutMeny click on theCloseshortcut menu item to close the Portfolio Window.

Next Demonstration Chapter Topi€ontractWWindow




Contract Window - Demonstration Chapter:

Contract |0 | TEAE Portfolia 1D | 001 | CAPITAL FINANCE GROUR INC.  Contract Tupe | REM | Real Estate Mortoan
Begin Date I Q3M252007 Statusz IOP‘EN IOpen Account In Good Standing Mesxt Contact I I Balance -
kame Tax 1D Tax Type Birthdary | Croer [ Motes | = Fazt Diue -
Mame(z] | |ERMIE JOHMSOMN 023-54-2187 Social Security bo. = 04007 367 1 |memo —— Mext Paw
BETTY JOHMZOMN 139-34-8424 | Zocial Security Mo, = |5 f 2|memo Arnount I
_|L| Due Date/# |07/01
M 4 —— Last Payr
Sort Name | JOHNSON, ERNE Amaunt |
Dezcription I Real Estate Mortgane D ate Paid/4 |06M 3
Details | Names | Payment ! Interest | Other Setup | Escrow | Ledger | UDFs | Images | Cantact Lag | Payoff Guate | Cred
Addresz / Phone Contract Summary

Address | Fhone | Beginning! Earned Paid Adjustments Bal

Principal 21,350.00 314114 0.00

Ir-.ﬂailing Address Interest 4 476 64 4 476 64 0.00
Feez Fa.00 ¥5.00 0.00

431 ME 15TH =T. —

BELLE'/UE W&, S5004 Acciued Interest |

Current B alance I
E=scrow Code E=zcrowe Description Bal

E1 E=zcrow #1 Reserve
. E2 E=zcrow #2 Reserve
M 4| reer || gt [ X

Motes [2MD MORTGAGE. 15T MORTGAGE SEATTLE FIRST BANK o] EscrowBalance |

Per Diemn I

Interezt A ate I

[

g[5g} | called Ernie about delinquent payment. He said the check was mailed yesterday.

Choose "Contract" from tHdain Menuand select th€ ontractWindow.

The ContractWindowis where you enter, edit and view informationdach contract or loan. This data emtydow
displays all the essential information about thetre@t, such as the portfolio, borrower name, airéormation,
balances, contract status and contract type.

Contract Find:

Contract Colector offers very powerfahd Windowsthat allow you to search for records accordingtiiple
search criteria. Name searches can be restrictexhtd matches, or you can widen a search to ecladhes with
similar spelings and even common nicknames. dllog/s you to search by first name, last name naiate, or even
different spelings of the name (if you are noesiow the name is spelled, example: "PetersoriPetelsen’).

In the Contract ID field, press the [F2] Functioeyko open the Contract Find window. Change tree@emode
from "Exact" to "Like". Notice that the Incremelfiearch option is automaticaly turned off (undtest) in the lower
left corner of the find window. Now type "BRADFERD/es, that is Bradferd with an "e") in the Namaddfand then
press the [TAB] key on the keyboard. Pressingahekey wil execute the search if Incremental S8ear off. Note
that there are two results both with the same @ontD:Jeffrey Bradford andKate Bradford (note that
"Bradford" is spelled with an "0"). Press the [O{jtton at the bottom of the find window to opea tecord10004
in the Contract Window. Using the "Like" Searchd®eas also a great way of searching for a recomehvamly the
last name is known.



Adding a Phone Number:

Contract Collector can store an unlimited numbegyhaine numbers, e-mail addresses and contact atiomfor
each contract or loan. In the Contract WindowJontract ID:10004 - Jeffrey Bradford click on the Phone Tab
in the Address/ Phone section. Next, click orideephone number listed in the phone grid (youaiek on either
the last Description or on the last Phone Numlzgther column wil work). Then, press the [DOWN-RRW)] key
on the keyboard. This wil add a new line to theme grid. Type in a Description @ELL " and then press [TAB]
and type in a Phone Number 864-5555. You can also use the [F2] Phone Descriptiod Fanselect the
Description from a predefined list of options. $&r¢he [F2FunctionKey while in the Description column.

Contract Notes:
You can enter an unlimited amount of notes for m@trast using the Notes field. You can use thid tie enter any
notes or comments regarding this contract or loan.

Contact Log:
Each time you have contact a borrower, whetheetisgn or on the phone, you should record the conide
contact history for each individual contract omi@an be viewed using the Contact Log Tab.

Click on the Contact Log Tab to open the contagt INote that there are two entries for this canfiaoth are two
payoff quotes requests. Using the mouse, clickherast one listed, and then use the [DOWN-ARR@Wihe
keyboard to add a new contact entry. Pressingp®&V/N-ARROW!] wil open the Contact/ Task Managergor
Contract ID: 10004. By default this window wil @ to the current date, select the date that yoitwacreate a
new contact entry for (or accept today's date),tgmel in any notes regarding the contact that yalvkith the
contract or loan. Press the Save button and tieeBxit button, to save your new contact entrycose the
Contact/ Task Manager. You can also access tiis &ontact/ Task Manager by selectingRleeordSpecific
Calendabutton on thévlain Toolbar.

Payment Interest Setup:

An important tab of the Contract Window is the Pagthinterest Tab. This is where all the informatoncerning the
payment schedule and interest calculation seteptésed. Click on the Payment Interest Tab. Ascgm see by
viewing these details, the Bradfords have a 26Qm@mtract with monthly payments. The interesekip as fixed
interest, compounded based on a 360 day yearinf€hest rate of 12.75% is not based on a tablecande
changed manually.

Late Fees:

Each contract must have certain maintenance infamset up for it, such as late fees, invoicirgmons and
collector information. This information is set updamaintained in the Other Setup Tab. Click en@ther Setup
Tab. This tab contains information for late femdlection fees, invoices/coupons, same as cash(dayplicable)
and collector information.

Payoff Quotes:

If a borrower decides to pay off a contract eattian the scheduled term, you can use the PayoteQiab to
precisely calculate the amount due according tddmsower's chosen payoff date. Click on the H&yabte Tab
and enter a future payoff date in the Payoff Qste field. Based on this date, the system wdltate the
necessary payoff amount. Check the Include EscrofRayoff checkbox to include the amount of moimelgl in
escrow in the payoff. This escrow balance wikélended as part of the payof, if this optionesested. When you
check or uncheck this box, the system will recateulhe payoff accordingly. Save the payoff byspirg the save
button in the Payoff Quote Records control paffebte that this payoff information is added to Breyoff Quote
History.)

Ledger Information:

You can also view and edit the ledger informatiomfthe Contract Window by using the Ledger Taltick@n the
Ledger Tab. Changing the Ledger Display to Alriésf Open Entries, Payment History or Escrow Piawdiu
change the information displayed in the ledger. gRdess the Edit Ledger button below the grid dol & Charge or
Adjust a Charge. You can also print the displegetties by selecting a Report ID of "LEDGER" andgsing the



Previewor Print toolbar buttons from thiglain Toolbar

Next Demonstration Chapter Topi€ontractReport




Contract Report - Demonstration Chapter:

¥ Contract Report:1 -0 x|
Fortfalio |0 Contract Type
All Contracts for Portfolio I,ﬂ.,I_L :I
[ aLL ]
=
[
[ Page Ereak Per Portfolio
Date Range Include
I(Nu:unej j [ Paid Off Contracts
.. Feport Ord
Beginning II:IEI.l'EH f2009 I S e J
Contract ID -
E nding IEIEI."SEI."EEIEIEI sl T
| Ealances &z OF ISummary Report j
I 12431/3939

{#1} Choose "Contract" from tHéain Menu The second option on the menu is the "Contr&gports" Submenu,
click on this submenu and then select Contract Refdde Contract Report provides a general lisgintipe contracts
on file for each portfolio and their individual tegs, including their current payment amount,reseé rate, term,
contract type, etc.

Report Date Range:

The following exercise wil demonstrate how thete Rangefeature is used to specify date sensitive criferia
reports. The Date Range control is found on mapgrtwindows On some reports, including the Contract
Inventory Report this date range control is alsmaganied by ®ate RangeSelectioncontrol. The date range
selection control is used to designate the criteaithe date range applies to. Typicaly thiedange wil default to
the current month (first day of the current montithe last day of the current month), however,dpigon can be
specified on a per user basis in User Preferences.

The inttial default of the Contract Report doesus a date range. The Date Range Selection apsento
"(None)" and the Beginning and Ending dates adbibda{#2} Without making any changes to the report criteria,
press thé>reviewtoolbar button on th#lain Toolbarto preview the Contract Report. Note the begie @& each
of the contracts listed on the report. The majafithe contracts listed on the report beganyiaat (2009), one
contract began two years ago (#10001: 3/2/2008)pae began this year (#C303: 1/2/2010).T

{#3} Now change the Date Range Selection from "(NoweBégin Date" and set the Date Range to last y8at.
the Beginning date to January 1st (01/01/2009tfamdEnding date to December 31st (12/31/2009)viRveor

print the report again and note that the two cotgrg10001 and #C303) with a begin date outsidesfiecified date
range have been excluded from the report. Chéegériding date to March 31st of last year (03/31920note that
there are only 3 contracts that began in thequatter last year.

{#4} Next change the Date Range Selection back to "(Naned also change the Report Type from "Summary
Report"to "Detail Report". Press theeviewtoolbar button on thislain Toolbar, the detail version of the report will
contain additional information about each contthat was not on the summary version of the rejnaitiding a Last
Payment Date. You should note that these contadictgde their last payment in June or Septembideaurrent
year.

{#5} Now change the Date Range Selection from "(Nowelldst Payment Date" and set the Date Range ®alun
the current year. Set the Beginning date to Jah€06/01/2010) and the Ending date to June 3@#3(32010).



Once again, preview or print the report and nadéttiis selection criteria has determined whiclorés are included
on the report. Those that do not meet this @itesive been excluded from the report.

Notethat the Date Range Selection includes date raygess for: Begin Date, Next Payment Date, Lagthfiéant
Date, Next Contact Date, and SAC (same-as-casloffffgte.

Next Demonstration Chapter Topi€ontractBalanceReport

T Date values may vary depending on current caleyeda and the demo data in the software. Thesdate years
above are provided for clarity, and may be outddtguending on the publication date of this manBédase adjust
the dates and years as necessary to corresporitievifemo data you are using.



Contract BalanceReport - Demonstration Chapter:

¥ Contract Balance Repork:1 -0 x|
Fortfalio |0 Contract Type
All Contracts for Portfolio I,ﬂ.,I_L :I
[ aLL ]
=
[
[ Page Ereak Per Portfolio
Date Range Include
I(Nu:unej j [ Paid Off Contracts
.. Feport Ord
Beginning II:ISJ'EH f2009 I S e J
Contract ID -
E nding IEIEi.l'31 2009 sl T
Bal Az OF
SENEES A3 ISummary Report j
I 03072009

{#1} Choose "Contract" from tHéain Menu The second option on the menu is the "Contr&gports" Submenu,
click on this submenu and then selEcintractBalanceReport Note that this report is also avaiable fromMagports
menu item of thé/lain Menu The Contract Balance Report displays the cubakinces for all of your contracts, or
their balances as of a specified date.

Report Pick Lists:

The following exercise wil demonstrate héiick Lists are used to specify the report criteria and tingtreport to a
specified subset of data. Specifically, the Ptiot®ick List, Contract Pick List, and Contract ByPick List (which
are avaiable on many of the reports throughoutii@onCollector) allow you to select exactly whatalyou want
printed on the report. By doing so, you can gdaeaaeport for just certain contract types, jpgiciic portfolios, or
even just select contract ids.

{#2} Without making any changes to the report critgriass thé>reviewtoolbar button on thlain Toolbarto
preview the Contract Balance Report. Note thaethee contracts listed for 3 different portfol©81, 002, and
003. After reviewing the report, close the repatth the Closetoolbar button on thErint PreviewToolbar

{#3} In the Contract Balance Report window, press tAB[Tkey once to move the cursor to the PortfoliokHlist.
The word "ALL" will be selected, type 901" and then press [TAB]. The i@01" will be added to the Portfolio
Pick List. Also type in002'to this pick list and press [TAB] again. NotatfD02'is added to the pick list below
"001". Once again, preview the report with feviewtoolbar button on thilain Toolbar Note that only the
contracts for portfolio001" and 002" are listed on the report. Close the preview.

{#4} Now using thePick List Selectiordrop-down list, change the report froAll'Contracts for Portfolio " to
"Specific Contracts'. Note that the caption above changes frBortfolio ID " to "Contract ID ", this also changes
the pick list below to the Contract Pick List. the Contract ID field immediately below the dropwatdlist, where
you see the wordALL ", use the Right-clicklouseShortcutto open the Contract Selection window. Clickwa t
or three of the contracts and press [OK]. The @ohPick List wil be populated with the contrats that you
selected. Preview the report again and note tihatiee specific contracts you requested are iecluoin the report.
When you are done, close the report.

{#5} Back in the Contract Balance Report window, typiadénword "ALL" in the Contract ID field and pref§sAB].
Notethat this will clear out the list of selected cantrids. Next, click in the Contract Type PickiLi®ress the [F2]
FunctionKey on the keyboard to open the Contract Type Sefewamodow, and click onREM " in the list, and



press [OK]. Note thaREM"is added to the Contract Type Pick List. Previbgreport. Note that now only
contracts with a Contract Type &EM " are included on the report.

Next Demonstration Chapter Topi€ontractinventoryReport




Contract Inventory Report - Demonstration Chapter:
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{#1} Choose "Contract" from tHéain Menu The second option on the menu is the "Contr&gports" Submenu,
click on this submenu and then selEcintractinventoryReport Note that this report is also available from the
Reportsmenu item of thélain Menu The Contract Inventory Report is designed tovideoa listing of the active
contracts (ones that have not been paid off) entory.

Report Order:

TheReportOrderfeature, avaiable on mastportwindows can be used to specify the output order of tberds
included on the report. Unlike many of the optiamailable on report windows, the Report Orderasptioes not
specifywhich records wil appear on the report, but insthad those records wil be displayed. The available
Report Order options will vary from report to repor

The inttial default of the Contract Inventory Repgpecifies a report order by "Contract I3#2} Without making
any changes to the report criteria, presttaiewtoolbar button on thilain Toolbarto preview the Contract
Inventory Report sorted by their Contract ID.

The Report Order options available for the Contiraetntory Report include: Contract ID, ContracttSdame, and
Contract Type.{#3} Change the Report Order from "Contract ID" to "Cactt Sort Name" and then preview or
print the report again. You wil notice that dltlee same records are included on the reporthbytare now in a
different order.

Next Demonstration Chapter Topi€aymenEntry Window
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Cantract 10 Im Pavrnent Infarmatian Batch
Narmefs) [KEVIN ADAMS ] Scanner | Batch No [N Receict # [IRMRL | Receints [i
- Drate IIZIEIJ'EH 2009 Paprment I f32.21 _
Portfolia 1D | 001 | [capmaL Friance GROUP Ic. ———
uezday, September 1,
Bayment | Ledger | Summary | Contact Motes |

FPayment Information Fayrent Dizstribution—

FPayment [ ate IEIEIJ'EI“I 2009 Application IFuture Paymerts j Frincipal! Interezt Paid I
Paprnent Aot I B32.21 Pavrent kethod I j E zcrom F'aiu:ll
Check Mo I I-":"-Ut':' Dizburse Fees Paid I
Bank Bouting Mo I Unapplied I 0.00 Edit Dizburse I Tatal F'aidl
Journal ID [Paymert ko, | Code Description Due Date Amount Due Amourt Paid Interest Paid | Prin
18 |PMT Payment - Regular 07 101 22009 G072 G072 35967
18|E1 E=zcrow #1 Reserve 07 101 22009 2500 2500 0.00

kd edivim ICaII Kevin to remind him his escrow payment goes up  Totalz I G32.21 I 35967 I

Balances Lazt Payment I ext Papment
Principal I 41 10571 Date: 0640142003 Date:  0FA01/2003 Total Pazt Due I
Urpaid Intersst I e Mumber. 17 Ammount; 63221
F g Collection Fee Frint R eceipt
Unpaid Fees | 0.00 Aot $12.64 |—_[
.-'-‘-.u:u:ruedlnterestl 1,174 54 Percent: <.000% Report ID [RECEPTY hd
Frepayment Penalty I 0.00
Current Balance I 42 750 55 [E|n_‘| Save & Hew E Save [ Refresh @ Cancel &F‘regiew % Print

Just ke every data entry window, report or prgdas<Contract Colector, tHéaymenEntry Window can be opened
from theMain Menu The Payment Entry Window is available from freeymentienuitem. However, the Payment
Entry Window can also be opened frémtaEntry Screensloolbarand also th&ight-Click ShortcutMenuof the
ContractwWindow. The Payment Entry Window is tHataentrywindow where contract/ loan payments are entered.

{#1} To begin, open the Payment Entry Window by selgttie Payment Entry Window menu option from the
Payment Menu. Notice that unlike most data eningows, the Payment Entry Window wil open to a resry.
This expedites the process of entering a new paynsamilarly, theSave& New button is also frequently used with
this screen to expedite data entry.

Once the Payment Entry Window is open and ready feew payment, enter the Contract ID for the nayment.
If you know the Contract ID, simply type in the #dd press [TAB]. However, if the Contract ID ig kaown, like
most ID Fields, you can press the [[R2ihctionKey or theRight- Click MouseShortcutto open the Contract Find
Window to assist in locating the appropriate catidaan record for the paymerf#2} Type in the Contract ID:
"10002" and press [TAB] twice. This will initiate payment for "Kevin Adams".

The Payment Date wil always default to the curdate. If the payment was received on a earlier, @alit the date
as necessary#3} Accept the default date by pressing the [TAB] kage

The Payment Amount will default to either their jodige amount or their next regular payment amokdit this



amount, if necessary, to the amount that they gaid} Again, accept the default amount by pressing tA&[key
once.

Enter the Check Number, money order number, orner&sbheck number for their payment. If no cheakber is
entered, a cash payment is assumed. You mayra&o'€ ASH" in the check number field to clearfgicate cash
payments.{#5} Enter a check number of "1234" and press [TAB].

The Bank Routing Number, like the Check Numbepkomal. However, for tracking and record keeingposes it
is good idea to fill in this information, if it Bvaiable. {#6} Enter a routing number of "987654321" and presH[TA

{#7} Note the Batch Number and Receipt Number in theupght corner of the window (you will need to knthe
batch number for the Payment Audit Report). Eyaryment wil be assigned a unique sequential reneipber, and
each deposit taken to the bank wil have a uniggeiential batch number. Use the Close Batch Psamethe Bank
Depositt Slip Process to close the current batcleatablish a new batch number for the next depBsifore saving
the payment, also note that the payment grid isfildy each payment number and the amount beifgajpg both
principal and to interest.

{#8} Press th&avebutton on the window or on théain Toolbarto save the payment entry. (Once again, typically
multiple payments wil be entered at the same tuet will often be expeditious to use thave& New button
instead of th&savebutton.)

This example demonstrates a straight-forward, quieckeasy, payment entry. Quite often there wiskuations
where applying a payment is more complicated. Fdagment Entry Window in Contract Collector is iridy
powerful and fiexible. There are quite a few omi@nd features that allow you to apply the payeesttly the way
you need it to apply. There are four payment egiain options: Future Payments, Principal Reduckwincipal
Only, and Payoff. You can also specify the apfidiceorder default for principal/ interest, escrand fees.
Therefore, if your business collects escrow amduststhen fees and then principal/ interest ¢his be specified so
that all payments are collected in this particalater. However, it stil may be necessary to eethes on special
occasions or control the exact amounts that apmgtrow, fees and/or principal/ interest. Thet'Bdbursement”
option of the Payment Entry Window provides thisgse control. So regardless of whether you neegply the
entire payment to principal, or if you need to g@ptertain amount to late fees, the Payment Eviindow can do fit.

Multitasking in Contract Collector:

One of the many great features of Contract Collastits multitasking capabilties. Interruptiosie common
throughout the typical business day. Incoming pheadls, e-mails, or even an in-person visit frama of your clients
or borrowers may interrupt whatever current tasigs)are working on, making it necessary for yoapen another
window in Contract Collector to get the informatthat they require or to receive a payment and @nieceipt.
Contract Collector supports a number of multitagkaatures that faciltate acquiring this informatin a timely fashion
without losing whatever you were working on presigu Some of these multitasking features includedtiple open
windows, dril-down, shortcutmenus and the/Vindow Menu

Contract Colector allows you to have virtuallywtimited number of windows open at the same ti@&e technique
that can be used to access additional information &nother window within Contract Collector is thé-down
feature. DrilF-down is available from just aboualydD Field. For example, if you need additional informatidrout
the contract that you are currently entering a @arior (or just saved a payment for), using thiedidrwn feature wil
save time in accessing this information.

{#9} Double-click on the Contract ID in the upper ledter of the Payment Entry Window. This wil ddibwn to

the ContractWindow and automatically open the window to Contract1D002". Then right-click in the blank area
(grey area) of the Contract Window to acces$ibet-Click ShortcutMenuand select the Payment Entry Window
option. This will open another Payment Entry Wind@otice that the caption of the window is "Payhiemtry
Window:2") to a new payment entry for Contract'lD0002". TheWindow Menuprovides a great tool for managing
all of your open windows, as well as providing aangof returning to any open window and resumiegdkk(s) you
were working on before being interrupted.




{#10} Closeboth Payment Entry Windows. When closing Payr&etity Window:2, it will ask you if you want to
save your changes (since this payment has noeget $aved), answer "no" to close the window witkauing the
payment. Leave the Contract Window open to rettd002".

Next Demonstration Chapter Topi@aymenAudit Report
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{#1} Open the Payment Audit Report from theymentVienu The Payment Audit Report is used to verify payme
entries. Notice that when the Payment Audit Reppens the Batch Number is automatically populatédthe
current batch number/ batch id. This will be thene batch number that you just save a paymeneéosfep #8 in the
previous Demonstration Chapter topielymenEntry Window).

{#2} Previewthe report. Notice that the report wil list@flthe payments that have been received in themuboatch
or deposit, including the payment you just entergdch payment wil be listed by their respecteeeipt number,
display the name of the borrower (payer), and theuat of the payment. A grand total at the enth@feport wil
summarize the total payments received to-datd@batch.

This audit report can also be generated for anyique batch or deposit as well.

Several other methods of verifying payments ent@réue PaymenEntry Window, include: the Bank Deposit Slip, the
Statement of Payments Report/ Notice, RBgmenSummaryReporf and thePaymenHistory Report

{#3} Closethe Payment Audit Report.

Next Demonstration Chapter TopiGtatemenbf PaymentdNotice
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[® statement of Payments Nokice:1 -0 x|
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{#1} Return to record "10002" in the Contract Windovwyolu left the Contract Window open, you shouldale to
easily return to this screen via théndow Menuor by clicking on the open Contract Window. (Hyralready be
selected by default, ifit is the only window leften.) If necessary, re-open the Contract Windo@dntract ID
"10002" via theContractMenu

{#2} Right-click in the grey area of the window to aat# theRight-Click ShortcutMenu Select the Statement of
Payments Notice option from the shortcut menu. Stadement of Payments provides a list of paymeatie in a
given period (date range). These payments willio&en down to show how much of the payment appdied
principal, interest, fees and/ or escrow. Itao display a running balance of the new prin@padunt. This report
is designed to provide a history of payments tdtheower.

Noticethat when the Statement of Payments Notice is apfeom the Right-Click Shortcut Menu, the Pick List
Selection wil indicate "Specific Contracts" ane thontract Pick List will be automatically poputhteith the Contract
ID from the Contract Window. This expedites rugrilnis report/ notice for one particular contract.

{#3} Be sure thékeportlD in the lower right corner has been populated. isifstill blank, select the Report ID of
"STANDARD" and also check the "Summary By Receipt'Ntheckbox. By default, the Date Range will @gghe
current month, for now do not change these datesaPreviewthe report. You note that the payment (designated
by the receipt number) that you entered and saaridras included on this report along with howattpayment was
applied to principal and to interest.

{#4} Next change the Beginning Date for the Date Ramg@anuary 1st, 2000 (01/01/2000), and leave theagend
Date unchangedPreviewthe report again. Now notice that this reportaina every payment that has been niage
this contract all the way back to Payment #1, hashgopayment applied to principal, interest, feesestrow, and
the running balance of the new principal amount.

{#5} With your cursor in the Beginning Date field of thate Range, press the [=] button on the keyboaddteen the
[m] key (lower case "M"). These twidate KeyboardShortcutawil change the date back to the first day of the
current month. Also change the Pick List Seledtiom "Specific Contracts” to "All Contracts for Rfolio”. This wil
change the Pick List from the Contract Pick Listhie Portfolio Pick List, and the Portfolio Pickst.will default to
"ALL" portfolios. Now previewthe report a third time. Now this report/ notm print once for every contract that
has made a payment in the designated period, eatfact wil print on a separate page and includsf the
payments that contract made during that date range.




{#6} Once you are finished experimenting with the Dadade on the Statement of Payment Noti¢eseboth the
Statement of Payments Notice and the Contract Windo

Next Demonstration Chapter Topi@aymenHistory Report




PaymentHistory Report - Demonstration Chapter:

[® Payment History Report:1 -0 x|
Fortfalio |0 Contract Type
All Cortracts by Parttolio I,ﬂ.,I_L ;I
| ALL ]
[
ﬂ Fepart Order
[ Page Break Per Partfolio IF‘ayment Date j
Date Range Repart Type
. [ Summary By Feceipt Mo,
Beginning IEIEIIEH f2009 i i
ISummar':.-' Report j
E nding IDEI."SEI."?‘.DDEI

{#1} Open the Payment History Report from the ReportauM&his report provides a historical record gfrpents
for all contracts in the system. It can be priritechll contracts by portfolio, client or by dat&his report is often
used to provide a record to clients of paymentsived for their contracts in a certain period.

{#2} Experiment changing the various options on thiergmciuding the Date Range, the Pick List S&eabption,
the page break checkbox, the "Summary By Receiptdtheckbox, and the Report Type: "Summary Repsrt”
"Detail Report". Compare the results and note bash option affects the contents of the report.

{#3} Closethe Payment History Report.

Next Demonstration Chapter Topi€rojectedCashFlow Report
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{#1} Open theProjectedCashFlow Reportfrom theReportsMenu The Projected Cash Flow Report computes
future cash flow based on the payment scheduk® @ontracts in the system. It breaks down tbgepted cash on
a contract by contract basis, at either the compawcient level.

{#2} Accept the default of "All Contracts by Portfoliot "ALL" portfolios. The Beginning Period wil dault to the
current month and year and the Report Type irotiver right corner will default to "3 Year AnalysisAccept both of
these defaults anareviewthe report.

{#3} Next change the Report Type from "3 Year Analysis'® Month Analysis" and preview the report. Ndte
differences in the report compared to the 3 yealysia. Also note that you can run the report dasea Report
Type of "'Date Range" that wil allow you to speafglate range. You can also run the report fdr patcipal and
interest cash flow, just interest cash flow or pgtcipal cash flow by selecting the appropridteice under the Cash
Flow Type option.

{#4} Closethe Projected Cash Flow Report.

Next Demonstration Chapter Topi@elinquentPaymenRkeport
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The DelinquentPaymenReportcompiles a list of the contracts that are delingjuretheir payment schedules. This
report is designed to be an internal audit repaataan be run as a Collection Report, which givdstailed listing of
the debt (past due charges), or as an Aged Delih&eport, which details the periodic aging ofdlerdue
payments.

{#1} Open the Delinquent Payment Report fromRlagortsVienu

{#2} Accept the default Report Type of "Collection Repandpreviewthe report without making any changes to the
default settings. Note that a complete list ofdue charges wil be listed for each contract.

{#3} Next change the Report Type from "Collection ReptortAged Delinquent Report" and preview the répor
again. This wil display a report listing all caatts that are delinquent, with a schedule shoth@gging of the
overdue payments.

{#4} Closethe Delinquent Payment Report.

Next Demonstration Chapter Topi©elinquentPaymentNotice




Delinquent PaymentNotice - Demonstration Chapter:

¥ Delinquent Payment MNotice:1 -0 x|
Fortfalio |0 Contract Type
All Contracts for Portfolio I,ﬂ.,I_L ;I
| ALL ]
[
[
Include
[T | Code Summary
[ Include Closed Portfolios ™| Grand Total
O ptians Repart Order
Mir Days Past Due I ] ICDntract I j
Max Daps Past Due I 9999 |+—— Hepart Type
Lowest &mount I 0.00 IDeIinquent Maticer Letter j
b ax Papment Mo I 0 Report 1D IDELH j

The DelinquentPaymeniNotice is similar to theDelinquentPaymenReporf however like most notices, the delinquent
notice is designed as a letter to be sent to th@wer. A Delinquent Payment Notice will be gemedafor each
contract with past due charges. Like all of thices and letters in the system, the terminologihsmotice can be
customized to suit your business requirements. cémualso maintain several versions of this dedingnotice. For
example, you may have a "polite reminder" delin¢juetice for borrowers who may have forgotten tfirsi payment
and are only slightly overdue, and a "harsh/ demghdelinquent notice for borrowers who are cdasty overdue
and/ or are way behind on their payments.

{#1} Open the Delinquent Payment Notice fromfeportsMenu (Note that the Delinquent Payment Notice is also
available from the Contract - Notices Submenu.)

{#2} In the lower right corner, select the Report IDREl1" andpreviewthe notice. Notice that this letter/ notice
contains a detail breakdown of all of the pastcharges that are outstanding for each contraeiduodily.

{#3} Next change the Report ID to "Deli2" and preview tiotice again. Now notice that this letter ohigwvgs a total
balance due for each contract instead of the #ehtbharges.

{#4} Finally, change the Report ID to "Deli_w" and pesvithe notice. This wil open a Microsoft Word sien of
the letter, similar to the detail notice "Delil{lmportant Note: If your computer does not haveNtherosoft Visual
FoxPro ODBC drivers installed, you may not be &blprint or preview the Word Mail Merge letters;liding
"Deli_w".)

{#5} Closethe Delinquent Payment Notice.

Next Demonstration Chapter Topi€hartof AccountsWindow
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Account 1D [1100 | casH INBaNK _ ,
I Iheludein 1099 Frozessing
Cateqary I j
Fizcal Mo | Fizcal %r | Morth Year | Opening Balance Debit = Credits Closing Balance Budget .
12 2010 12 2010 1,564 .83 0.0o0 0.00 1,564.83 .00
11 2010 11 2010 1,564 .83 0.0o0 0.00 1,564.83 .00
10 2010 10 20310 1,564 .83 0.0o0 0.00 1,564 .83 .00
g 2010 g 20310 1,564 .83 0.0o0 0.00 1,564 .83 .00
g 2010 g 2010 1,564 .53 0.00 .00 1,564 53 .00
7 2010 7 2010 1,564 53 0.00 0.00 1,564 .53 0.00
=] 2010 E 2010 1,264 .53 0.00 0.00 1,564 .53 .00
5 2010 5 2010 1,564 53 0.0o0 0.00 1,564 .53 .00
4 2010 4 2010 1,564 53 0.0o0 0.00 1,564 .53 .00
] 2010 3 20310 1,564 53 0.0o0 0.00 1,564 .53 .00
2 2010 2 20310 1,564 53 0.0o0 0.00 1,564 .53 .00
1 2010 1 20310 1,564 53 0.0o0 0.00 1,564 .53 .00
12 2009 12 2004 1,564 83 0.0o0 0.00 1,564 .83 oo
11 2009 11 2004 1,564 83 0.0o0 0.00 1,564 .83 .00
10 2009 10 2004 1,564 .83 0.0o0 0.00 1,564.83 .00
g 2009 g 2004 16713 1,399.70 2.00 1,564.83 .00
g 2009 5] 2004 16713 0.0o0 0.00 16713 0.00] &
LI o]
Curent Year | ooo | 1075078 | 918585 | 1 56483

The Chartof AccountsWindow is a data entry window where you can enter, editdisplay general ledger account
numbers and their descriptions. This window e alkere you can enter, edit and display budgetfigior each
account and each month.

{#1} Press [ALT] + [G] to display th&/L Menuand then press the [RIGHT ARROW] key to displa/Glmartof
AccountsSubmenu Press [ENTER] to select the first option in sklbmenu, this will open tiéhartof Accounts
Window.

{#2} Type "001" in the Portfolio ID and then press [TAB]is will open Account ID "1100" - the first COdn fie -
for Portfolio ID "001". Notice that the descriptidor this account is "Cash in Bank". Also nothat this account is
an Asset account (the Type is "Asset").

{#3} After pressing [TAB] in the previous step, yoursaurshould be in the Account ID field. (If yourrsor is in any
other field, use the mouse to place the cursoth@ccount ID field.) With the cursor in the Aaet ID field, press
the [F2]FunctionKey on the keyboard. This wil open the Chart of Aaats Find Window. Notice that the Portfolio
ID is already filed in (this can be changed if@ssary). Press [TAB] to accept the Portfolio 18] &/pe the number
"4" in the Account ID field of the find. If Increemtal Search is turned on, then the list will imiaesdy display only
those records with an account id that begin wehniimber "4". Click on the first account numbsedl "4100" and
press the [OK] button at the bottom of the finddew. Note that the Chart of Account Window is niigplaying
account "4100" - "Income Principal’ for the PorfldD "001".

{#4} Once you are comfortable using the Chart of Accowinhdow, pleaselosett.

The General Ledger in Contract Collector:

The accounting processes in Contract Collectocangpletely integrated with the collection featurBise general
ledger handles both calendar and fiscal year atingamnd fully supports open item accounting. 3ystem's
complete audit trails and trust accounting aregiesi to meet stringent auditor requirements anyaihghe United



States and Canada.

Contract Collector features on-line posting of gahedger data. This means that the system iatagddas soon as
you enter and save new data, so the informatigriagiesd in windows, finds and printed reports anttes is always
accurate and up-to-date.

With on-line posting, you don't have to remembeattoa separate posting process in order to éndéga from one
month or fiscal year before you're able to entardactions for a new month or year. And the syatsm
automatically adjusts for late entries.

Contract Colector offers full flexibility in defing General Ledger accounts. A separate chadaufiaits can be set
up for each portfolio as well as the managemenpeomitself, if necessary. Each account maingingpening
balance, debtt activity, credit activity and a tlgalance for each accounting period.

You can also establish a budget for each accoywingd. A budget comparison is then shown orPtiadit and
Loss Statements (if desired).

Next Demonstration Chapter Topi€hartof AccountsReport
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In lieu of scrolling through the records in &artof AccountsWindow, it may be easier to print or preview the Chart
of Accounts Report to view a listing of the currantounts for a particular portfolio. To demortstrave wil preview
a listing of accounts for the sample Portfolio ID1".

{#1} Open the Chart of Accounts Report from @& Menuand theChartof AccountsSubmenu

{#2} In the Portfolio ID Pick-List, type in an ID of "@0and press [Tab]. (Note that the ID is addethéolist to the
right.) Previewthe report. Notice that the account number fer'@ash In Bank" account for Portfolio "001" is
"1100".

General Ledger Accounts:

There are five types of accounts: Asset Accolt@bjity Accounts, Equity Accounts, Income Accosiiand
Expense Accounts. All Assets Accounts begin vathriumber "1", Liabilty Accounts being with "2'hé Equity
Accounts with a "3". Income Accounts begin wittdaand also sometimes a '"5". Expense accounis bah a 5"
or "'6" and above. The Beginning COA option in khenagement Company Setup Window wil determine if a
account that begins with a "5" is an income or agpdevel account.

{#3} Closethe Chart of Accounts Report.

Next Demonstration Chapter Topi€ayableslournaMindow
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[ rayables Journal Window:1
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1004 2009 (Insurance Fees 100.00 0.0ail oo oo 5300 1100
100152009 |Insurance Fees 100.00 0.00 | oo oo 5300 1100
L
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b emo

The Payables Journal Window is where you add aeditview payables transactions (expenses). Thensys
automatically builds appropriate cash or accruabanting transactions on a portfolio-by-portfolads. With the
Payables Journal Window, you either create andavmie item to show that a bill is due or you teem Payment line
item (cash disbursement) to show that you paid. aTiie following exercise wil create a payabien the system on
behalf of Portfolio ID "001", Capital Finance Grqoup Vendor ID "106", Mortgage Insurance Corp fa0® in
Insurance Fees.

{#1} From theG/L Meny select thé>ayableslournalSubmentand then the Payables Journal Window.

{#2} Start a new entry in the Payables Journal Windowrbgsing thélew button on thévlain Toolbar

{#3} Press [Tab] twice to accept the default of toddste for both the Date and Due Date fields.

{#4} Press [Tab] a third time to accept the Payee Typdemdor" and move the cursor to the ID Field.

{#5} Press [F2FunctionKey on the keyboard to open the Vendor Find Windowecs&/endor ID "106" from the
list and then press the [OK] button on the window.

{#6} Press [Tab] twice to move the cursor to the Invéideld and type in an invoice number of "54324d ahen
press the [Tab] key again.

{#7} Press [Tab] key four (4) more times to move theauto the first ine of Description field (columo the



payables grid on the Details tab of the PayablasydbWindow. Type in a description of "Insurarees" for this
invoice line. (Note the Type column indicates thet is an invoice line with the letter "I".)

{#8} Press [Tab] once and type "100.00" in the Amouhing@ Press [Tab] again and note the the AmouRtip
will default to the full amount that was input iletAmount column. Press [Tab] again to acceptiétfigult. Press
[Tab] once more and leave the Code column blank.

{#9} In the Portfolio ID column, press the [F2] Functiéay and select Portfolio ID "001" from the listthpress the
[OK] button. (Note that the Bank ID and the Crédicount will both default based on the Portfolindelected.)

{#10} Press [Tab] once to advance to the Debit Accceldtd@ind type in an Account ID of "5300". (Notettthee
descriptions for both the Debit and Credit Accowriide displayed just below the grid. Also nttat they are
displayed as hyperlinks, using the mouse to citleach one of these links wil open the appropdata entry
window, similar to theédril Down feature.) Press [Tab] once to advance to theitGkedount column. (This column
is a protected field and cannot be changed orcejlite

{#11} Press thé&avebutton on thé/lain Toolbarto save this invoice entry. (Note that the Stéelg will indicate in
a color coded format the status of "Scheduledid@ate that this invoice has not been paid yet.)

If you leave the Check No field blank, the systeitratomatically assign a check number when yant phecks with
the Check Printing Process. If you write checkaually, you can enter the appropriate check nurnitgis Check
No feld. To demonstrate, lets assume that thisaevaias paid with a hand-written check on check eurith2345.

{#12} Using the mouse, click into the Check No colunthéngrid for this invoice line. Type in a checkniner of
"12345" and then press [Tab]. Once again, saveetitry with theSavetoolbar button. (Notice now that the Status
changes to "Paid in Ful" and that check numbesési to create second line in the payables giidanitype letter of
"p" indicating that this is a payment line.)

{#13} Closethe Payables Journal Window.

Next Demonstration Chapter Topi€inancialStatements




Financial Statements- Demonstration Chapter:
=10l x|

Calendar kaonth

=l | octoker 2009~ |

Profit & Loss
12 Il onth Profit & Loss

Feport By Partfolic [0

{* Portfolio I,a,|_|_ ;I
" Client

" Client & Partfolio
" Partfolio Group

Financial 1D

[ Zem Suppress LI

Profit & Loss Statements, Balance Sheets, and Balance Reports can all be generated from than¢iala
Statements window. Both the Profit & Loss Statdmand the Balance Sheets can be printed withtboutia
comparison of actual figures to budgeted figurel ana comparison to last year's figures. Youessily design your
own variations of each of these financial statesenimodify one of the existing statements by usiag=inancial
Statement Setup Window.

{#1} Open the Financial Statements from@le Menuand the=inancialStatementSubmenu

{#2} The Financial ID field contains a list of all theadable financial statements. From this drop-ddsinselect the
"P&L3" financial statement. Note that the des@ipfor this financial statement is "12 Month Pr&fiLoss".

{#3} The Calendar Month field wil default to the curremonth and year, accept this default. Pres®theiewbutton
on theMain Toolbarto preview this financial statement. Using theobbuttons on the Print Preview Toolbar scroll
through the various pages of this report. Notelibaause each portfolio has their own individaabd accounts, this
Proft & Loss Statement will print once for eachriidio ID.

{#4} There are a number of other Profit & Loss formatsrie with budget figures) and several Balance Jdngmits
included with the demo data of the software. Bwpat by changing the Financial ID to some of thetber financial
statement options and previewing the report. Tasgequite a range of options available that ajlowto compare
the current month's activity with activity fromq@rimonths, prior years and also the budgeted tctivi

{#5} Closethe Financial Statements window once you ard@asexperimenting with the various options and syqfe
reports that can be generated.
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User Window - Demonstration Chapter:
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The User Window is where you can create and e@it UBs and Passwords for access in logging intsdifievare.
You can also set up each user's Preferences, Meuitg and other options with this window.

{#1} Open the User Window from tl&etupSubmentof the SystemMenu

{#2} Start a new user entry by pressinglthev button on thévlain Toolbar
{#3} Enter your first name as the User ID (up to 8 attera). Enter your full name (first and last)ha Name field.

{#4} On the Detalls tab, enter a password in the Pasgshett (up to 8 characters). This is the passwhbisduser id
will use when logging into the software.

{#5} Save the new entry with ti&avebutton on théviain Toolbar.

Next Demonstration Chapter Topi©elinquentPaymentNotice

As described in detail in Chapter 14, the Menu 8gdab you see in this window enables you togrsany level of
system access on a user-by-user basis.



ManagementCompany Window - Demonstration Chapter:
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The Management Company Window contains the nantkeas| tax id and contact information for the pryma
management company. This window also contairs #ilke setup options used throughout the systetading the
Payment Entry defaults and General Ledger Infoomatettings and defaults.

{#1} Open the Management Company Window from8bé&upSubmenuof the SysteniVienu

Noticethat there are a number of options available oD#tails Tab including:

Notices Option:"Use Management Company Address" or "Use Portfaidress”. This option determines
which name and address appears as the "from" adoindstters and notices.

Payment Entry Order: This option defines the default payment order estdblishes the general business rule
of how a payment is applied to principal & interestcrow and fees. This default can be overriaaiesn
individual basis in the Payment Entry Window wheplging the payment.

Payment Entry Application: "Future Payments" or "Principal Reduction”. Tdygion determines the default
payment application type and establishes the gdnasiness rule of how to apply any money in excésise
regular payment amount. This default can alsoveeridden on an individual basis in the PaymentyEnt
Window.

Close Payment Batch: This option determines whether or not a uniquelbid is assigned to each user who
is entering payments, or if all users enter paysnenthe same batch.

Income Level: This option is used to define whether the endingme level is a "4" or a "5".

There are also several more options on the Dethjl ds well as other options available on the Clle¢up Tab,
Credit Bureau Tab and Interfaces Tab. For mooenmdtion on these various options (including thesdisted
above), please see the section on the Managememia®y Window in the System Menu chapter of thisuakn

{#2} Closethe Management Company Window once you have reddie various options avaiable in this window.
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Forms Maintenance Window - Demonstration Chapter:
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The Forms Maintenance Window provides a meansitigethe standard forms, letters, and noticesided with
Contract Colector. It can be used to create e#ers and notices, by copying any of the existoigges, or it can
be used to slightly modify the wording of any netic

{#1} To demonstrate another great use foCthi Down feature, open thBelinquentPayment\ otice again.
(Located in théreportMenuor in the Contract - Notices Submenu.) In theelowight corner, select the Report ID
of "Delil". Then using the mouse, double-clicktb@a "Delil" in the Report ID field. This will auteatically open the
Forms Maintenance Window to the "Delil" record.

{#2} Press the [Report Editor] button in the lowerdeitner. This will open the "Delil" notice in thepbrt Designer.
(You may need to expand or maximize this windowedav more of the contents of this screen.) Tlepdtt
Designer can be used to make minor modificatiomsagor revisions to this particular notice, or atiyer notice or
letter in the software. It can be used to add gounpany logo to the notice to create a custoerkettid or to tweak
the terminology used in the letter to fit your ongational needs. There are many powerful op@oiscapabilties of
this Report Designer, all of which are way beydwmgcope of this introduction, please see the R&asigner
Basics section of the Advanced Operating Featinaster.

{#3} Once you are finished with the Report Designerspthe "X" in the upper right corner to close tiep&t
Designer screen, or select "Close" from@hetrolBox Menu

{#4} Closethe Forms Maintenance Window.
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Conclusion- Demonstration Chapter:

Exit Contract Collector:

If you have time, please feel free explore anyrotiedows or reports within Contract Collector. ©you are done
for now, you can close Contract Collector by sélgéixit rom theFile Menu You can always log back into
Contract Collector at any time to continue loolangr the many other windows, reports and procassesntract

Collector.

Once you have a general feel for the software cgoustart to enter your own data. Even if you mtgurchased
the software, feel free to start entering your olata into the Trialware Edition of the softwarenyAlata you enter

will carry over when you purchase the software r@agive your Authorization Key Code(s) to actva@tntract
Collector. Before entering your own loans/ corisand other data into Contract Collector, be sureview the

Initial SetupSeguencas outined in th€roceduresChapter. This recommended sequence wil guide you through
the process of clearing the demo data (that isdied with the software) and the other necessgpg steolved in
getting started.

Thank you for taking the time to review the Demaatigin Chapter.



