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Credit Hound

Welcome

We want to make life easier for you. Here's a summary of what's in our Help:

How do I...? (@ see page 3) — find out how to complete tasks quickly and efficiently.

Troubleshooting (@ see page 73) — look up error messages or common problems, and discover solutions.
Key ideas behind Credit Hound (@ see page 5) - a useful overview for everyone.

Chasing your money (@ see page 24):

« Using the Chase Screen (@ see page 24) to chase invoices while you're on the telephone.

« Using Rules (@ see page 33) to chase groups of accounts at the same time.

« Self-chasing (@ see page 38).

Dealing with disputes (@ see page 40) - how to add and assign disputes (and improve customer service!)
Using the calendar (@ see page 43) - make sure you always remember which customers you need to call back.
Running reports (@ see page 45) - management information for credit controllers.

Designing letters and reports (@ see page 47)

Glossary (@ see page 74) - find the meanings of words in Credit Hound.
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3 Credit Hound

How do I?

Setting up Credit Hound

How do | set up new users?
See Managing users (@ see page 57).
How do | set up Credit Hound when it's going to be used on more than one workstation?

If your Credit Hound is to be used on more than one workstation, the sharedroider must be stored on your server. See the
Startup Wizard (@ see page 49).

Working with Credit Hound

How do | start chasing my money?
There are three ways to chase your money:

» Using the Chase Screen (@ see page 24) - ideal for chasing invoices when on the phone.

» Using Rules (@ see page 33) - ideal for chasing groups of accounts at the same time.

» Self Chasing (@ see page 38) - rules are run automatically.

How do | make it easier to identify the accounts that | most need to chase?

Within the Chase Screen, filter (@ see page 15) and sort (@ see page 17) the lists of accounts.

How do | focus on chasing accounts rather than individual invoices?

Most people prefer to chase individual invoices, so the default mode is ‘Transactions’. But you can change the mode (@ see
page 50) to ‘Account’ if, for example, you expect customers to pay all outstanding invoices at the end of a month.

If a customer is refusing to pay, how do | make sure we don't do any more work for them?

Put their account on stop (& see page 32).

Calendar
How do | make sure that appointments have been cancelled if people have paid?
1. Click on the ‘Calendar (@ see page 14)' icon.
2. Click on 'Auto Complete'.
How do | integrate my calendar with Microsoft Outlook?
Manage calendar settings (@ see page 56).
How do | get rid of an appointment?
1. Within the calendar, double click on the appointment. A new window appears.
2. From the menu at the top of the box, click X bslete .
3. Click Yes to confirm. The appointment has now been cancelled.

Note: the alternative is to click on |2 auocomplte . This will complete any appointments that are no longer necessary because
debts have been paid.
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Working with groups
My colleague has gone on holiday. How do | see the groups of accounts that have been assigned to her?

Open Credit Hound Manager and navigate to Company > Configuration > Groups & Categories. Make sure that your
colleague's groups are assigned to you. More about groups (& see page 20).

Printing
How do | add a watermark or background colour to my letters?
See Send follow up letters/reports (@ see page 32).

[z = add a watermark (either text or image that lies under the text you print).

“m = add a background colour.



4.2 Key ideas behind Credit Hound Credit Hound

Tutorials overview

Understanding credit control (@ see page 5) - if you're new to credit control, find out how it's supposed to work.

Key ideas behind Credit Hound (@ see page 5) - this is useful whether you're new to credit control or an old hand.

Understanding credit control

It's very common to give credit to customers; they buy today but don't pay for 30 days. But credit needs to be controlled.
Otherwise you might wait not only for 30 days but for much longer - and maybe forever.

Credit control refers to the steps you take to get payment from a customer after their payment is due. It involves phoning
customers, writing reminder letters and resolving disputes.

Invoice Raised payment pue Letter 1 Letter 2 Letter 3 1+ call 2™ call

® e
0 days 30 days 45 days 60 days Todays G0days &4 days
Credit Period
(Not Due) Overdue Period (Credit control)

Why do | need good credit control?

A good cash flow is essential to running a successful business. No cash, no business. If it's your money, you should make
sure that it's paid to you in a timely way. Anything else is unfair on you and unprofessional for your business.

Credit Hound and credit control

Credit Hound gives you the tools to decide who to chase, when and how. And by using the program, you'll automate
time-consuming processes like reminder letters. It also ensures that you keep accurate records of all chases. For more
information, see Key ideas behind Credit Hound (@ see page 5).

Key ideas behind Credit Hound

The whole idea behind Credit Hound is to make it easy for you to keep on top of your credit control. You'll have information
at your fingertips and it's possible for much of the work to be done automatically.

You start by viewing a drillable summary of exactly who owes you money.

The Home Page is a 'dashboard' that shows the key information that credit controllers need to know. This information is:

e up-to-date - it is synchronised with your accounts system when you open up Credit Hound;

« drillable - you can double click on items, or left click, to find out greater levels of detail.

You can chase money in three ways.



4.2 Key ideas behind Credit Hound Credit Hound

The Chase screen allows you to chase transactions and accounts. The focus is on telephoning people to find out why debts
have not been paid. Based on their reasons, you then add 'Call backs' which are letters, emails or calendar entries that
ensure you follow up on them.

The second way to chase money is Rules. These allow you to chase several transactions/accounts at the same time. The
focus is on writing letters that remind groups of customers of their debts. You can set up a series of letters (a '‘Chase Cycle’).
The first letter might be a gentle reminder, the second letter might be a request for payment, and the third letter in the Chase
Cycle might be a warning of imminent court action.

The third way to chase money is Self Chasing. You simply set up a Chase Cycle(s) and then letters are automatically
created/emailed.

You can use different approaches for different customers.

Most people want to treat their key accounts differently from small accounts. For example, they may want to adopt a different
tone of voice or provide a different level of information. With Credit Hound, you can set up different Chase Cycles for
different customers.

First, you assign customers to different categories (such as 'key' or 'standard’).

Then you set up different Chase Cycles, which include standard letters.

Use the Calendar (@ see page 14) for follow ups - if they are still necessary.

The Calendar (@ see page 14) records the future actions that you've decided are necessary. You can view your own
calendar and also, if desired, the calendars of other people who use Credit Hound. Calendar (& see page 14) entries can be
integrated with Microsoft Outlook.

If people pay before an action is due, thereby making it unnecessary, the calendar can automatically 'complete’ it and you
need take no further action. Simply click on Calendar (@ see page 14) > Auto Complete.

You can record disputes and take action to resolve them.

Sometimes people don't pay because they dispute the amount. Good credit control can pick up on problems and help
ensure that customers are satisfied. The Chase Screen allows you to assign disputes to transactions/accounts and also to
assign them to internal staff to resolve. The aim is better customer service as well as faster payment.

You can chase child / branch account transactions at the parent / head office account.
Credit Hound allows you to set up your chasing based on your customers multi-tiered hierarchy. This feature will enable you
to send a single chase letter to a central contact for multiple branch account transactions.

You can set up consolidated chasing from your accounting system (if available) and allow Credit Hound to sync through this
data, or set it up within Credit Hound totally independent to your accounting system.

The more you put in, the more you get out.

Credit Hound brings together all the details related to credit control. By using the Chase Screen effectively, you'll find that
you have full records of what you've said, what your customers have promised, and how much effort it's taken to get your
money.

You'll find that the data in Credit Hound is invaluable because it removes any uncertainty. If a promise to pay has been
recorded, it's much harder for a customer to go back on what's been said.
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With Credit Hound, anyone in your team will be able to chase debts and - most importantly - ensure that you get your money.



5.3 Remember to right click Credit Hound

Getting started overview

This section guides you through some basics within Credit Hound.

Logging on to Credit Hound (@ see page 8)

Synchronising data with your accounts system (@ see page 8)

Guide to screens (@ see page 9) - click to find out more about the:

* Home Page (@ see page 9), Accounts List (& see page 10), Aged Debt Report (@ see page 11)
« Chase screen (@ see page 12), Viewing Screen or Calendar (@ see page 14).

Filters (& see page 15) and sorts (@ see page 17) - these are great if you have lots of accounts and want to focus on
just a few key ones.

Dealing with customer accounts (@ see page 17)
< Groups and categories (@ see page 20) - useful ways to organise your customers

* To add customer contacts (@ see page 22)

Not found what you're looking for?

Try Managing Credit Hound (@ see page 49) for details of how to change settings within the Credit Hound Manager.

Tip: A lot of functionality within Credit Hound is available when you right click (@ see page 9).

Logging on to Credit Hound

. Double click the Credit Hound icon on your desktop. The Credit Hound Logon window appears. Alternatively, open Credit

Hound by selecting Start > Programs > Draycir > Credit Hound > Credit Hound.

2. Enter your username and password, and click Login.

3. If you have more than one company the Company Selection window appears. Select your company and click OK.

. A dialog box asks if you want to perform synchronisation. Definition: Synchronisation is a data update process in which

Credit Hound automatically reads the data in your accounts program and saves it ready for you to use during your credit
control. If you would like to synchronise data at this point (recommended) click Yes.

After Credit Hound has finished synchronising data with your accounting program, the Home Page (@ see page 9) appears.

Synchronising data with your accounts

system

Synchronisation is Credit Hound's update process. Credit Hound reads the data in your accounts program, and saves it
ready for you to use during your credit control.

Credit Hound automatically prompts you to synchronise data with your accounts system when you log on. We recommend
that you always do this, unless you are sure that no new data has been input into your accounts program.

You can also synchronise data with your accounts program by selecting Start > Programs > Draycir > Credit Hound > Credit
Hound Data Synchroniser.



5.4 Guide to screens overview Credit Hound Home Page

Remember to right click

Right clicking is an integral part of using Credit Hound. It is the quickest and easiest way to complete the most common
tasks.

You can right click most items on your Credit Hound screens, from transactions to parts of graphs.

So if you want to act on information in your program, right click to see what your options are.

Guide to screens overview

Credit Hound is made up of the following screens, offering different information and features:

» Home Page (@ see page 9) - your overall credit control situation in one screen.

» Accounts List (& see page 10) - a list of all the customers within the Customer Ledger in your accounts program.
» Aged Debt Screen (@ see page 11) - a list of the accounts that owe you money.

» Chase Screen (@ see page 12) - a screen that helps you chase individual invoices/accounts.

» View Account - If you are a Bl user or a Limited user, this screen will help you to view individual invoices/accounts and
add transaction note(s).

e Calendar (@ see page 14) - a calendar showing your scheduled call backs (when you'll follow up on customers' promises
to pay).
« Document history (@ see page 14) - a screen where you can revisit the letters and reports generated.

As you move between screens, a trail of your movements is provided by tabs at the top of the screen.
To move between screens that you've visited, click on the tabs. You can also click on ~.

To close a screen, click on x.

Related links:

Managing Credit Hound (@ see page 49) - you can change settings (and what appears on a screen) within Credit Hound
Manager.

Home Page

The Home Page shows your overall credit control situation in one screen. From here you're a click away from your Accounts
List (@ see page 10), Aged Debt Screen (@ see page 11) and Calendar (& see page 14).

Information in the Home Page is colour-coded:

Red = information that requires urgent attention.

Green = good news.
It's easy to dig deeper for more information:

« Inthe graphs, double click the data that interests you.



5.4 Guide to screens overview Credit Hound Accounts List

» Otherwise right click to drill down to information.

The sections of the Home Page

Quick Launch

Click a link to:

« view my account list - this is the list of all accounts.

« view aged debt report - this is the list of accounts that owe you money.

* go to my diary - this takes you to your calendar.

My Disputes

Resolving disputes is a major part of credit control. This section shows a list of outstanding disputes.
Tip: Right click to Chase Account.

My Diary Calls

See a list of the call backs you've already planned for the next few days, taken from your Credit Hound Calendar (@ see
page 14).

Tip: Right click a diary call to Chase Account.
Where's My Money?
See the total amount owed to you, broken down into Not Due, Disputed, Overdue and Non-Allocated money.

Tip: Double click a segment of the pie chart to see an Accounts List for Not Due, Disputed, Overdue or Non-Allocated
money.

Who's Got My Money?

A graph of the companies that owe you the most money.

Tip: Want to chase one of these companies? Double click a bar to open the Chase Screen for that company.
Promised Cash

The money you can expect to receive this week, next week and later.

Mini Aged Debt

This section breaks down the total money owed to you by how old the debt is.

Tip: Want to see an Accounts List for either your current, 30/60/90 days old, or older debt? Right click, and select the age of
debt from the shortcut menu.

Who Has Paid Me?

Details of the money paid to you over the last seven days.

Accounts List

The Accounts List is a list of all your customers, taken from your accounts program. You can use it to make decisions about
who to chase.

Note: Customers who do not owe you money still appear in your Accounts List. Their balance will be 0.00.
Questions and Answers

How do | chase a company on the Accounts List, or view more about them?

10



5.4 Guide to screens overview Credit Hound Chase Screen

To open a Chase Screen (@ see page 12) for a particular account, double click the row containing data for that account.
How do | change an account's category or group?

Right click an account, and select To change an account's category (@ see page 22) or To change an account's group (&
see page 21).

How do | focus on a shortlist of accounts? Or reorder the Accounts List?

You can create a shortlist of accounts by using filters (@ see page 15). You can also change the order accounts appear by
using sort by (@ see page 17).

What is the meaning of the 'stop' icon?
@= the account has been put on stop (probably because the customer has failed to pay).
How can | change the columns shown in the list?

Right click on an account and select Customise Grid. Then tick the columns from the list that you want to appear on the
Accounts List.

How can | change the order of the columns shown in the list?

Left click on the column title and hold the button down. Drag the column to the left or right until you reach the divide between
two columns where you want your column to be placed (two red arrows denote where you can place the column). Release
the mouse button and the column will now be in its new position.

You can also make the list multi-line by moving columns underneath one another. Left click on a column and drag it
underneath another column (two red arrows will denote where you can place the column).

Aged Debt Screen

The Aged Debt Screen contains information about the debt owed to you.

Questions and Answers

How do I start chasing a company on the Aged Debt list?

To open a Chase Screen (i@ see page 12) for a particular account, double click the row containing data for that account.
Can | focus on a shortlist of accounts or reorder the Aged Debt Screen?

You can create a shortlist of accounts by using filters (@ see page 15). You can also change the order accounts appear by
using sort by (@ see page 17).

Can | print an Aged Debt report or export it to Microsoft Excel?

To print the Aged Debt Screen, click 'Print List' from the toolbar. You can also click 'Export to Excel'.
To print an Aged Debt report, select Tools > Reports and choose 'Aged Debt'.

How can | change the columns shown in the list?

Right click on an account and select Customise Grid. Then tick the columns from the list that you want to appear on the
Accounts List.

How can | change the order of the columns shown in the list?

Left click on the column title and hold the button down. Drag the column to the left or right until you reach the divide between
two columns where you want your column to be placed (two red arrows denote where you can place the column). Release
the mouse button and the column will now be in its new position.

You can also make the list multi-line by moving columns underneath one another. Left click on a column and drag it
underneath another column (two red arrows will denote where you can place the column).

11



5.4 Guide to screens overview Credit Hound Chase Screen

Chase Screen

Purpose of the Chase Screen

You use the Chase Screen to help you telephone your customer to a) find the reason for non-payment and b) set a realistic
date for when you'll call back if the payment still doesn't arrive.

You only get to the Chase Screen after you have identified an invoice or account that you want to chase. In most cases, you
do this by right clicking an account in another Credit Hound screen. Or, in the Viewing Screen, you can also click Chase
Account.

The Transactions section
The Transactions section contains a list of transactions (invoices, payments, credit notes) for that customer.
If you click Start Chase, then right click a transaction, you have the following options:

Add Reason - tag a transaction with a reason for non-payment (@ see page 28) and add a diary entry for your next follow (&
see page 29) up in case payment still does not arrive.

Add Dispute - tag a dispute to a transaction (@ see page 29) as a reason for non payment.
Resolve Dispute - resolve a dispute that has been set up in the past.

View Reasons - view or remove reasons.

View Disputes - view or remove disputes.

View Invoice - open the data contained in the original invoice.

View Credit Note - open the original credit note.

Transaction Filter - show all transactions for a company, or only outstanding transactions.

Note: Within the transactions grid you can apply additional filters (under column headers). To turn transaction filtering off, on
the left-hand panel, under Options, click on 'Turn off transaction filters'.

Chase - to start/stop a chase, or record that nobody is available to talk about the transaction.

History section

This section lists any action that relates to a transaction, such as a letter or call back. By default, this appears underneath
the Transactions section.

If you want to view the history for an account (rather than a particular transaction):
1. Right click the History section.
2. Select History View > Account History.

3. Select a manually added transaction note. Right click on a manually added transaction note, and there will be a new
option "Marked as Removed". Only the originator of the note can be the person who can mark a note as "Mark as
Removed". Marking a note as removed is a irreversible process.

Note: You cannot enter information directly into the history section. It is an automatic record of actions that you or your
colleagues have already completed.

Account Information section

12



5.4 Guide to screens overview Credit Hound Calendar

Account tab
This gives an overview of the account.

'Account notes': you can enter information in this box that you want to see every time you chase this account (for example,
'Friend of the Managing Director").

Address tab
This displays the main address of the account.
Chase tab

Enter information about your chase in the '‘Chase' tab. This information will appear in the History section under 'Description’
and in letters sent to customers. For example, 'No evidence of the invoice ever being received'.

This is also where you insert the reason for non-payment, the time and date for a call back, and the amount promised.
Contacts tab

Here you can add new contacts to an account, or add further details about existing contacts such as email addresses and
fax numbers. The contact with the green tick is the default contact to whom any chasing letters will be addressed.

Aged Debt tab

This displays data about the aged debt.
Turnover tab

This displays monthly turnover.

Analysis Codes tab

This displays the Analysis Codes (you have added in Credit Hound Manager) and the equivalent values for the account. See
Analysis Codes (@ see page 21) for more information.

Disputes tab
This displays the disputes on account. See Disputes (@ see page 40) for more information.
Add Note tab

Any Credit Hound user will have the option to add a note to a transaction(s).

Meaning of Icons

= Invoice
= Receipt
e Full payment of moneys promised on this chase
£ Part payment of moneys promised on this chase

Money has been promised on a previous chase
o Dispute (added in this chase)
s Dispute (added in a previous chase)

=4 Transaction with previous chases

® Telephone call
Letter
z Manual note has been entered
8 Manual note has been marked as removed

For more information

Using the Chase screen (@ see page 24)

13



5.4 Guide to screens overview Credit Hound Document History

Calendar

Your calendar organises what actions need to be done, on what date and at what time. It helps you to answer the question,
‘what am | doing today?'

Diary entries appear in your calendar as appointments. Double click an appointment to see more information.

Reminders

When you open your calendar, a Reminder window pops up if there are overdue appointments.

Your Calendar view

You can view your calendar by week, month, or a list of diary calls in date order.

For more information
Using the calendar (@ see page 43)

Managing calendar settings (@ see page 56)

Document History

The Document History screen allows previously generated reports and letters to be reviewed, reprinted and deleted.

The screen is available from the application's main File menu.

[ CreditHound - Stationery & Computer Ma

View Tools Window Help
il 4" Document History Refresh Screen

il Change Company F_]

Exit

SaP View my account list
=

The purpose of the Document History screen is to enable you to reprint the batch of letters, either generated by a manual or
an automated chase, in the event of an error.

14



5.5 Filters and sorts

Credit Hound

4" Document History == E=n ==
Type Mo. Name Pages User Date
= Bl - & -
[£] 00005 Dispute Analysis 1 Brent N 1310/2011 16:53
o 00004 Dispute report (2) 2 Rakesh P 1310/2011 16:50
¥ 00003 Dispute notification (contact details) 1 Rakesh P 1310/2011 16:50
B 00002 Follow up letter (2) 1 Brent N 1310/2011 16:46
[# 00001 Transaction Dossier & Brent N 13102011 16:46
[ view ][ it ][ Delete | [ Showallusersdocuments [ Refresh | [ Close

The column headings allow for filtering and sorting.

Filters

Setting the option [ show all user's documents @llows the user to see letters and reports produced by all users of Credit Hound. Which

users are allowed to see all letters and reports is configured in Managing users (& see page 57).

5.5 Filters and sorts

If you have a lot of accounts then it's useful to be able to focus on ones that meet certain criteria. Credit Hound helps you

through:

» Filters (@ see page 15)
» Sorts (@ see page 17)

5.5.1 Filters

Filters are rules you apply to your Accounts List or Aged Debt list to create shortlists of accounts.

For example, in your Accounts List, you can choose to view only those accounts with less than £500 remaining credit. Or, in

your Aged Debt, you can choose to view only accounts with more than £5000 disputed.

You can apply multiple filters. Use the buttons at the top of your Accounts List or Aged Debt to choose the rules for your

filters.

Text-based filters

1. To filter by letters, click . Select an option from the following drop-down list:

[®] Cortains

LA Encts: weith

|&! Does not start with
(W} Does not contain
[ Does not end with
== Does not match

<

[F] Mt Like

After selecting an option, your cursor appears in the filter row.

15



5.5 Filters and sorts Credit Hound Filters

2. Choose the letters for your filter. Either enter letters directly or select from a drop-down list of accounts.

ik A
[Custom) ~
[Blanks)

[MonBlanks)

A1 Design Services

ABS Garages Ltd

Bobs Building Supplies

Bronsan Inc

Business Exhibitions (5

Your list of accounts changes to show only the accounts that fit your filter's criteria.

Number-based filters

1. To filter by numbers, click E] Select an option from the following drop-down list:

- @

Equals
# Does not ecual
< Less than
= Less than or equal to
= Greater than
= Greater than or equal to

After selecting an option, your cursor appears in the filter row.

2. Choose the numbers for your filter. Either enter numbers directly or select from a drop-down list of figures taken from
particular accounts.

[ a~

[Custom) -~
(Blanks)
[MonBlanks)
£0.00

£18322
£915.24
£971.28
£972.07 [

Your list of accounts changes to show only the accounts that fit your filter's criteria.

To create custom filters
To use several conditions in one filter, select (Custom) from the filter drop-down list. The Enter filter criteria window appears.
In this window you can add extra conditions, and decide whether they are 'And' or 'Or'.

This is useful if there are multiple parts to your filter. For example, you want to view accounts with overdue days greater than
100 days but less than 500 days.

Blanks and Non Blanks

'‘Blanks' refers to omitted data. You can base filters on whether accounts have data or not for particular columns.

To clear filters
To clear a filter, click [&.

If you have a lot of filters, it's quicker to close the Accounts List or Aged Debt screen so that all filters are automatically
cleared. You can then go back to the Accounts List or Aged Debit.

There is an option where users can clear all the filters set on the Account List or Aged Debt screen. If you right click
anywhere on the Account List or Aged Debt screen, there will be a new option to ‘Clear All Filters'.

16



5.6 Dealing with customer accounts

LAGLE SYIILIIGIISEMIS L VSN 31 S Esn

Cred

L) SIA S MLLULNR | @ PR Lt o

it Hound

LA e LaLE

R LN R

i Home - EVALUATION GOPY E.&muunmLiM @ Chasing Account (1EURQO - Euro Trading Account) On Stop.

Level Reference 7 Mame Post Code Ealance Credit Limit Owverdue Mot Du
5w & I - - - -
i 4| Chase Account
1EURO Euro Trading Ac £2036157  £61,08650  £20,361.57
ABBODY Abbey Retail Lig) B Change Group £1626069 £10000000  £16260.69 1
& Change Cat
BETOOT Better Kitchens | Bl C"ange Category (£1.067.19)  £60.000.00 £0.00 ]
BIR0OT ey R . =tomise Grd £27.966.25 £000  £27.96725 |
BIR002 ey | | e £43,030.21 EDOD  £43.030.21 1
BIRDO3 Kingstanding Kitchens BIS 2wT £40,241.78 F000  £4024178 1
BIRDO4 Cute and Cose Kitsch BI42 5GH £33.569.41 F000  £33569.41 1

Enable/disable transaction filters

On the Chase Screen there is an option to hide or allow transaction filters. On the side bar there is an option to turn 'on/off'
filters.

@ Options 2

I Turn off Transaction Filters I

Hide Account Name

Based on the setting, if the option is set as 'Turn off Transaction Filters' you will see the following screen changes on the
Chase Screen.

Type Reference

Second Ref

Additional Ref

Date

Due Date Ovr. Days Currency Amount

If the setting is set as 'Turn on Transaction Filters' the following screen changes will be shown, allowing the user to apply
transaction filters.

Transactions
Type Reference Second Ref Additional Ref Date Due Date Ovr. Days Currency Amount

5.5.2 Sort accounts by

Click on any of the column headings in your Accounts List, Aged Debt list or Chase Screen to sort your accounts or
transactions in ascending or descending order.

For example, Feference

lists accounts by reference from A - Z. reference | lists accounts by reference from Z - A.

5.6 Dealing with customer accounts

Groups and categories (@ see page 20) - these are the two main ways to organise customers within Credit Hound.

To change an account's group (@ see page 21)
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5.6 Dealing with customer accounts Credit Hound Consolidated Chasing

« To change an account's category (@ see page 22)

To add customer contacts (@ see page 22)

Consolidated Chasing

If you're dealing with large customers, they may have a head office and branch account setup. This means that although a
specific invoice has been generated for a particular branch account (as the sales order was placed by the branch), the
chasing correspondence needs to be sent to the head office as the accounts department is a centralised function.

With Credit Hound you can set up your consolidated chasing hierarchy / relationships in order to send correspondence to the
appropriate accounts.

Link between Branch accounts and Head Office accounts

If you are using Sage 200 or Microsoft Dynamics GP, Credit Hound will sync through the head office /parent - branch / child
account relationships from your accounting system. If you have a requirement to change these relationships within Credit
Hound, you can do so.

If you are using Sage 50 or Microsoft Dynamics NAV you will have the ability to setup your Consolidated Chasing
relationships directly within Credit Hound.

To setup or edit your Consolidated Chasing relationships,

1. Open Credit Hound

2. Click on Tools

3. Click on Consolidated Chasing

Note: You must be a Full System User with an Administrator or Manager role, or a Bl User with a Bl Standard role to access
this option

4. To set up a consolidated account relationship; find a branch account 'Reference’, then under the 'Account to Chase'
column, set the account where you would like the correspondence for that branch account to be sent. In the below
example you will see TOTO001 is the Account to Chase for a number of branch accounts including TOT002.
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5.6 Dealing with customer accounts Credit Hound Consolidated Chasing

. [l Consolidated Chasing - Company1 (COMPO001) i - — - . C=0rC
Level Reference Name Head Office Account  Account to Chase -
= [l ] [A] [A]

RYADO1 Ryan Warehouse Conversio
SHIDOA Shiny Things
SINDOT Sinead Smith Interiors
SOMDD1 Sommerhill Homes Ltd
STY001 Style Right Design
TEST3 TEST3
TEST4 TEST4
TIGO0 Tiger Build
|:.ﬂ 1 TOTOD1 Total Home Care (Head Offi

2 TOTOD2 Total Home Care Birmingha TOTO001 - Total Home  TOTO01 - Total Home

2 TOTO003 Total Home Care Cardiff TOTOO1 - Total Home  TOTO01 - Total Home

2  TOTOD4 Total Home Care Edinburgh  TOTO01 - Total Home  TOTO01 - Total Home

2 TOTOO5 Total Home Care London TOTOO1 - Tetal Home  TOTO01 - Total Home

2  TOTODB Total Home Care Liverpool  TOTOO1 - Total Home TOTO01 - Total Home
TTCO0M TT Construction Ltd
TULOO1 Tulip Enterprises Ltd E
WELOO1 ‘wiellington Kitchen Refurbis i
WHID Whiteware Stores =

[ ok ][ caneel

Note: Credit Hound will also let you run reports based on your head office hierarchy to give you group exposure. This will be
based on the 'Head Office Account' column (and not 'Account to Chase’). If your accounting system supports head office -
branch accounts, this data will be synchronised to update the Head Office Account column. If you are using Sage 50 or
Microsoft Dynamics NAV, you can use this screen to set up your head office accounts for reporting purposes. These
relationships can be the same or different to your '‘Account to Chase' relationships. See Running reports overview (@ see
page 45) for more information on the reports that are available for head office reporting.

How to enable Consolidated Chasing

If you cannot see the Tools > Consolidated Chasing option, the feature may not be enabled. See Enabling or disabling
Consolidated Chasing (= see page 68) for more information on how to enable this feature.

Show Account Name

On accounts that have been configured for Consolidated Chasing there will be a side bar option to display the Account
Name on the Chase Screen.

w54 Options A
Hide Account Mame I

Based on the setting to hide the Account Name, the following screen will be shown
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5.6 Dealing with customer accounts Credit Hound Groups and categories

'
Level AccountRef Type Reference Second Ref Additional Ref Date Due Date Owr. Days

1 TOTOODM Invaice 0000005000 DOD0004837 27 Aug 2012 26 Sep 2012 1254
4938 24 Oct 2012
24 Oct

05 Sep 202

1 TOTOOA nvoice

1228

1226

1275

1
12 Sep 2012 1268
19 Sep 2012 1261
1

1254

26 Sep 2012

03 Oct 2012 1247

If the setting is set to show the Account Name, the following screen will be shown

Level Account Type Reference Second Ref Additional Ref Date Due Date Ovr. Days
1 TOTOO01 -[Total Home Invoice 0000005000 0000004937 27 Aug 2012 26 Sep 2012 1254
1 TOTOO1 -|Total Home Invoice 0 24 Sep 2012 24 Oct2012 1226
1 TOTOO1-|Total Home Invoice 24 Sep 2012 24 Oct2012 1226
2 LOMOOS - |. M. Goode Invoice 06 Aug 2012 05 Sep 2012 1275
2  LONOOS-). M. Goode Invoice 13 Aug 2012 12 Sep 2012 1268
2 LONOOS-). M. Goode Invoice 0 Aug 2012 19 Sep 2012 1261
2 LOMNOIS-). M. Goode Invoice 27 Aug 2012 26 Sep 2012 1254
2 LOMNOOS -J. M. Goode Invoice 03 Sep 2012 03 Oct 2012 1247

5.6.2 Groups and categories

If you're dealing with a large number of customers, it's helpful to organise them into different types. With Credit Hound, you
can divide them in two ways:

» groups - for example, 'Tom's group' or 'Richard's group'. Membership of a group depends on which of your credit control
team is responsible for them.

« categories - for example, a customer could be in the 'standard’ or 'problem’ category. Membership of a category depends
on what type of business they are.

Why use groups?

Let's assume you have 200 customers and two credit controllers called Tom and Richard. You might want Tom to look after
customers A-L and Richard to look after customers M-Z.

By setting up groups, Tom can focus purely on his accounts. When he opens Credit Hound he won't even see any data
relating to Richard's group (unless he is allowed to). This makes life much easier for him.

Find out more:

Managing groups (& see page 50)

To change an account's group (@ see page 21)
Why use categories?

Not all customers are the same. The way you chase money from a huge multinational (which has fixed internal processes) is
likely to be different from the way you chase a small business.

The default types of category are:

* Problem - accounts you know that you've had problems with.

» Basic - perhaps a new account that needs to earn its right to longer credit terms.
« Standard - the bulk of your accounts.

* Key - these are accounts that are most important and need careful handling.

« Corporate - these are large accounts where payment cycles are likely to be fixed.
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5.6 Dealing with customer accounts Credit Hound To change an account's group

Find out more:
Managing categories (@ see page 51)

To change an account's category (@ see page 22)

Analysis codes

Within Credit Hound you can have four different types of analysis codes; Host, Lookup List, Free Text and SQL View.

These codes enable you to sort, filter, report and use Rules on your accounts. They are used to group together similar
accounts and help you break your accounts down into smaller more manageable amounts. For example you could store the
credit controller responsible for each account, its type (small, medium, large), its area (South, Midlands, North) etc.

Host

A Host analysis code is one that comes from your accounting system and is automatically updated for you by the Credit
Hound synchronisation process. To change the value of a Host analysis code can only be done from within the accounting
system itself.

Lookup List

This type of analysis code uses a pre-defined list of values that you setup with in the Credit Hound Manager. The advantage
of Lookup List analysis code is that you can only use values from the list. This stops misspelling or the use of plural version
of values.

Free Text

A Free Text analysis code allows you to enter any text you wish against an account. However if you wish to perform
reporting, filtering or run Rules on this analysis code it is possible for accounts to be excluded due to someone misspelling or
using the plural or other form of a value. For example, the value North and Northern can both denote the account is in your
northern territory. However if you filtered your accounts on the phase ‘Northern’ any ‘North’ account would be excluded.

SQL View

The SQL view will allow the user to select any account data from the accounting system and map it to a analysis code in
Credit Hound. The Credit Hound syncronisation process will populate Credit Hound with the data returned by the SQL View.
Currently only 10 Credit Hound analysis codes can be mapped to the accounting system account data.

To change an account's group

The group of an account determines which of your colleagues takes responsibility for chasing it.
From the Accounts List:

1. Select an account(s), right click, and select Change Group. The Account Group Configuration window appears. It lists the
account(s) that you selected.

2. With the account selected, click the Account Groups drop down list. Select the group to which you want to assign the
account.

From Rules:

1. Add the Action 'Set Account Group Action' and select the group you want the account to be moved into.

Find out about setting up new groups:
Managing groups (@ see page 50)

Find out about Rules:
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5.6 Dealing with customer accounts Credit Hound To add customer contacts

Using rules (@ see page 33)

To change an account's category

The category of an account determines which chasing cycle it follows and which letters it will receive.
From the Accounts List:

1. Click to select an account(s), right click, and select Change Category. The Account Category Configuration window
appears.

2. With the appropriate account selected, click the Account Categories drop down list. Select the category to which you want
to assign the account.

Note: If you no longer want an account to be assigned to a category, select None from the drop down list.
From Rules:

1. Add the Action 'Set Account Group Action' and select the group you want the account to be moved into.

Find out more:
Managing categories (@ see page 51)
Find out about Rules:

Using rules (@ see page 33)

To change an account's analysis code

The group of an account determines which of your colleagues takes responsibility for chasing it.

From the Chase Screen:

1. From the Account Details in the Analysis Codes tab, click the analysis code you wish to change.

. If the analysis code is of a ‘look up list’ type then you can only select a value from the drop down list.
. If the analysis code is a ‘free text’ type enter the value you want.

. If the analysis code is a 'SQL View' type the analysis code has been mapped to a accounting system field.

a b~ W N

. If you cannot select or enter a value then the analysis code has been synchronised from your accounting system and
therefore can only be updated from within your accounting system.

Finding out more:

Managing analysis codes (@ see page 62)

To add customer contacts

1. Navigate to the Chase screen for the customer.
2. Select the 'Contacts' tab. A Contact List appears.

3. Click on 'New' to add a new contact for this customer. Fill in their details, starting with 'Title". It is important to include their
email address (and fax number, if appropriate) so that they can be contacted quickly and cheaply. Note: the name field is
generated automatically from other fields.

4. Click 'Save and Close'. The Chase screen reappears.

5. If you would like the new contact to become the default (= primary) contact, select the contact and right click, then choose
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'Default contact'.
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6.1 Using the Chase Screen Credit Hound

Chasing your money overview

Credit Hound offers three ways to chase your money:

1. Using the Chase screen (@ see page 24) allows you to chase transactions/accounts one at a time. The focus is on
telephoning people to a) find the reason for non-payment and b) set a realistic date for when you'll call back if the
payment still doesn't arrive.

2. Rules (@ see page 33) allow you to chase several transactions/accounts at the same time. The focus is on writing letters
that remind groups of customers of their debts.

3. Self Chasing (@ see page 38) is when rules are run automatically at regular times. All you have to do is post the letters
that are printed, or work through the list of phone calls that appears in your calendar.

If you're new to Credit Hound we recommend you start by using the Chase screen (& see page 24).

Using the Chase Screen

What's it for?

You use the Chase Screen to help you telephone your customer to a) find the reason for non-payment and b) set a realistic
date for when you'll call back if the payment still doesn't arrive.

To help you, the Chase Screen brings together everything you need including:

« Details of transactions - primarily overdue invoices but also an option to see receipts and credit notes.
« Chase history - details of previous chases.

« Account information - including contact details, turnover and notes.

» Tagging features - these allow you to 'tag' the account with reasons for non-payment.

How do you reach it?
Most people use one of the following routes to get from the Home Page to the Chase Screen:

e ¥ agedbebt This shows a list of Aged Debt. Click to select an account/transaction then select ‘Chase Account'.

« L accaunts This shows a list of accounts. Simply double click on an account to reach the Chase screen. Or click to select
an account then right-click ‘Chase Account'.

[ cakender This shows your calendar. Double click to bring up details of a callback. Click on the 'Chase Account' button
within the window.

Note: If you require your chase letters for branch accounts to be sent to the corresponding head office accounts, you will
need to have Consolidated Chasing enabled. See Dealing with customer accounts > Consolidated Chasing (@ see page 18)
for more information. If you have consolidated chasing relationships configured; to ensure your letters are sent to the correct
accounts, on the Aged Debt list and Accounts list, double click on the account you would like the letters to be sent to. If the
account you chase is a consolidated account, you will see all branch transactions in the transactions grid of the chase
screen.

Why do | need to keep records of who I've spoken to?

If your customer claims that you have not given them enough details about outstanding invoices then you want to be able to
show:

« who you've spoken to

« when you spoke to them and for how long
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6.1 Using the Chase Screen Credit Hound 1. Identify a transaction to chase

« what they promised to do.

You can only do this if you've kept good records within Credit Hound.

Your next step
Follow the 10-step process for chasing your money using the Chase Screen:

. ldentify a transaction to chase (@ see page 25)

. Select a contact to chase (@ see page 26)

. Start the chase (@ see page 27)

. Call the customer (@ see page 27)

. Tag the transaction with a reason for non-payment (@ see page 28)
. Add a diary entry for your next follow up (@ see page 29)

. Save the details (@ see page 31)

. Stop the chase (@ see page 31)

© 00 N oo 0o b~ W DN B

. Select follow up letters/reports (@ see page 31)
10. Send follow up letters/reports (@ see page 32)

Further Questions and Answers
Do | have to use the Chase Screen to chase my money?

No. You can also use 'Rules' or 'Self-Chasing'.

How do | select '‘Chase Account'?
Once you have selected an account/transaction/callback, there are four ways to move to the Chase screen.
From the toolbar: If the user is a full system user they will see 4 ¢hase accaunt toolbar button and this will select the account

With a right click: If the user is a full system user they will see & ¢chase account— this will select the account

From the toolbar: If the user has been set up as a Bl user or a Limited user they will see | ViewAccount puytton and this will
select the account

With a right click: If the user is a Bl user or a Limited user they will see & View Account this will select the account

Within the calendar, double click on a callback/appointment, then click the ‘Chase Account' button within the window that
appears.

1. Identify a transaction to chase

1. Look at the section of the Chase Screen.

Note: Overdue transactions appear in red, non-overdue appear in , and disputed transactions are in blue.

2. Click the transaction you want to chase. A dotted line appears around the transaction and any coloured text becomes
black again. You must select a transaction (check for the dotted line) before you can start a chase.

Type Reference

|j Invaice 67
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6.1 Using the Chase Screen Credit Hound 2. Select a contact to chase

Note: You can select multiple transactions by pressing the 'Ctrl' key while clicking on further transactions. If the transactions
are grouped together, it's quicker to press the 'Shift' key while clicking on the first and last transactions in the group. The
records of actions relating to the transactions will be replicated for each of the selected transactions.

3. For an overview, familiarise yourself with the information in the section.

It is important to check the history of the outstanding transaction before picking up the telephone. The icons give you a quick
overview:

“= You've already chased this invoice in the past.
"= The customer has previously disputed this invoice and the dispute is unresolved.

#= During the current telephone call you have chased some of the money but not all of it (for example you've received a
promise for £500 out of a debt of £600).

#£= During the current telephone call you have chased all of the money.

4. For more details, look in the History section which is below the Transactions section.

For example:

| 27 Jun 2007 g 0244 _/ £1,2389 65  Automated Letter Automated Letter [Chasing.. | Jane Scott
Again, the icons help you see information at a glance:

¥ = You've written a letter.

@= You telephoned the contact.

You are now ready to select a contact to chase (@ see page 26).

2. Select a contact to chase

In the Contacts tab in the Account Information section, select a contact from the Contacts List. This contact will then be
assigned to the chase. Credit Hound will automatically use this contact's name in, for example, letters.

Note: The default contact for a customer is shown by a green tick.

Contact List

John Bampton

«3 01759 656 956 - [ ]
Questions and Answers

How do | change the default contact?

The default contact has a green tick within the Contacts tab. You can change the default contact by right clicking another
contact and clicking Default Contact.

How do | add a new contact or edit details?

Use the New/Edit/Remove buttons within the Contacts tab.

Note: the name field is greyed out because it is generated automatically from other fields.
Who have | chased before?

The History section of your Chase Screen will show the person contacted during previous chases.
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6.1 Using the Chase Screen Credit Hound 4. Call the customer
What are the meanings of icons?
Q

i3 = The contact's details are taken from your accounts system.

S = The contact's details have been added in Credit Hound.

When you have selected a contact, you are ready to start the chase (@ see page 27).

3. Start the chase

By timing your phone calls, you gain useful data about how long it takes to chase particular customers. You may decide that
it's simply not worth the hassle of continuing to do business with certain slow payers.

To start a chase

1. Click Start Chase.

Note: If you have any upcoming call backs, the Outstanding Diary Entries window opens containing details.
Complete - click if you've completed the task.

Remove - click if you no longer want to do it.

Continue Chase - click to ignore this information and chase now.

Cancel Chase - click to return to Chase Screen without chasing.

Note: The option to tag an account with a reason for non-payment and to add a diary entry are only available once you have
clicked Start Chase.

Next: Call the customer (& see page 27).

4. Call the customer

Please could | speak to X? ...My name is X and I'm calling from X. According to our records there is an invoice that is still
outstanding after X days. If | give you its reference, please could you tell me why it hasn't been paid yet?'

Remember:

« Always identify the person you are speaking to first. This ensures you have accurate records for future chases or in case
of queries.

* Your main purpose is to a) find the reason for non-payment and b) set a realistic date for when you'll call back if the
payment still doesn't arrive.

Questions and Answers

What if | speak to someone other than the default contact?

If you are speaking to a different contact, click on the Contacts tab and select the correct contact from the list.

If you are speaking to a new contact, add their details within the Contacts tab, then click on them so that they are selected.
What if nobody is available?

If nobody is available to take your call, you should make a note of this in Credit Hound:
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6.1 Using the Chase Screen Credit Hound 5. Tag the transaction with a reason for

1. Click the Nobody Available button in the toolbar. The Call Back window appears.
2. Enter a diary date for when you'll next call them.
3. Click Save and Close. A red pin will appear beside the selected transaction.

Next: Tag the transaction with a reason for non-payment. (@ see page 28)

5. Tag the transaction with a reason for non-payment

‘Could you tell me why the invoice hasn't been paid yet?.... Thank you for telling me the reason. | just want to clarify a little
further...'

There are two ways to tag a transaction(s) with a reason for non-payment...

a) To tag areason for non-payment via the Chase Tab

1. In the Account Information section, click the Chase tab.

2. Select a Reason for non-payment. Tip: the Suggested Objections prompt you to ask probing questions that are used by
experienced credit controllers.

Reasons & Objections

Reasons Suggested Objections
Changing Banks ¥ M Get chegue amount
Chegue in the post £ ! Get chegue number
Irvoice not found ! Get chegue date

Invoice not on system ! Was it posted first class?

Note: If you want to add any notes, enter these into the section. These notes will appear in the transaction's 'history' section.

Next you should add a diary entry for your next follow up (@ see page 29).

b) To tag a reason for non-payment by right-clicking a transaction

1. Right click a transaction in the Chase Screen and select Add Call Back. The Select a Call Back window appears. Note:
you must have clicked the Start Chase button to add a call back.

2. Select a reason.

Select a call back

Call Back Reasons
o< Changing Banks
N30
. Cheque inthe post

q
O CHEO

3. Click OK. The Call Back window appears. It includes Suggested Objections that prompt you to ask probing questions that
will be useful in the event of a court case.

Next you should add a diary entry for your next follow up (& see page 29).

Questions and Answers

How do | add to the list of 'reasons' and 'suggested objections'?

Change the list in Credit Hound Manager.

What if the customer only promises to pay part of the money that's owed?

Within the Chase tab, adjust the amount of money that you've been promised. Use the arrow icons to increase/decrease the
amount.
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6.1 Using the Chase Screen Credit Hound 7. Add a dispute

Actionz

Amourt Prarmised £ 91524 %

Next: Add a diary entry for your next follow up (@ see page 29).

6. Add a diary entry for your next follow up

We look forward to receiving your payment but, just in case, I'm going to enter a date into my diary to give you a call back if
the payment hasn't arrived. Shall | give it three or four days...?

There are two ways to add a diary entry for your next follow up...
To add a diary entry via the Chase tab

1. In the Account Information section, click the Chase tab.
2. In payertry | enter the time and date when you will call back. Ensure the Create Reminder check box is ticked. [#] creste Reminder

3. In Actions, enter the amount promised. Note: if no money has been promised, enter 0. If you want to enter the total of all
remaining overdue invoices, click Analyse Remaining.

To add a diary entry by right-clicking a transaction

1. Right click a transaction in the Chase Screen and select Add Call Back. The Select a Call Back window appears. Select a
call back reason and click OK. The Call Back window appears.

2. Enter the amount promised, and a call back date and time. You can also enter comments.

Questions and Answers

Can | change the default settings for diary entries?

Yes. See Managing calendar settings (@ see page 56).

How long should | give customers to make a payment, before | call back?

Example:

A member of the client's accounting team tells you he needs more signatures to authorise a payment.
From 'Reasons' you select 'More signatures needed'.

From 'Suggested objections' you ask 'When will these people be available to sign?'.

The client says he can get signatures by Friday.

There is no point calling him on Friday as he won't have had a chance to send you the money. It would be better to agree to
call the following Wednesday if you've still not received the payment.

Next: Save the details (@ see page 31).

7. Add a dispute

If a client tells you they do not intend to pay until a problem is resolved, you can add a dispute to a transaction.

The first time you hear about a dispute may be when you call a customer to ask why they have not paid. Assuming you are
already carrying out a Chase the procedure is as follows.

1. When the customer complains, select the disputed invoice by clicking on it. Then right click and select Add Dispute.
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6.1 Using the Chase Screen Credit Hound 7. Add a dispute

P add Dispute
Note: The Add Dispute option is only available if you have clicked Start Chase.

2. Select a type of dispute and click Ok. The Dispute window appears with the following areas:

Suggested Objections

A list of Suggested Objections appears, linked to the type of dispute. This brings to mind important questions that you might
want to ask - but which are easy to forget in the heat of the moment.

Cliert Motes

Enter details you are happy for the client to see in Client Notes. Note: What you type here appears in the Dispute
Noatification letter that you send to the customer so make sure it is suitable for them to see.

Internal Motes

Enter details that are for an internal audience only in Internal Notes.

General

The General section will show the reason for the dispute. Add the following:
» disputed amount

» adate and time to review the dispute

» adate and time when the dispute should have been resolved.

Note: The ticked box ¥l means that review and resolve dates will be added to your calendar. If you wish, you can untick the
box or change the default settings (@ see page 56).

Assign Dispute To...

From the Distribution List drop down list, select a member of staff to assign the dispute to. This member of staff will be
responsible for resolving the dispute. For example they may need to telephone the courier to check whether goods had been
delivered or not.

Copy Dispute To...

The Copy Dispute To... list contains internal contacts. Select the colleagues to whom you want to copy details of the dispute.

Tip: to select multiple contacts, click the top and bottom contacts while pressing SHIFT. Alternatively, press CTRL while
clicking the contacts you want.

3. Click K zave and Close |
After adding a dispute

The Chase screen shows the following changes:

« Aflag P appears beside the transaction.
» The amount disputed appears in the Chased column of the transaction.
» The Chased and Chaseable values at the bottom of your Chase Screen change to reflect the amount disputed.

Notifications to customers and colleagues

When you click Stop Chase, Credit Hound launches a Wizard. If you have added a dispute, the Wizard will ask you to select
Dispute Notification and Internal Report letters (@ see page 31).

Send Dispute
Hotification Letier = letters to customers

Send Dispute Report .
Letter = report to internal colleagues

Questions and Answers
How do | create new types of dispute? (@ see page 53)

How do | add contact details of my colleagues so | can assign disputes to them? (@ see page 52)
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6.1 Using the Chase Screen Credit Hound 10. Select follow up letters/reports

How do | Edit the notes of a dispute that has already been raised? (@ see page 41)

8. Save the detalls

a) To save via the Chase Tab

If you are in Transaction mode (@ see page 50), click 'Assign to Selected' (=assign the promised amount to the selected
invoice).

If you are in Account mode (@ see page 50), click 'Pay in Full'.

b) To save if you have right-clicked a transaction

% Call Back
1. Click {id o)

Note:
After chasing a transaction:

* apin appears beside the transaction (# indicates a chase for full payment, or ¢ for part payment);
» the amount promised appears in the Chased column of the transaction;
« the Chased and Chaseable values at the bottom of your Chase Screen change to reflect the amount promised.

Next: Stop the chase (@ see page 31).

9. Stop the chase

You should stop your chase when you have finished recording details of your telephone call.

1. Click Stop Chase. The Stop Chase? window appears.
2. Click one of the following:

Finish Chase - to save details of the chase.
Discard Chase - to abandon the chase and the details entered so far, including any call backs that you might have added.
Cancel - to return to the chase.

Next: Select follow up letters/reports (@ see page 31).

10. Select follow up letters/reports

=k Letter Wizard
l
Select the letters you wish to write to the account.

The Wizard prompts you to take appropriate action based on the details of your chase. It's good practice to send
confirmation letters to jog customers' memories about promised payments. They are probably busy people and your letter
helps them remember to action a payment - instead of forgetting under the weight of other priorities.

Reminder Letter Selection - the Wizard presents optional letters that you could use to remind customers of the reasons for
non-payment and when you're planning to call them back unless payment has been made.

Dispute Notification Selection - the Wizard presents optional letters that confirm details of disputes. These letters are
aimed at customers.
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6.1 Using the Chase Screen Credit Hound Put an account on stop

Dispute Report Selection - these reports are for internal use only.

1. Tick/untick the boxes as appropriate. Note: If an option is not applicable (for example, because there are no disputes) the
boxes are greyed out.

2. Click Next and Finish to move through the Wizard. You have to finish the Wizard before you can preview any
letters/reports.

Questions and Answers

How do | create my own letters/reports? (& see page 47)

Next: Send follow up letters/reports (& see page 32).

11. Send follow up letters/reports

After clicking Finish in the Wizard, Credit Hound opens the letters (one at a time, if you have created several types of letter)
for you to preview.

To automatically send your letter via email, fax or print

Click the printer icon and select 'Spindle Pro Auto' printer driver. This will automatically decide the most effective method of
delivering your letter to your client. The order is 1) email, 2) fax, 3) printed letter.

Other options on the toolbar
Click &7 to bring up the print dialog box or & to print the letter immediately.
Click = to email from Credit Hound.

Click L@ to save the letter. (You could then choose to attach the file to an email.)

Note: In the case of disputes, you create two letters: a Notification that goes to the client, and an Internal Report. The
Notification opens first. After previewing and closing/saving/emailing that letter, the Internal Report opens.

Other options include:

4 = add a watermark (either text or image that lies under the text you print).
‘m = add a background colour.

Create your own letters

You can edit existing letters or design new ones to send to your clients. For more information, click Designing a letter (@ see
page 47).

Put an account on stop

If a client fails to pay, you can put their account 'on stop'.

If you put an account on stop in Credit Hound, the account will also appear as on stop in most accounting programs linked to
Credit Hound. This makes it easy to see that no more work or invoices should be generated for that account.

To put an account on stop:

1. Click through to the Chase Screen for the account.
2. On the top toolbar, click Put Account on Stop!
Or...
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1. Click through to the Viewing Screen for the account
2. In the sidebar, from Account Tasks, click Put Account on Stop.

Note: The following icon appears alongside accounts that have been put on stop: @

To take an account off stop, click Remove Stop.

Using rules overview

Rules are made up of:

e criteria - these determine which accounts will be chased;
« actions - these determine what happens to those accounts (such as having a letter written to them).
For example, here is the rule called 'Chasing Letter 2":

Chasing Letter 2

Severe

u.'ﬂ Wikites chasing letter 2 to accounts with undispoted ootstanding Invoices over 50
days overdue and lezs than 36 days overdoe, who have not been chased in the
last 7 days, and where the amount outstapding is over £1.00. Account balance
must be over £5.

Rules can save you a lot of time. Instead of chasing accounts one at a time, you can chase several of them as a group.
Rules also allow you to set up, and follow, different chasing cycles that fit different categories of customers. For example:

Chasing Cycle for 'standard’ accounts:

Rule name Criteria Action

First contact for standard | Any standard account with at least one invoice which is between | Write mild letter (Chasing
accounts 15 days and 29 days overdue. 1)

Second contact for Any standard account with at least one invoice which is between | Write moderate letter
standard accounts 30 days and 45 days overdue. (Chasing 2)

Third contact for standard | Any standard account with at least one invoice which is more Diary entry to telephone
accounts than 50 days overdue. for an explanation

Chasing Cycle for 'problem' accounts:

Rule name Criteria Action

First contact for problem | Any problem account with at least one invoice which is Write mild letter (Chasing 3)
accounts between 1 day and 15 days overdue.

Second contact for Any problem account with at least one invoice which is Diary entry to telephone for an
problem accounts between 15 days and 30 days overdue. explanation.

Third contact for problem | Any problem account with at least one invoice which is more | Write severe letter, threatening
accounts than 35 days overdue. legal action (Chasing 4)
Running Rules in the correct order

It is important that you run your Rules in the correct order. Always run the most severe (strongest worded or actions) first,
this ensures that if a client qualifies for more than one Rule on the same day they will receive the most severe letter or action
and not the weaker one.

To ensure accounts only get one letter at a time see the criteria 'Days Since Last Account Chase' (@ see page 34) and 'Days
Since Last Transaction Chase' (@ see page 34).
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6.2 Using rules overview Credit Hound Rule criteria

Note: If you have enabled Consolidated Chasing (@ see page 18), please be aware that correspondence for branch
accounts (that are returned matching the rules you have setup) will be sent to the corresponding head office accounts
(Account to Chase). See Dealing with customer accounts > Consolidated Chasing (@ see page 18) for more information.

Find out more

Rule criteria (@ see page 34)

Rule actions (@ see page 35)

To run a rule (@ see page 36)

To edit a rule (@ see page 37)

To create new types of rule (@ see page 37)

Rules - an example (@ see page 38)

Rule criteria

Rule criteria allow you to define a rule so that it applies to exactly those accounts you are targeting - and no others.

Criteria often require numerical limits. For example if you select the following:

...J Account Balance Criteria
S5 Fiiters accounts based on the balance of an account.

...then you'll be asked for the level of the balance.

Balance Greater Than Or Equal To » £ o.oo

You might decide to type in '£1000' if you want the rule to only include accounts with at least £1000 outstanding. Or you
could leave the figure as £ 0.00 if you want to include all accounts.

Below is a list of available criteria:

Title Description

Analysis Code Criteria Filters (& see page 15) accounts based on the value of the analysis codes
Account Balance Filters (& see page 15) accounts based on the balance of an account

Account Category Filters (& see page 15) accounts based on the account category

Account Credit Limit Filters (& see page 15) accounts based on the credit limited on an account
Account Group Filters (@ see page 15) accounts based on the account group

Account On Stop Filters (@ see page 15) accounts based whether the account is on stop (or not)
Account Outstanding Returns accounts that have an outstanding balance

Account Remaining Credit By Filters (@ see page 15) accounts based on the remaining credit

Amount

Account Remaining Credit Limit Filters (& see page 15) accounts based on the % of remaining credit
By %

Account Used Credit Limit By % Filters (&l see page 15) accounts based upon the % of the used credit limit

Account Disputed Amount Criteria | Filters (@ see page 15) accounts based on the disputed amount

Bulk Transaction Contacts Returns transactions with contacts in the address codes file.
Return Accounts With No Returns accounts that have no transactions
Transactions

Days Since Last Account Chase | The number of days since the account was last chased
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Transaction Age

Transaction Amount
Transaction Contacts

Transaction Date

Credit Hound Rule actions

Filters (& see page 15) transactions based on the age of the transaction (Based
around the Transaction Date)

Filters (@ see page 15) transactions based on the amount of the transaction
Filters (@ see page 15) transactions by associated contacts

Filters (@ see page 15) transactions based on the date of the transaction

Transaction Disputed Amount Filters (I see page 15) transactions based in the disputed amount of the transaction

Days Since Last Transaction Filters (&l see page 15) transactions based on the No. of days since the transaction

Chase

Transaction Outstanding Amount | Filters (@ see page 15) transactions based on the amount outstanding on the
transaction

Transaction Outstanding Filters (& see page 15) transactions based whether the transaction is outstanding

Transaction Overdue Age Filters (& see page 15) transactions based on the overdue age of the transaction

Transaction Type

Note on icons:

(Based around the Due Date)

Filters (@ see page 15) transactions based on the type of the transaction

{8 - this refers to criteria that affect the whole of an account (for example, its category).

\:] - this refers to criteria that affect specific transactions (for example, the transaction's date).

Rule actions

Rule actions allow you to specify what will happen to those accounts that your rule criteria have identified.

For example:

If you select the 'Write Letter Action' then you'll be asked to Add a letter to write. This can either be one of the default letters
in Credit Hound or one that you've written yourself.

Actions available

Action

Put account on
stop

Take account off
stop

Write a Diary Entry

Set account
category

Set account group
Write Letter

Write Letter
(Advanced)

Configuring the 'Set

Description

This will put an account on stop in most accounts programs that are linked to Credit Hound. As a
result, it will be clear that no further sales should be made to that account.

This will take an account off stop in most types of accounts programs that are linked to Credit Hound.
For example, the account might have paid overdue invoices and you are now happy to resume selling
to it.

This enters an appointment in your calendar, usually as a reminder to make a telephone call to chase
a debt.

This will change the category that the account belongs to.

This will change the group that the account belongs to.
This writes a letter.

This writes a letter but also gives you more options - see below.

account category' action

1. In the Rule Configuration window, in the ‘Actions’ section, click Add. The Configurable Actions window appears.

2. Click on 'Set accou

nt category' action and click Ok. The Action Form window appears. This will list the first category
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available.
3. Choose which category you want the accounts set to.

Configuring the 'Set account group' action

1. In the Rule Configuration window, in the 'Actions’ section, click Add. The Configurable Actions window appears.
2. Click on 'Set account group' action and click Ok. The Action Form window appears. This will list the 'Default Group' first.
3. Choose which group you want the accounts set to.

Configuring the 'Write Letter' action

1. In the Rule Configuration window, in the ‘Actions’ section, click Add. The Configurable Actions window appears.
2. Click on 'Write Letter Action' and click Ok. The Letters window appears. Initially this may be blank.
3. Click on Add. You can now choose 'account category' and 'letter to write'.

Configuring the 'Write Letter - Advanced' action

1. In the Rule Configuration window, in the 'Actions' section, click Add. The Configurable Actions window appears.

2. Click on 'Write Letter - Advanced' and click Ok. The Advanced Letter Action window appears. Initially this may be blank.
3. Click on Add. You can now choose 'account category' and 'letter to write'.

4. Choose whether to select the tick boxes in the 'Settings' section, as follows:

Include all overdue transactions

Your letters will not only list the particular transaction(s) identified by the rule, but also all overdue transactions.

Include all outstanding transactions

Your letters will not only list the particular transaction(s) identified by the rule, but also all outstanding transactions.

Include all outstanding negatives

Your letters will not only list the particular transaction(s) identified by the rule, but also any credit notes/unallocated payments.
Include all disputed transactions

Your letters will not only list the particular transaction(s) identified by the rule, but also any disputed transactions.

Questions and answers
Why should | choose different categories?

You may want different letters to go to different categories of customers. For example, a 'corporate’ customer may receive a
different letter to a 'problem’ customer.

Note: you can also choose categories using the 'Account Category' criteria. But many people find it easier to choose
categories within the Write Letter Action.

How do | create a new letter that will be selectable?
See Designer overview (@ see page 47).
How do | change the letter associated with this Rule/Action?

In the Rule Configuration window, select the Action then click 'Edit'.

To run arule

1. Click Tools > Rules. The Rules window appears.

2. Select a rule and click Run. The Accounts & Actions window appears listing all the accounts affected by the rule. Note: if
you wish to manually exclude an account, click on the green tick to turn it to a red cross.
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3. Click Ok. An Information window appears to tell you the rule completed successfully.
4. Click Ok.
5. If you have finished with the Rules window, close it.

It's easy to edit (@ see page 37) the default rules or create new rules (@ see page 37).

Questions and Answers
How do | know what action is associated with a rule?

Before you run the rule, click Edit. The Rule Configuration window appears. On the bottom right, it shows the 'Rule Actions'
associated with the rule.

What is the simplest way to run different rules for different categories of customers?
There are two ways to do this:

1. Use 'Account Category' as one of the rule criteria OR
2. When specifying a letter action, you can specify which category will receive that letter.

Note: Suppose you have a similar chase cycle for all categories, with the only difference being the letters used. Using the
first method you would need separate rules for each letter. But using the second method you could use a much simpler set
of rules.

To edit arule

1. From the top menu click Tools > Rules. The Rules window appears.
2. Select one of the rules then click Edit.

3. You can change the text in the boxes. Then click Ok.

To add/edit Rule Criteria

You can see the criteria that currently apply to the rule. Use the Add/Edit/Remove buttons.

Note: For more information see Rule criteria (& see page 34).

To add/edit Rule Actions
You can see the actions that currently apply to the rule. Use the Add/Edit/Remove buttons.

Note: For more information see Rule actions (@ see page 35).

To create new types of rule

Many people create their own rules when setting up their chasing cycles.

1. From the top menu click Tools > Rules. The Rules window appears.

2. Click Add. The Rule Configuration window appears. Fill in the boxes as follows:

« Name - many people like the rule's name to relate to a stage in their chasing cycle, such as 'Our First Chasing letter'.
e Severity - this gives a useful indication of the consequences.

» Description - your description will help your colleagues understand the rule.

3. Click Ok. A new window appears with 'Rule Criteria' and 'Rule Actions'.
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6.3 Self Chasing overview Credit Hound

. In the 'Criteria’ area, click Add. A list of configurable criteria appears.

. Select the criteria you would like. A window appears asking for specific details. See an example (@ see page 38).

4
5

6. In the 'Actions’ area, click Add. A list of configurable actions appears.

7. Choose the action you would like. A window appears asking for specific details. See an example (@ see page 38).
8

. Click OK. The new rule has now been added to the list of rules and can be selected.
Next:

Rules - an example (@ see page 38)

Rules - an example

Assume you want to create a rule called: 'First Letter'. You want to go to any account with at least one invoice which is
between 15 days and 29 days past its due date. You want to avoid any account that has been chased in the last five days or
that has disputed an invoice.

1. Click Tools > Rules > Add

2. Fill in General information about the rule, then click Ok:

Name - First Letter

Severity - Mild

Description - Chasing letter for invoices that are 15-29 days overdue.

3. Add Rule criteria:

Criteria Further details

Days Since Last Account Chase Greater Than Or Equal To +5
Transaction Disputed Amount Equal To 0

Transaction Outstanding <no need to specify anything further>
Transaction Type Equal To Invoice

Transaction Overdue Age Greater Than Or Equal To +15
Transaction Overdue Age Less Than Or Equal To +29

4. Add Rule Actions:

Action Further details

Write Letter Account Category All
Letter to Write Chasing Letter 1

5. Click Ok. The rule is now ready to run (@ see page 36).

Self Chasing overview

With Self Chasing, rules will run automatically at regular times of your choosing. This means that letters can be printed and
diary entries made without you having to do anything. This is the easiest way to administer your credit control.

However we recommend that you only enable Self Chasing once you feel confident about rules (& see page 33).

Find out more
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« Step 1: Enable Self Chasing for your PC (@ see page 54)
« Step 2: Set up Self Chasing (@ see page 54)

« Step 3: Add a Self Chasing sequence (@ see page 54)

* To edit a Self Chasing sequence (@ see page 54)
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Dealing with disputes overview

Sometimes your clients may dispute or query your invoice. Perhaps some of the goods are missing or damaged. Maybe they
think your invoice is incorrect.

Resolving such disputes is a major part of credit control.

By 'adding a dispute’ you can:

» tag the invoice with the reason for the dispute;

» assign the dispute to a colleague (which means they are responsible for fixing it);
» define when you expect the dispute to be a) reviewed and b) resolved;

* print or email letters/reports that confirm to your colleagues and customers what the status is.

Next: To add a dispute (@ see page 40).

To add a dispute

If a client tells you they do not intend to pay until a problem is resolved, you can add a dispute to a transaction.
The first time you hear about a dispute may be when you call a customer to ask why they have not paid.

1. Navigate to the Chase Screen (@ see page 12) for the customer. Telephone the customer and immediately click Start
Chase.

2. When the customer complains, select the disputed invoice by clicking on it. Then right click and select Add Dispute.

P add Dispute
Note: The Add Dispute option is only available if you have clicked Start Chase.
3. Select a type of dispute and click Ok. The Dispute window appears with the following areas:

Suggested Objections

A list of Suggested Objections appears, linked to the type of dispute. This brings to mind important questions that you might
want to ask - but which are easy to forget in the heat of the moment.

Cliert Motes

Enter details you are happy for the client to see in Client Notes. Note: What you type here appears in the Dispute Notification
letter that you send to the customer so make sure it is suitable for them to see.

Internal Motes

Enter details that are for an internal audience only in Internal Notes.

General

The General section will show the reason for the dispute. Add the following:
» disputed amount

» adate and time to review the dispute

» adate and time when the dispute should have been resolved.

Note: The ticked box FImeans that review and resolve dates will be added to your calendar. If you wish, you can untick the
box or change the default settings (@ see page 56).

Assign Dispute To...

From the Distribution List drop down list, select a member of staff to assign the dispute to. This member of staff will be
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responsible for resolving the dispute. For example they may need to telephone the courier to check whether goods had been
delivered or not.

Copy Dispute To...

The Copy Dispute To... list contains internal contacts. Select the colleagues to whom you want to copy details of the dispute.

Tip: to select multiple contacts, click the top and bottom contacts while pressing SHIFT. Alternatively, press CTRL while
clicking the contacts you want.

4. Click H Save And Close |
After adding a dispute
The Chase screen shows the following changes:

» Aflag ™ appears beside the transaction.
* The amount disputed appears in the Chased column of the transaction.
* The Chased and Chaseable values at the bottom of your Chase Screen change to reflect the amount disputed.

Notifications to customers and colleagues

When you click Stop Chase, Credit Hound launches a Wizard. If you have added a dispute, the Wizard will ask you to select
Dispute Notification and Internal Report letters (@ see page 31).

Send Dispute
Motification Letter = |etters to customers

Send Dispute Report .
Letter = report to internal colleagues

Questions and Answers
How do | create new types of dispute? (& see page 53)

How do | add contact details of my colleagues so | can assign disputes to them? (@ see page 52)

7.2 To edit, resolve or remove a dispute

If you already have a dispute with a client you can amend some of the details of the dispute , resolve or if raised in error
delete the dispute.

You must first navigate to the dispute by selecting the Account in question and using the Chase Screen (@ see page 12).
Editing disputes
To Edit a dispute once a Chase has been completed go to the Chase Screen (@ see page 12) and select the Disputes Tab.

Account | Address | Chase | Contacts | Aged Debt | Turnoverl AnalysisCodes| Disputes |Add Note|

GSCABC2-GSCABC2

Code Mame Reference Client Motes Currency Criginal Amount Unresolved Amo

1NV Invoiceis incorrect DROO0ODOS dispute example GEP 1,250.00 1.

[[] Show resolved disputes



7.2 To edit, resolve or remove a dispute Credit Hound

The Disputes tab

Selecting # Edit | |oads a dialog enabling you to alter the Raised Date and add and amend the existing client and internal
notes relating to the dispute. The dialog also provides the option to resolve or in case it was entered in error, delete the
dispute.

|E’ Edit Dispute
i |l saveAnd Close ¥ ResolveAndClose J§ Delete%

Dispute |

~Client Motes

US rated power supplies provided not UK] d

~Internal Motes

~Raised & Actual Resolved Dates

Raised Date I 0E/06/2012 % YI Time I 10040 vl
Actual Resolved Date i Time I vl

Info Transadionsl Distribution List

Dispute Reference | DRODODID

Dispute IGoods faulty

Disputed Amount I

Review Date TI06I2012

Time | 10:00 vl
Time | 10:00 vl

Resolve Date

The Edit Dispute dialog
Removing and resolving disputes
To remove a dispute if the customer changes their mind while still on the telephone:

1. Right click a transaction in the Chase Screen and select View Disputes. The Allocated Disputes window appears.

2. Select the dispute you want to remove, and click Remove. The red flag disappears from the appropriate row in
Transactions.

To record the fact that a dispute has been resolved, for example by providing substitute goods:

1. Go the Chase Screen for the account. Left click on a transaction to select it, then right click. A menu appears.
2. Select M resav=Disput= | The flag in the Transactions section of the Chase Screen disappears.

Questions and Answers
How do | create new types of dispute? (& see page 53)

How do | add contact details of my colleagues so | can assign disputes to them? (& see page 52)
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Using the calendar: overview

The beauty of the calendar is that it not only lists the dates/times when you should follow up debtors, but it can also
automatically 'complete’ those appointments if debtors pay. So you only see appointments that you need to action.

To get to the calendar
Click on [ =alendar ,
To update the calendar

Click on & auocomplete . This will ‘complete’ (in other words, remove from view) any appointments that are no longer necessary
because debts have been paid.

To see details of appointments

You can hover your mouse over the appointment. For full details, double click to view a new window. This window offers
three tabs:

Appointments - you can view notes recorded on the Chase tab during a Chase.

Call Backs - you can see any reasons that have been given for non-payment.

Disputes - you can see any disputes. A red cross by the disputes means that the invoices have not been paid.
To take action on an appointment

. Double click on the appointment. A new window appears.
. Click on 'Chase Account'. The Chase screen appears.

. Click on 'Start Chase'. The 'Outstanding Diary Entries' screen appears.

1
2
3
4. Click on 'Complete' because you are completing the appointment.
5. Continue the chase.

6

. If further action is required at the end of the chase, you can set up a new appointment.

Note: Once an appointment has been completed, it turns blue within your calendar. After you close the calendar, it will be
deleted.

To change calendar settings

Managing calendar settings (@ see page 56)

To enable/disable automatic diary entries (@ see page 56)
To view calendars of other users (@ see page 56)

To integrate calendars with Microsoft Outlook (@ see page 56)

Questions and Answers:

Why do some appointments say: 'This diary entry contains multiple reasons. Please drill down into the diary entry to view the
details'?

There is more than one reason for the appointment. For example, there may be two disputes or several callbacks. Double
click on the appointment to bring up a new window, then click on the 'Callback' and 'Dispute' tabs for full details.

Why do some dates in the calendar appear in bold?
You have appointments on these days.
How do | stop entries being automatically added to my calendar after I've chased a customer who has given a reason for

non-payment?
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See Managing calendar settings (@ see page 56).

How do | get rid of an appointment?

1. Within the calendar, double click on the appointment. A new window appears.

2. From the menu at the top of the box, click X pslete .

3. Click Yes to confirm. The appointment has now been cancelled.

Note: the alternative is to click on @ auwecampist=. This will delete any appointments that are no longer necessary because

debts have been paid.
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Running reports overview

Reports are a powerful source of information that help you manage credit control efficiently and effectively.
To run reports

1. Click Tools > Reports. A list of reports appears.

Tools | Window  Help

=2 Rules

A Letters

|£‘| Reports

Customise.. .

2. Select a report so that it is highlighted then click Run. Relevant filtering options appear. Chose options as appropriate
then click OK.

3. You can now save the report as an .xIs, .pdf or other file formats. By saving the report as an .xIs you can open it in
Microsoft Excel. You can then manipulate it with ease.

Other options are to:
&%= bring up the print dialog box
& = print the letter immediately.
L@ = save the report.
== email the report.
4 = add a watermark (either text or image that lies under the text you print).
% = add a background colour.
To edit/remove reports
1. Click Tools > Reports. A list of reports appears.
2. Select a report then click Edit or Remove.
Note: For more details on editing reports see Designer overview (& see page 47).
Reports available
Accounts
Accounts on Stop
Accounts Summary
Aged Debt
Aged Debt (Full)
Callback Analysis
Callback Analysis (with Notes)
Callback Analysis Summary
Dispute Analysis
Dispute Analysis (with Notes)
Dispute Analysis Summary
Outstanding Diary Entries

Outstanding Diary Entries for Today
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Outstanding Disputes
Outstanding Disputes Summary
Promised Cash

Promised Cash (By Account)
Transaction Dossier

User Activity

Who Has Paid Me

Head Office reports available
These will give you a consolidated view of your accounts by rolling up branch account figures to the head office.
Accounts

Accounts Summary

Aged Debt

Aged Debt (Full)

Transaction Dossier

Note: Report consolidation is based on the 'Head Office Account' field on the Consolidated Chasing setup screen. This may
or may not be the same as your 'Account to Chase' hierarchy you have setup for chasing. See Dealing with customer
accounts > Consolidated Chasing (@ see page 18) for more information.

For detailed descriptions, click Tools > Reports and view the descriptions within the list of reports.
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Designer overview

Credit Hound comes with a number of letters/reports already designed. With the Designer, you can amend them to suit your

organisation.
1. Click Tools > Letters/Reports. A list of letters/reports appears.

Tools | Window  Help

=2 Rules

I Letters

|£] Reports
Cuskomise...

2. Select a letter/report then click Edit. The Designer opens.

Overview of sections within the Designer

Tool Box |£”Z|
Use the Toolbox Toolbar to create new items on the letter. To add an item, select the required item from the Toolbox then
move your mouse to the area where you wish to create the item. Left click in the design area and drag your mouse down

and right until you have the desired size of the item.

| Report Explorer |E||E”z||

The Report Explorer shows the different sections that make up a letter/report. When you click an area of the letter/report
within the Designer, the corresponding section is automatically highlighted within the Report Explorer.

The Property Grid displays the Properties of the currently selected item. The Properties available change depending on the
type of item currently selected. To change a Property, click on the default and you will see a drop down list of alternatives.

Property Grid E E Z|

When you select a Property, an explanation appears in the area below the list of Properties. For example if you select
'WordWrap' the following explanation appears:

WordWrap ;I-

Edit Text

WordWrap

Indicates whether a control automatically
wraps words to the beginning of the next line
when necessary,

(]

Field List B
The Field List contains all of the fields available to this letter/report. The fields come from a number of different tables from
the Credit Hound database.

To add a field to the design area:

1. Select the field that you would like.
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Field List [@][=][x]

= Account
Account D
AddressLinel
Addressline?
Addresslined
Addresslined
Addreszslined
Balance
BalanceText
Categary
CategoryM ame
ChaseCount
ChaseTime
= Contact
AddressLinel
=] Addressline?
AddressLine3
AddressLined
AddressLined
Country
Email
Extersion

¥

| L& Report Explorer—" I3 Field List .
2. Drag ‘n drop it (left click then move the mouse) on to the designer area.

3. Release the left mouse button. The new field appears in the designer area.

48



11.1 Using the startup wizard Credit Hound

Managing Credit Hound overview

Managing transaction spare fields (@ see page 70)You manage many of the settings in Credit Hound via the Credit Hound

Manager. You will usually need to close Credit Hound before making changes within the Credit Hound Manager.

To open the Credit Hound Manager

1. Make sure that Credit Hound is closed.

2. Select Start > Programs > Draycir > Credit Hound > Credit Hound Manager. Or use the Quick Start icon (if installed).
Areas within the Credit Hound Manager

» Using the startup wizard (@ see page 49)

e Transaction or Account mode (@ see page 50)

« Managing groups (@ see page 50)

* Managing categories (@ see page 51)

« Managing company contacts (@ see page 52)

* Managing account contacts (@ see page 52)

* Managing reasons for Call Backs and disputes (@ see page 53)
* Managing suggested objections (@ see page 54)

» Managing archives (@ see page 54)

» Managing Self Chasing (@ see page 54)

* Managing calendar settings (@ see page 56)

* Managing users (@ see page 57)

« Managing companies (@ see page 58)

« Managing ageing (& see page 66)

« Managing terms of business (@ see page 66)

« Enabling or disabling Consolidated Chasing (@ see page 68)
« Managing analysis codes (@ see page 62)

« Managing transaction spare fields (@ see page 70)

« Managing bank details (@ see page 68)

Using the startup wizard

To launch the Start-up Wizard when you first open Credit Hound
The Wizard automatically opens the first time you open Credit Hound.
To launch the Start-up Wizard at other times

1. Make sure that Credit Hound is closed.

2. Open Credit Hound Manager by selecting Start > Programs > Draycir > Credit Hound > Credit Hound Manager.
3. Click on Set up > Configuration Settings. The Configuration Settings window appears.

4. Click on 'Launch Start-up Wizard'
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Questions and Answers
Where do | get a Licence key?

Enter the Licence key which has been provided to you by your reseller/business partner. If you leave the box blank, Credit
Hound will run in trial mode for up to 30 days.

Which type of database will Credit Hound create?

Microsoft SQL Server Please ensure you have the server details and licenses to run Credit
Hound on your SQL Server.

How do | select an accounts program?

1. During the Startup Wizard you are prompted to select an accounting system. Once you have made your selection, you
are prompted to select a specific version.

2. When prompted, type in a valid username and password for your accounting system.
3. Click on the ‘Extract Companies’ button. A list of companies from your accounting system appears.

4. Select the company whose data will link to Credit Hound.

Transaction or Account mode

Most people use Credit Hound in Transaction mode. You can tag reasons for non-payment to individual/multiple invoices -
useful if you deal with a lot of transactions from your customers.

Credit Hound also provides an Account mode - a simplified mode where you chase all outstanding invoices from an
account. It is ideal if you expect accounts to settle their balance in full.

To switch between Account and Transaction modes

1. Open Credit Hound Manager while Credit Hound is closed.

2. Click Environment > Chasing. The Chasing Environment window appears.
3. Select the mode you want.

4. Close Credit Hound Manager.

Questions and Answers

What difference does switching between modes make?

Transaction  Account

Mode Mode
Option to assign details of call backs to selected transactions? Yes No
Option to add disputes to selected transactions? Yes No
Viewable history for selected transactions? Yes No

Managing groups

For an overview of groups, click Groups and categories (@ see page 20).

1. Open Credit Hound Manager when Credit Hound is closed.

2. Click on Company > Configuration. The Company Configuration window appears.
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3. Select a company to configure, from the drop down list. Click Connect. Note: If you still have Credit Hound open, an error
message will appear.

4. Select the Groups & Categories tab.

To set up a new group

5. Click New. You are prompted for a name (for example, "'Tom's Group') and a description (for example, 'Customers with
names A-L").

6. Click OK. Your new group now appears in the list of Account Groups.

To put customer accounts within a group

7. Click 'Assign to Accounts'. A list of accounts appears, all with a red cross by them.

8. For each account that you want to join a group, click on the red cross to turn it to a green tick.

Note: By default, the list of accounts appears in alphabetical order. But you can reverse this order by clicking on the ‘Name'
title. You can also re-order the list by clicking on the other titles such as credit limit. This helps if, for example, you want to
assign customers with the largest credit limits into particular groups.

9. Click 'Assign to Selected' to put the accounts with a green tick into the group. Then click OK.

Tip: Are you only interested in accounts that have not already been assigned to specific groups? If so, tick the box that says:
[ Restrict view to sccounts with the *Detautt Account Groug'.

This will only show accounts in the default group, not those in other groups that you might have set up.

To allocate groups to users

1. Click on a group to highlight it.

2. Click 'Assign to Users'. The User - Account Group Allocation window appears.

3. If you want to a user to belong to a group, click on the red cross by the user. It then turns to a green tick.

4. Click 'Assign to Selected' then Ok.

Note: within Credit Hound, a user will only see data from customers within a) the default group and b) any groups to which
that user has been assigned.

Managing categories

For an overview of categories: Groups and categories (@ see page 20)
1. Open Credit Hound Manager while Credit Hound is closed.
2. Click on Company > Configuration. The Company Configuration window appears.

3. Select a company to configure, from the drop down list. Click Connect. Note: If you still have Credit Hound open, an error
message will appear.

4. Select the Groups & Categories tab.

To set up a new category

5. Click New. You are prompted for a name (for example, 'International’) and a description (for example, '‘Customers based
in France and Germany").

6. Click OK. Your new group now appears in the list of Account Categories.
To edit a category

7. Click Edit. The Edit Category window appears.

8. Amend the text then click Ok.
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Managing company contacts

Looking to assign disputes to more people within your organisation - such as the warehouse manager or the dispatch
manager? Once a person has been added as a contact, you can:

» assign disputes to them
« copy them on internal reports about disputes.

Your list of company contacts should include anyone likely to be involved in chasing payments, resolving disputes or
carrying out tasks.

To manage individual contacts

1. Open Credit Hound Manager while Credit Hound is closed.

2. Select Company > Configuration. Select the company and click Connect.
3. Select the Contacts tab. A Company Contact List appears.
4

. Use 'New', 'Edit' and 'Remove' to extend or update your list. Make sure you include people's email addresses (or faxes)
so that information can be emailed to them.

Note: the name field is generated automatically from other fields.

To manage a group of contacts

Some organisations have groups like 'Customer Services'. Emails sent to a single email address (like
customerservices@organisation.co.uk) are distributed automatically to each member of the group. In this case, you can set
up 'Customer Services' as if it was an individual contact (first name = Customer; last name = Services; email =
customerservices@organisation.co.uk). You can then copy 'Customer Services' on disputes so that everyone in the group
knows what is going on.

Managing account contacts

Contacts by default are linked to an Account however where the host accounting system such as Microsoft GP for example
allows it, a contact can be assigned to individual invoice transactions. This capability provides for:

» Chase letters to be sent to different people based upon a property of the invoice;
To allow transaction contacts:

1. Open Credit Hound Manager while Credit Hound is closed.

2. Select Company > Configuration. Select the company and click Connect.

3. Select the Contacts tab. A Company Contact List appears.

4. Check the "Enable Transaction Contacts" box as displayed in the dialog below.
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M Credit Hound Manager - EVALUATION COPY,

Modules Company Configuration
Setup —_—
General| Contacts | Groups & Categories || Ageing || Suggested Ohjections | Ressons | Self Chasing | &Analysis Codes || Lookup Lists | Archives || [ -3
Company

Cortacts

Company Contact List

Configuration Mr. Zafar Ali
Sioftware Suppart

7 Edit

Transaction Contacts |

Enahle Tranzaction Cortacts

Environment

11.7 Managing reasons for Call Backs and
disputes

To set up reasons:

1. Open Credit Hound Manager while Credit Hound is closed.

2. Select Company > Configuration. Select the company and click Connect.
3. Select the Reasons tab. A Company Configuration window appears.

4. Use 'New', 'Edit' and 'Remove' to extend or update your list of reasons.

Questions and Answers
Why link reasons with codes?

By default, there are codes associated with common reasons. For example: 'cheque in the post = CHQO1'. The codes are
simply to assist analysis. Some companies find these useful, others choose not to use them.

What is the meaning of 'Cooling Off Hours/Days'?

In Call Backs, you can decide how long to delay before reminding people of their promises to you. Usually this will be several
days but it could occasionally be a matter of hours. Enter the relevant delay in 'Reminder Scheduling' under Cooling Off
Hours/Days.
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In Disputes, you can decide how long to delay before a dispute should a) be reviewed and b) be resolved. Usually this will be
several days but it could occasionally be a matter of hours. Enter the relevant delays in 'Dispute Review/Resolve Scheduling'
under Cooling Off Hours/Days.

How do | assign objections to a reason?

Suppose you set up a new reason which is: 'Waiting for project to be completed'. You may want to assign objections to this
reason, which will jog your memory to ask pointed questions such as 'what will it take for the project to be completed?'.

1. Set up a new reason and click Ok.
2. Select the reason and click 'Edit'. A window appears with the option to assign objections to the reason.

3. Select a reason from the drop down list and then click ‘Add'.

Managing suggested objections

To set up suggested objections:

1. Open Credit Hound Manager while Credit Hound is closed.

2. Select Company > Configuration. Select the company and click Connect.

3. Select the Suggested Objections tab.

4. Use 'New', 'Edit' and 'Remove' to extend or update your list of Suggested Objections.

Questions and Answers
Why are objections so useful?

The purpose of 'Suggested Objections' is to prompt you to ask the right questions at the right time. It's hard to think of all you
should say when you're on a phone call, particularly if there is some pressure in the situation. By having a series of
objections on screen, it's much easier to ask the right questions.

What are the different types of objections?

Mandatory = a red triangle appears beside the objection in the Chase Screen. This reminds you that the objection must be
raised.

Optional/None = a yellow triangle appears beside the objection in the Chase Screen. This reminds you that you may
choose to raise the objection or not.

Managing archives

Archives are an advanced feature that allow you to see archived .pdfs of invoices/credit notes/statements.

Please contact your reseller for further details.

Managing Self Chasing

For an overview of Self Chasing click Self Chasing overview (@ see page 38).

» Step 1: Enable Self Chasing for your PC
» Step 2: Set up Self Chasing
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« Step 3: Add a Self Chasing sequence

» To edit a Self Chasing sequence

Step 1: Enable Self Chasing for your PC

1. Open Credit Hound Manager while Credit Hound is closed.

2. Click on Set up > Self Chasing. The Self Chasing Setup appears.

3. Tick the box for 'Enable Self Chasing for this Windows user'.

Step 2: Set up Self Chasing

1. Open Credit Hound Manager while Credit Hound is closed.

2. Click on Company > Configuration. The Company Configuration window appears.

3. Select a company to configure, from the drop down list. Click Connect. Note: If you still have Credit Hound open, an error
message will appear.

4. Select the Self Chasing tab.

5. Tick the box to 'Enable Self Chasing for this company'. You can now add or edit a Self Chasing Sequence. Definition: a
Self Chasing Sequence is a cycle of rules & actions that can be run automatically.

Step 3: Add a Self Chasing Sequence

Within the Self Chasing tab, click Add. The Self Chasing Sequence window appears with three tabs: General, Scheduling
and Advanced.

General

1. Within the General tab, type in a name for the sequence. For example, 'Chase Cycle for corporate accounts'.
2. Click the Add button to bring up the 'Rule Selection' window. This shows a list of rules.

Note: you can add new rules to this list by opening Credit Hound and selecting Tools > Rules.

3. Select as many rules as you wish for this sequence.

Tips:

Select the most severe rules first. Rules are run in the order that you have selected them, so you should always select the
most severe rule first. For example, if an account qualifies for both a very mild reminder letter and a strong letter than

demands payment, you want them to receive the strong letter rather than the very mild one. Accounts will only receive one
letter from the sequence.

Include 'Days since last Transaction/Account Chase' criteria to your rules. This will give customers a cooling off period
between chasing letters, giving them a chance to pay.

Scheduling

Within the Scheduling tab, enter the time of day when you want Self Chasing to run, and which days of the week. For
example, you might decide to run Self Chasing every Monday afternoon at 2pm.

Ahvanced
You can choose options about the following:

« whether to synchronise data between Credit Hound and your accounts software;
« whether you want to be prompted about Self Chasing or for it just to happen;
« which printer you want to use for letters and reports.

To edit a Self Chasing sequence

Within the Self Chasing tab, select a sequence and click Edit. The Self Chasing Sequence window appears with three tabs:
General, Scheduling and Advanced. You can now edit the information in each of the tabs.

To remove a Self Chasing sequence, select it then click Remove.
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Managing calendar settings

To enable/disable automatic diary entries:

Within the Chase screen, diary entries can be created automatically.

Diary Entry
Diary Entry Date 25072007 2w
Tirne A0:00 L

To change the default:

1. Open Credit Hound Manager while Credit Hound is closed.

2. Select Company > Configuration and choose the 'Diary Entries' tab.

3. Choose one of the following options:

Enable by default - diary entries will be created if you simply click Ok, but you have the option not to create them.
Disable by default - diary entries will be created if you simply click Ok, but you have the option to create them.
Always create diary entries - diary entries will always be created.

Never create diary entries - diary entries will never be created.

Tip: If you only deal with reliable corporate accounts who don't need phone calls, you may prefer to tick '‘Never create diary
entries'.

To view calendars of other users:

If several people are involved in credit control, it may be very useful for you to see forthcoming appointments for your
colleagues.

1. Open Credit Hound Manager when Credit Hound is closed.
. Click Environment > Calendar (@ see page 14). The Calendar (& see page 14) Environment screen appears.
. Click on the 'Advanced' tab and select the following option:

. Open Credit Hound and click on Calendar (@ see page 14).

a A W N

. From the menu bar, select Calendar (@ see page 14) > Owner Display Style > Merged. You will now see a hame
assigned to the calendar. In the example below, the name is 'Administrator":

Wigek View | Morth Wiew || List Wiew

Administrator ~
6. Click on the arrow head to view another user's calendar.

To integrate calendars with Microsoft Outlook:

If you usually use the calendar in Microsoft Outlook, you'll find it very useful to integrate the appointments from Credit Hound
into Outlook.

1. Make sure the calendar tab is closed within Credit Hound. Then open Credit Hound Manager, which is a separate
program.

2. Click on Environment, then choose Calendar (@ see page 14). The Calendar (@ see page 14) Environment screen
appears.

3. Click on the 'General' tab, select the appropriate user name and click Configure.

4. Follow the on-screen instructions.
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Credit Hound

Managing users

As with many pieces of software you need to create 'users' for Credit Hound. This allows you to track who has done what.

To add/remove Credit Hound users

1. Open Credit Hound Manager while Credit Hound is closed.

2. Select Setup > Users.

3. Use the New/Edit/Remove buttons to manage the list of users.

Note: You can create three types of users: Full System Users, Business Intelligence (Bl) Users and Limited Users

Generate reports

Review accounts

View Chase information

View their Home Page

Design letters and reports

Chase customers for money

Tag invoices with reasons for non-payment
Tag invoices with disputes

Write letters

Full users

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Yes

Bl users

Yes
Yes
Yes
Yes
Yes
No
No
No
No

Limited
users

No
Yes
Yes
No
No
No
No
No
No

You can only create as many users as you have purchased. If you're using Credit Hound in trial mode you can create up to
five Full Users and five Business Intelligence Users and one Limited User. The following screen displays an example of the

configurable details of each user.

& MrDanny Kane == =

Security Contact Details
Username Danny Kane Password Telephone 01162553010
Type Of User @) Full System User () Bl User () Limited User Extension
Role Administrator lz‘ Fax
Document History @) View all files () View my files only Mobile
General Email
Display Name Danny Kane
Mame Mr Danny Kane Signature

Signature Name
Forename Danny g Danny Kane
Surname Kane I 3 AL %‘\ g

-——
Title (Mr, Mrs...) Mr
Suffix (OBE, MBE...)

[ Erowse ] I Clear J
Position

I OK I I Cancel

Note: You may be operating several companies.
is done via the Assign Companies button.

For security, you need to set up which user can

see which company. This
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Azsign Companies i

The user will probably need to log on to the Company data as themselves (rather than using the default log in). Hence you
will usually override the default user name and password.

Managing companies

The 'company' is the source of the accounting data that Credit Hound uses. If you wish, you can create/amend/remove
details of different company details.

1. Open Credit Hound Manager while Credit Hound is closed.
2. Select Set Up > Companies. The Company Setup window appears.
3. The New/Edit/Remove options allow you to change company details. You can also change the accounting system
connector.
Editing Companies

1. Once you are on the Company Setup screen, click on the Company you wish to configure and then click on the ‘Edit’
button.

2. The Configuration window appears and allows you to configure various settings for the Company.

In the next sections, the configuration settings are described for the specific Accounting Systems.

Sage 200 (Pre-2013)

Sage 200 (Pre-2013)

x
~Logen ~Company Settings
Default Username Company Mame
|5ag2200_2010_DemoData =
Default Password Company Password
- Always logon using default username and password
[ Use default username and password if user not found ~Synchronisatior
- Automatically synchronisethis companyusing the Credit Hound I Bypass the SDOfor synchronisation. Thiswillimprovethe spesd at
Drata Synchroniser. which the datasynchronisation completes.
Synec Optimisation Oplions
¥ Syncall transactions
o Sync outstanding transacions onfy

TestConnection | Database Connection Ok I Cancel

Default Username

This is the default Username that Credit Hound can use to logon to the accounting system.
Default Password

This is the default Password that Credit Hound can use to logon to the accounting system.
Always logon using default username and password

By ticking this option, any user logging onto Credit Hound will always connect to the Sage 200 using the information supplied
in Default Username and Default Password fields.
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Use default username and password if user not found

This option allows Credit Hound to connect to Sage 200 Company using the Default Username and Password information, if
a Credit Hound user has not been specifically assigned to that company.

If none of the above options are ticked, the Credit Hound user will only have access to the companies that have been
assigned to that user. To configure user access to the configured companies, navigate to Setup > Users and then select a
user and click Assign Companies. See Managing users (@ see page 57) for more information.

Automatically synchronise this company using the Credit Hound Data Synchroniser
Tick this option to notify Credit Hound that the synchronisation will be performed via Windows ‘Task Scheduler’.

Credit Hound needs to synchronise its own data with your accounting systems data. This is usually performed when you first
log in to Credit Hound but can take some time if you have a large set of accounting data. You can use the Credit Hound Data
Synchroniser and the Windows task scheduler to automatically perform this task at a more favourable time of day, such as
early morning or late evening.

Company Name

This is the Sage 200 Company that is configured and associated to this Credit Hound Company.
Company Password

If a password has been set against the Sage 200 Company, enter the password here.

Bypass the SDO for synchronisation

This option means Credit Hound will synchronise the accounting data directly from the Sage 200 SQL database as opposed
to using the Sage Business Objects. As a result of ticking this option, the synchronisation time is considerably faster
because of the direct SQL connection.

Sync Optimisation Options

If the ‘Bypass the SDO for synchronisation’ option is ticked, the Sync Optimisation Options are available for selection. The
Sync Optimisation options determine how you would like Credit Hound to synchronise the Sage 200 data.

You can either choose to ‘Sync all transactions’ or to ‘Sync outstanding transactions only’.
Sync all transactions

With this option, when Credit Hound performs a synchronisation, all of the transactions from the Sage 200 database will be
synchronised into Credit Hound. This includes transactions that have been paid off in Sage 200 and are therefore fully
allocated.

Sync outstanding transactions only
This option means Credit Hound will only synchronise outstanding transactions, which are not fully allocated.

Use this option if you have a very large volume of data, but only a subset is ever outstanding, and where you are only
interested in chasing the current debt. This will significantly improve the synchronisation time.

Test Connection
The ‘Test Connection’ button will check that Credit Hound can connect to your accounting system using the supplied details.
Database Connection

Clicking this button will bring up the Connection Setup window where you configure the database connection details for the
Credit Hound Company database. This includes the server where the Credit Hound Company resides, the logon method and
the Database to connect to.
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Sage 200 (2013 onwards)

Sage 200 (2013 Onwards)
‘7% Configuration @

Company Mame DraycirDemoData E

7 Bypass the SDO for synchronisation. This willimprovethespeed
atwhich the datasynchronisation completes

Sync Optimisation Cptions

@ Sync all transactions
Sync outstanding transactions only

Automatically synchronisethis companyusing the Credit Hound
Data Synchroniser

V| Allow allusers to see this company

TestConnection

Ok | | Cancel

Company Name
This is the Sage 200 Company that is configured and associated to this Credit Hound Company.
Bypass the SDO for synchronisation

This option means Credit Hound will synchronise the accounting data directly from the Sage 200 SQL database as opposed
to using the Sage Business Objects. As a result of ticking this option, the synchronisation time is considerably faster
because of the direct SQL connection.

Sync Optimisation Options

If the ‘Bypass the SDO for synchronisation’ option is ticked, the Sync Optimisation Options are available for selection. The
Sync Optimisation options determine how you would like Credit Hound to synchronise the Sage 200 data.

You can either choose to ‘Sync all transactions’ or to ‘Sync outstanding transactions only’.
Sync all transactions

With this option, when Credit Hound performs a synchronisation, all of the transactions from the Sage 200 database will be
synchronised into Credit Hound. This includes transactions that have been paid off in Sage 200 and are therefore fully
allocated.

Sync outstanding transactions only
This option means Credit Hound will only synchronise outstanding transactions, which are not fully allocated.

Use this option if you have a very large volume of data, but only a subset is ever outstanding, and where you are only
interested in chasing the current debt. This will significantly improve the synchronisation time.

Automatically synchronise this company using the Credit Hound Data Synchroniser
Tick this option to notify Credit Hound that the synchronisation will be performed via Windows ‘Task Scheduler’.

Credit Hound needs to synchronise its own data with your accounting systems data. This is usually performed when you first
log in to Credit Hound but can take some time if you have a large set of accounting data. You can use the Credit Hound Data
Synchroniser and the Windows task scheduler to automatically perform this task at a more favourable time of day, such as
early morning or late evening.

Allow all users to see this company

This option allows all Credit Hound users to have the ability to select this company from the Company Selection window
when logging into Credit Hound.
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If this option is not ticked, the Credit Hound user will only have access to the companies that have been assigned to that
user. To configure user access to the configured companies, navigate to Setup > Users and then select a user and click
Assign Companies. See Managing users (@ see page 57) for more information.

Test Connection
The ‘Test Connection’ button will check that Credit Hound can connect to your accounting system using the supplied details.
Database Connection

Clicking this button will bring up the Connection Setup window where you configure the database connection details for the
Credit Hound Company database. This includes the server where the Credit Hound Company resides, the logon method and
the Database to connect to.

Microsoft Dynamics NAV

Microsoft Dynamics NAV

Configure Company @

Server
Database Demo Database NAV (6-0)
Company |CRONUS UK Lid.
@) Use Windows authentication
Use SQL Server authentication
Default username
Default passwaord
Credentials to use | Always use default credentials
Sync Optimisation Options
@ Sync all transactions

Sync outstanding transactions only

Automatically synchronise using Data Synchroniser

Database Connection
Advanced Settings | oK | | Cancel |

Server

This is the SQL Server instance where your Dynamics NAV company database resides.

Database

This is the name of your Dynamics NAV database for the company you selected (shown in the Company field).
Company

This is the Dynamics NAV company that is configured and associated to this Credit Hound Company.

Use Windows authentication

With this option, Credit Hound will use your Windows credentials to connect to the Dynamics NAV database.
Use SQL Server authentication

With this option, Credit Hound will use the SQL Server credentials you specify to connect to the Dynamics NAV database.
Sync all transactions

With this option, when Credit Hound performs a synchronisation, all of the transactions from the Dynamics NAV database
will be synchronised into Credit Hound. This includes transactions that have been paid off in Dynamics NAV and are
therefore fully allocated.
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Sync outstanding transactions only
This option means Credit Hound will only synchronise outstanding transactions, which are not fully allocated.

Use this option if you have a very large volume of data, but only a subset is ever outstanding, and where you are only
interested in chasing the current debt. This will significantly improve the synchronisation time.

Automatically synchronise using Data Synchroniser
Tick this option to notify Credit Hound that the synchronisation will be performed via Windows ‘Task Scheduler’.

Credit Hound needs to synchronise its own data with your accounting systems data. This is usually performed when you first
log in to Credit Hound but can take some time if you have a large set of accounting data. You can use the Credit Hound Data
Synchroniser and the Windows task scheduler to automatically perform this task at a more favourable time of day, such as
early morning or late evening.

Test Connection

The ‘Test Connection’ button will check that Credit Hound can connect to your accounting system database using the
supplied details.

Database Connection

Clicking this button will bring up the Connection Setup window where you configure the database connection details for the
Credit Hound Company database. This includes the server where the Credit Hound Company resides, the logon method and
the Database to connect to.

Advanced Settings

Clicking this button will bring up the Advanced Settings window where you will be able to inform Credit Hound of any global
Dynamics NAV tables shared across companies, and set the account (blocked) status to be used for when you place
accounts on stop in Credit Hound.

Managing analysis codes

For an overview of analysis codes: Analysis Codes (@ see page 21)

1. Open Credit Hound Manager while Credit Hound is closed.
2. Click on Company > Configuration. The Company Configuration window appears.

3. Select a company to configure, from the drop down list. Click Connect. Note: If you still have Credit Hound open, an error
message will appear.

4. Select the Analysis Codes tab.

To set up a new analysis code

5. Click Add. You are prompted to select the Type of analysis code. If you can only select Free Text it means either you
have already added all of your host systems analysis codes or you have added all of the available Lookup List analysis
codes.

6. Select the Type you want to add. For Host and Lookup List type analysis codes, select one from the drop down list. For
Free Text analysis codes fill in the Name and Description properties.

7. Click OK. Your new analysis code now appears in the list of Analysis Codes.

You can use the Up and Down buttons to sort your analysis codes into the order of your choice.

Account Analysis Codes

Credit Hound will allow users to create a SQL View which will allow users to select account data from their accounting
system and map that accounting system data into Credit Hound.
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The SQL View can be found in the following location in SQL Management Studio -

= [jj WIN-K393J07 AIHS (SQL Server )
= [ Databases
+ [ Systermn Databases
¥ [J Database Snapshots
= | JJ Credit Hound COMPO00S
4 [ Database Diagrams
T [ Tables
o L3 Views
+ [ System Views
4 [ dbo.AccountAnalysisCodeView
dbo.ConsolidatedAccountByChasingStructureView
dbo.ConsolidatedAccountByHead OfficeStructureView
dbo.CurrencyView
dbo.CustomAnalysisCodesView
dbo.CustomSpareFieldsView

i s e

As part of Credit Hound analysis codes there will be an example SQL View template. Below is an example Credit Hound
analysis codes SQL View -

- Samples
- Please format the values as necessary as Credit Hound treats the values as text and does not
— apply any formatting, e.g. short date format use CONVERT(VARCHAR, [FieldName], 106).

- For Dynamics NAV

— S8ELECT [No_], — The first calumn must be [No_]

— [VAT Registration No_]

— FROM [ServerName] [DatabaseMame].dbo [CompanyName_$Customer]

- For Dynamics GP

— SELECT [CUSTNMBRY], — The first column must be [CUSTNMBR]
— [TXRGNNUM]

— FROM [ServerName] [DatabaseName] dbo [RM00101]

- Far 3age 200

— SELECT [CustomerAccountNumber], — The first column must be [CustomerAccountNumber]
- [TaxRegistrationNumber]

- FROM [ServerName].[DatabaseName].dba [SLCustomerAccount]

As part of Credit Hound there will be a Credit Hound SQL View created as CustomAnalysisCodesView. The user can now
have the option to amend this view and select any accounting system account data and map it to a Credit Hound analysis
code. Currently the user can map up to 10 Credit Hound analysis codes with the account data from the accounting system.

Caution

» The exact format of the data returned from the SQL View will be shown in Credit Hound. For example, if one of the
analysis codes set up involves a date, and if the SQL View returned the date as 01/01/2016 10:05.653, this format of the
date will be populated and shown in Credit Hound. There are SQL commands which can convert data into a particular
format.

» Data stored from the SQL View will be treated as 'text' in Credit Hound.

The actual setting up and mapping of the accounting system account data with Credit Hound analysis codes is done within
Credit Hound Manager. In Credit Hound the accounting system accounts data is mapped through the Analysis Codes tab in
Credit Hound Manager.
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Modules Company Configuration

Setup

| Groups & Categories | Ageing | Suggested Objectionsl Reasons | SelfCha:.ing“ Analysis Codes ||Spare Fields | Lookup Listsl Archives | Diary €3]
e |

Company

Analysis Code Configuration

Configuration Name Description Type f.}‘ Add

1 Acct Mgr Host > -

2 Credit Controllers N... Lookup List
3 Free Text Free Text

4 DefaultMominalDep... SOL View

5  AccountOpened SAL View
&  MainWebsite SOL View

7  TaxRegistrationNum... SAL View # Down

] Cus Type Host

% Balance SOL View

x Remoaove

The user can create Analysis Codes via:
¢ Host Systems

» Lookup List

* Free Text

e SQL View

In the Credit Hound Manager 'Analysis Codes' tab there is an option to 'Add'.

Company Configuration

| Groups & Categories | Ageing | Suggested Objec‘tions.l Reasons | SelfCha:.ing“ Analysis Codes ”Spare Fields | Lookup Li5L=.| Archives | Diary £ <]/
e

Analysis Code Configuration
Configuration Name Description Type [ lﬂi Add l

1 Acct Mgr Host

‘ 2 Credit Controllers N... Lookup List
3 FreeText Free Text
4  DefaultNominalDep... SOL View
5 AccountOpened SQL View 4 up
&  MainWebsite SaL View
7 TaxRegistrationNum... SOL View # Down
8  Cus Type Host
%  Balance SOL View

x Remove

When the user selects 'Add' the user will be presented with the following options to add Analysis Codes.
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Type
@ Host  (0) LookupList (0 Free Text | () SQL View
Details
List { Code [Discourrt Band ~
Name Discourt Band
Description
oK || Cancel

The user will also have the option to remove the Credit Hound transaction spare field from within the Credit Hound Manager
Analysis Codes tab only.

Company Configuration

| Groups & Categories | Ageing | Suggested Objec‘tions.l Reasons | SelfCha:.ing“ Analysis Codes ”Spare Fields | Lookup Li5L=.| Archives | Diary £ <]/
e |

Analysis Code Configuration

Configuration Name Description Type ﬂ} Add
1 Acct Mgr Host - -
2 Credit Controllers N... Lookup List
3 FreeText Free Text
4  DefaultNominalDep... SOL View
5  AccountOpened S0L View 4 Up
6 MainWebsite SQL View
7 TaxRegistrationNum... SOL View # Down
8  Cus Type Host
%  Balance SOL View
x Remove

Note - Removing analysis codes based on the SQL View from the Credit Hound manager Analysis Codes tab, will not
update the SQL View. Therefore users will still have the option to re-map removed accounting system fields to Credit Hound
analysis codes. To completely remove the accounting system fields from Credit Hound only, so accounting system fields
can't be mapped to Credit Hound analysis codes, the user must remove the accounting system field from the SQL View.

Once the user has set up the analysis codes in Credit Hound Manager, in order to view the analysis codes in Credit Hound
the user needs to log into Credit Hound and select the Data Syncronisation (Full) option. Running the Data Syncronisation
(Full) option will store the data returned from the SQL View into Credit Hound. The user can now view the accounting system
data in Credit Hound. The accounting system data can be viewed as part of the Credit Hound analysis field label. So these
analysis codes can be viewed in the following parts in Credit Hound:-

Credit Hound - Account List (view analysis codes via customising the grid)
Credit Hound - Rules

Credit Hound - Reports

Credit Hound - Letters

Credit Hound - Chase screen (Analysis Codes tab)
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Managing ageing

Within Credit Hound you can divide the age of a transaction in up to 8 different periods. You can also age your transactions
in three different ways:

e Calendar (@ see page 14) Monthly — Ages a transaction on a month or period basis
« Document Date — Ages a transaction using the date of the invoice
« Due Date — Ages a transaction using the date the invoice is due to be paid

You can also opt for an addition period for future transactions. This is where you may forward invoice some of your clients.
By ticking this option any forward posted invoices would appear in there own period called ‘Future’. Not ticking this option
means those invoices will be added to the ‘Current’ period’s invoices.

1. Open Credit Hound Manager while Credit Hound is closed.
2. Click on Company > Configuration. The Company Configuration window appears.

3. Select a company to configure, from the drop down list. Click Connect. Note: If you still have Credit Hound open, an error
message will appear.

4. Select the Ageing tab.

To set up a new ageing period

5. Click Add. You can now set the Title of the period, the Length (number of days, months, years) the period should include
and the colour of the period.

Managing terms of business

The following Terms of Business capability is currently only applicable to Credit Hound when connected to the Sage 50
accounting system. When using Sage 50 with Credit Hound, you can define how Credit Hound will process the Sage 50
Terms of Business and Days to Add information. To facilitate this, Credit Hound provides a selection of business terms that
can be mapped to descriptions held in Sage 50.

The Draycir business terms are:

« End of Month - Generates a Due Date by applying the Days to Add value to the end of the month containing the invoice
date.

For example an invoice date of 15th June with a Days to Add value of 7, becomes due on the 7th of July.

« Calendar (@ see page 14) Monthly - Generates a Due Date one calendar month from the invoice date.

For example an invoice date of 15th June becomes due on the 15th of July. The Days to Add value not being applicable.

» Ageing Period from End of Month - Generates a Due Date by adding the system configured Ageing Period to the end of
the month containing the invoice date.

For example where Credit Hound's first Ageing Period is configured as 14 days, an invoice date of 15th June becomes due
on the 14th of July. The Days to Add value not being applicable.

« Document Date - Generates a Due Date by applying the Days to Add value to the date of the invoice.

» Start of Month - Generates a Due Date by applying the Days to Add value to the beginning of the month containing the
invoice date or using the invoice date, whichever is the later.

To configure the business terms mapping:
1. Open Credit Hound Manager ensuring all users are first logged out of Credit Hound.

2. Click on Company > Configuration. The Company Configuration window appears.
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3. Select a company to configure from the drop down list and click Connect. Note: If you still have Credit Hound open an
error message will appear.

4. Select the Business Terms tab.

| Company Configuration

Business Terms Setting

IMap your accounting system business terms to Credit Hound business terms. This will recalculatethe due
dates inCreditHound for new invoices during thenext synchronisation.

Business Tems oA Add

Accounting System  Credit Hound Terms | Days to Add

x Remove
Net 30 Days Document Date || @ Accounting (7 User Defined: |0
Net 15 Days Decument Date | v | @ Accounting () User Defined: |0
CashonDelivery  (Select One) b Mot Applicable
{Select One)
End of Manth

Calendar Monthly

Ageing Period From End of Month
Document Date

Start of Month

Recalculate Due Date Retrospectively

Thebusiness terms setting abovewill be applied prospectively. To recalculate due dates for existing
invoices in CreditHound click the button below. Make sure that no useris logged into GreditHound.

Apply Retrospectively

Use the Add button in the above dialog to create a Business Terms mapping. From the left:

e The first column lists the available business term descriptions from the accounting system, one of which should be
selected. Once selected the term is removed from the list of available business terms;

* The second column lists the Credit Hound Business Terms, one of which should be selected;

» The third column if appropriate to the Credit Hound business term selected, allows either the Days to Add value defined
within the accounting system or, an override value to be entered.

The terms of business and days to add, will be displayed within the side panel of the Chase screen and can also be added
as custom columns to the Account list.

Editing the existing Business Terms mapping

Once business terms have been mapped and data synchronised there are implications that need to be considered if you
intend altering the map.

Retrospective Application of Business Terms

All new invoices will have the mapped business terms applied to them. Click 'Retrospective Application of Business Terms'
to apply the configured mapping to previously generated invoices. This operation may change a large amount of information
and take a corresponding amount of time to complete. You should ensure that all other Credit Hound users are logged out
for the duration of the command.
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11.17 Managing bank details

To edit Bank Details

1. Open Credit Hound Manager when Credit Hound is closed.
2. Click on Company > Configuration. The Company Configuration window appears.
3. Select a company to configure, from the drop down list. Click Connect.

4. Select the Bank Details tab.

Modules I Company Configuration

Setup A :
| Reasons I Self Chasing | Analysis Codes | Lookup Lists | Archives | Diary Entries | Currency I Reference Field | Manual Chase | Bank DETEHSEL
Company
— Bank Details
HHI]
ek
== Bank Mame Lioyds Bank PLC

Configuration
Account Mame | Stationery & Computer Mart UK Ltd

Sort Code 23-34-34 Account Mumber | 003234234
IBAM

BICSWIFT

Note:
» The Bank Details you specify here will appear on letters sent out by Credit Hound.
* Any changes you make here will not be written back into your accounting system.

« Any changes you make to this bank account in your accounting system will not be sychronised back into Credit Hound.
To update the bank details in Credit Hound you will need to use this option.

11.18 Enabling or disabling Consolidated
Chasing

For an overview of Consolidated Chasing, click Dealing with customer accounts > Consolidated Chasing (@ see page 18).

1. Open Credit Hound Manager when Credit Hound is closed.
2. Click on Company > Configuration. The Company Configuration window appears.

3. Select a company to configure, from the drop down list. Click Connect. Note: If you still have Credit Hound open, an error
message will appear.

4. Select the Consolidated Chasing tab.
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£ Credit Hound Manager - EVALUATION COPY [ lE =]
Modules I Company Configuration

| Analysis Codes | Lookup Li_=.L=.| Archives | Diary Entries | Currency | Reference Field | Manual Chase | Bank Details | Consolidated Chasing§| Izl

Consolidated Chasing

i Consolidated Chasing will enableyouto configure relationships between accounts for chasing, allowing
Configuration youto chase a parent accountfor child account transactions.

‘When enabled, ifyouraccounting system supports head office accounting, following synchronisation, the
relationships will automatically be based onthe head office aceouting structure. Theserelationships can
be overriden in the software ifrequired.

Ifyour accounting system does notsupporthead office accounting, theaccount relationships will need to
be configured manually.

(") Disable consolidated chasing
(@) Enable consolidated chasing

Default settings

Click the Resetbutton to reset the account relationships back to refectthe head office accounting
structure from your accounting system.

Reset

If your accounting system does not support Head Office accounting, or the Head Office
0 Notification relationships are blank, dicking Reset will remove all configured relationships in Credit
Hound.

To enable consolidated chasing
Click Enable consolidated chasing

If you are using Sage 200 or Microsoft Dynamics GP, Credit Hound will synchronise the head office / parent - branch / child
relationships from your accounting system. This will give you the ability to chase your accounts using this hierarchy, or you
will be able to configure your own chasing hierarchy within Credit Hound.

To disable consolidated chasing

Click Disable consolidated chasing

Reverting manual changes to reflect accounting system

If you have used the Tools > Consolidated Chasing screen within Credit Hound to manually override your consolidated
chasing relationships, you can use the Reset option to revert them back to reflect your head office / parent - branch / child
relationships in your accounting system.

Note: If your accounting system does not support head office / parent - branch / child relationships, or if these relationships
are blank, clicking Reset will remove all of your consolidated chasing configuration in Credit Hound.
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Managing transaction spare fields

Transaction Spare Fields

Credit Hound will allow users to create a SQL View which will allow users to select transaction data from their accounting
system, and map that transaction data in the accounting system into Credit Hound.

The SQL View can be found in the following location in SQL Management Studio-

= [y WIN-K393J07AIHS (SQL Server )
= [ Databases
+ [ Systermn Databases
7 [ Database Snapshots
= | JJ Credit Hound COMPO000S
+ [ Database Diagrams
F 3 Tables
= L3 Views
4 [ System Views
4 [ dbo.AccountfnalysisCodeView
dbo.ConsolidatedAccountByChasingStructureView
dbo.ConsolidatedAccountByHead OfficeStructureView
dbo.CurrencyView
dbo.CustomAnalysisCodesView
dbo.CustomSpareFieldsView

| ) ) )

As part of Credit Hound transaction spare fields there will be an example SQL View template. Below is an example Credit
Hound transaction spare fields SQL View -

-~ Samples
-~ Please format the values as necessary as Credit Hound freafs the values as text and does not
- apply any formasing, e.g. shor date format use CONVERT(VARCHAR, [FieldName], 106).

- For Dynamics NAV

-~ SELECT [Eniry No_], -- The first column must be [Eniry No_]

-~ [Imv_ Discount (LCY)],

- [Customer Posing Group]

-~ FROM [ServerName].[DatabaseName].dbo. [CompanyName_SCust_ Ledger Eniry]

- For Dynamics GP

-~ SELECT Ririm{[CUSTNMBR]) + - + Ririm{[DOCNUMBR]) + ' + CAST([RMDTYPAL] AS VARCHAR(2]) A5 Hostld, -- The first column must be in the format [CUSTNMBR]-DOCNUMBR]-[RMDTYPAL]
- [DISTKNAM],

- [TRXSORCE]

-~ FROM [ServerName]. [DatabaseName].dbo. [RM20101]

- For Sage 200

-~ SELECT [SLPostedCustomerTran|D], — The first column must be [SLPosiedCustomer TranlD]
-- [Discountvalue],

-~ [GoodsValuelnAccountCurrency]

-~ FROM [ServerName].[DatabaseName].dbo. [SLPosted Cusiomer Tran]

The user will have the option to map transaction data from the accounting system with Credit Hound spare fields. As part of
Credit Hound there will be a Credit Hound SQL View created as CustomSpareFieldsView. The user can now have the option
to amend this view and select any accounting system transaction data and then map it to Credit Hound spare fields.
Currently the user can map up to 10 Credit Hound spare fields with the transaction data from the accounting system.

Caution

» The exact format of the data returned from the SQL View will be shown in Credit Hound. For example, if one of the spare
fields set up involves a value, and if the SQL View returned the value as 1000.333333, this is what will be populated and
shown Credit Hound. There are SQL commands which can convert data into a particular format.

» Data stored from the SQL View will be treated as 'text' in Credit Hound.
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Credit Hound

The actual setting up and mapping of Credit Hound transaction spare fields with the accounting system will be done within
Credit Hound Manager. In Credit Hound the accounting system transaction data is mapped through the Spare Fields tab in
Credit Hound Manager.

Company Configuration

Configuration

Spare Field Configuration

S
ted Objectionsl Reasons | Self Chasing | Analysis Cod&.” Spare Fields |Lookup Li5L=.I Archives | Diary Entries I Currency | Reference Fiil € |} 3/
. |

Name

CustomerPopNumber
TotalTaxValue
SOPOrderReturniD
DocumentCreatedBy
RequestedDeliveryDate
PaymentMominaldccountRef
PaymentNominalDepartment
SubtotalChargesTaxValue
PaymentBank&ccountiD

0 B3~ M th g L R =

op  Add

x Remove

Credit Hound transaction spare fields currently can only be created from a SQL View. If the user presses the 'Add' button

Modules

Company Configuration

Setup

Company

i

Configuration

Spare Field Configuration

| — |
| Suggested Objecﬂcnsl Reasons | Self Chasing | Analysis COGE” Spare Fields “_ookup Listsl Archives | Diary Entries | Gurrency I Reference Fi
S |

|4 ]13

Name

CustomerPopNumber
TotalTaxValue
SOPOrderReturniD
DocumentCreatedBy
ReguestedDeliveryDate
PaymentMominal&ccountRef
PaymentMominalDepartment
SubtotalChargesTax\Value
PaymentBankAccountiD

L T

x Remove

the user will have the option to select the transaction data they have requested from the accounting system which they want

to appear in Credit Hound.
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Add Spare Field [
Type
@ SAL View
Details
Spare Field | Payment TypelD ']
[ ok ][ Cancel |

The user will also have the option to remove the Credit Hound transaction spare field from within the Credit Hound Manager
Spare Fields tab only.

Company Configuration

‘

| Su ted Objectionsl Reasons | Self Chasing | Analysis Coda” Spare Fields |Lookup Li51_=.| Archives | Diary Entries | Currency I Reference Fil €[]
S |

Spare Field Configuration

Configuration Name GF Add

CustomerPephNumber
TotalTaxValue
SOPOrderReturniD
DocumentCreatedBy
ReguestedDeliveryDate
PaymentMominal&ccountRef
PaymentMominalDepartment
SubtotalChargesTaxValue
PaymentBank&ccountiD

0 B3~ M th g L R

x Remove

Note - Removing transaction spare fields based on the SQL View from the Credit Hound manager Spare Fields tab, will not
update the SQL View. Therefore users will still have the option to re-map removed accounting system fields to Credit Hound
transaction spare fields. To completely remove the accounting system fields from Credit Hound only, so accounting system
fields can't be mapped to Credit Hound analysis codes, the user must remove the accounting system field from the SQL
View.

Once the user has mapped Credit Hound Manager Spare fields with the accounting system transaction data, to view the
accounting system transaction data in Credit Hound the user needs to firstly select the Data Syncronisation (Full) option in
Credit Hound. Running the Data Syncronisation (Full) function will store the data returned from the SQL View into Credit
Hound. The user can now view the accounting system transaction data in Credit Hound. The accounting system transaction
data can be viewed as part of the Credit Hound spare field label. So these transaction spare fields can be viewed in the
following parts in Credit Hound:-

Credit Hound - Chase Screen (view spare fields via customising the grid)
Credit Hound - Rules
Credit Hound - Reports

Credit Hound - Letters
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Troubleshooting

This topic is divided into:
1. error messages
2. queries.

Error messages

An error occurred while trying to establish a connection to the selected company.
When? The message may appear when logging into Credit Hound.

Why? Your accounts program is not allowing access.

Fix?

Check whether the user name is already logged into your accounts program. Note: this can be a problem, particularly if your
PC was not properly shut down.

1. Open up your accounts software.
2. Open your data. You may see a warning that the 'user name is already in use'.
3. If so, follow the on-screen instructions to log off that user name.

Queries

Why can't | see the Chase Screen in the toolbar?

You only get to the Chase Screen (@ see page 12) after you have identified an invoice or account that you want to chase.
Why can't | tag an account with a reason for non-payment/add a call back? The options are greyed out.

You need to:

* click the Start Chase button.
« select a transaction. It should have a dotted line around it, not just be in yellow.

| want to record that nobody was available. But when | click on the icon, why does nothing happen?

Check that you have clicked the Start Chase button and that the transaction has been selected; it should have a dotted line
around it.

In the Chase Screen | have repositioned the windows and now | cannot see them. How do | return to the default positioning?
Tools > Docking manager > Reset.
Why can | still see transactions in the Chase Screen that | have deleted or archived in Sage 200?

Do you have the ‘Sync outstanding transactions’ option enabled within the Sage 200 company configuration window in
Credit Hound Manager > Setup > Companies > Edit?

If yes, then only outstanding transactions are synchronised from Sage 200. As a result of this, Credit Hound is unable to
differentiate between paid, archived and deleted transactions for the existing outstanding transactions. Therefore, when a
synchronisation is performed, all outstanding transactions in Credit Hound that are not in the list of outstanding transactions
from Sage 200 will be assumed to be paid and will be fully allocated. This is why deleted and archived transactions are still
displayed in the Chase Screen’s ‘Show all Transactions’ view.

When the option ‘Sync outstanding transactions’ is not enabled, on synchronisation Credit Hound corrects the data, marking
transactions which have truly been deleted or archived as deleted in the Credit Hound database.
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Glossary of words

Call back

A 'call back' is an item to action where you said you would ‘call a customer back'. Within Credit Hound, a call back requires
a) a reason for non-payment and b) a diary entry for when you'll ‘call a customer back' unless they pay.

Chase
A set of actions (usually a telephone call and/or letters) to get the customer to pay their debt.
Chase Confirmation letter

A letter written to a client informing them of overdue invoices and confirming when they said they would pay. The letter can
be printed, emailed or faxed (when used with appropriate software).

Chase Cycle

A set number of steps to collect money from a slow-paying customer. For example: 1. Mild reminder letter, 2. strong
reminder letter, 3. call the customer. The cycle can be stopped at any time if the customer either pays or disputes the
invoices.

Consolidated Chasing

Your customers may have a head office and branch account setup. This means that although a specific invoice has been
generated for a particular branch account (as the sales order was placed by the branch), the chasing correspondence needs
to be sent to the head office as the accounts department is a centralised function.

With Credit Hound you can set up your consolidated chasing hierarchy in order to send correspondence to the appropriate
accounts.

Credit control

The steps you take to get payment from a customer after their payment is due. It involves phoning customers, writing
reminder letters and resolving disputes.

Credit limit

The maximum amount of credit that an account can have.

Dispute

Where a client highlights a problem with your goods, service or invoice and will not pay you until it is fixed (resolved).
Dispute Notification

A letter written to a client informing them that you have recorded their problem with your goods/services or invoice.
Dispute Report

A report created by Credit Hound enabling you to inform your colleagues of a problem raised by a client
Reminder letter

A letter following up a telephone call. The letter can be posted, emailed or faxed

Transaction

This could be an invoice, credit note, or payment that is recorded in your accounts program.
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