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©NAMES AND ADDRESSES OR ANY OTHER REFERENCE TO PERSONS OR ENTITIES
LIVING OR DEAD IS PURELY COINCIDENTAL. NO TRUE OR REAL DATA IS OR HAS
BEEN USED; THE DATA HAS BEEN CREATED TO REPRESENT WHAT REAL DATA
WOULD LOOK AND FUNCTION THROUGH THE FUNCTIONS OF THIS PROGRAM.
GEOGRAPHICAL AREAS AND REGIONAL NAMES ARE CORRECT, AS ARE THE CODES
AND GOVERNMENT ENTITIES THEIR IN. SOME FICTITIOUS AREAS AND NAMES ARE
USED FOR TRAINING AND EXPLANATIONS FUNCTIONS OR PURPOSES.
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This chapter covers the 2" pull down menu set.

Clicking the Add Costs button as shown below in the file menu opens the drop down menu.

Jﬁ’ Eile Add Costs Actions Docurment Tracking Stationery Reports Einancials Setup Database Help
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Figure 1. Help Option from File Menu

The drop down menu looks like this.

Add Cosks

Correspondence
Consulkation
Signing by Agent

Figure 2. Add Costs Menu.



1. Add Correspondence Cost.

The cost of documentation or services is added to the debtor or defendant file. The open or
current file will get the costs added to the statement. View the desktop statement to see the
changes.

% Add costs

“~ Click = the drop down menu arrow to

O A select from the pre-defined list.

ten [ - |

Date |15 November 2007 - Highlight the one, which is correct. To select it
Cast | =~ Click with the left mouse button.
C2RS X
Add | Bt |
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e

Figure 3. The Add Costs Form.

2. Add costs

Figure 4. Select Item.
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Date
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Fave INCOMING

Accepkance of Payvment Sec 57
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attorney Fee
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Zonsultation with Debkor (Telephonic) b

Figure 5. Select the Correspondence type.

=~ Click with the left mouse button.

Use the arrows on top of the date window to move the month forwards or backwards.

1| mMovemberzooz _* | =~ Click the left arrow to go back in months. | « |
1 2z 3 ==~ Click the Right arrow to go back in months. =
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The base of the calendar will display today’s date. [1& 17 18
= aToday: 2007,/11/15
Figure 6. Select Date.
%= Add costs
Correspondence =~ Click A to continue.
Diat - — Exit : : :
ate 15 Naovember 2007 ~ < Click ‘ to leave this option without
Cost |404.70 updating.
add | et

Figure 7. Add Cost Complete Form.



Current Staterment
17 Jan 2006 Capital Armounk 150.88 150,88
25 May 2006 Inkerest Q.00 150,55
25 May 2006 Instrockion Fee ¥5.00 225,85 .
05 Jun 2006 Interest 0.00 225,88 The Cost is added to the
05 Jun 2006 Telephone Cal 14.00 239.88 defendant’s statement.
04 Aug 2006  Inkerest Q.00 239,85
04 Aug 2006 5M3; Letter Demand M., 14.00 203,008
28 Aug 2006 Inkerest 0.0a 253.85
28 Aug 2006 SMS: Letker Demand M., 14.00 267,08
05 Mow 2007 Inkerest Q.00 267,85
08 MNow 2007 Attarmey Fee 404,47 G720
05 Mow 2007 Signing 75.00 747,35
09 Mow 2007 Inkerest Q.00 F47.35
09 Moy 2007 Final Demand 0.0o0 47,35
09 Mo 2007 Accepkance of Payme, .. 0.00 74730

| Lo flemrP T Inberast - 747,35

( 15 Mow 2007 Atkarmey Fee E 1,152.05
TS Tor80e_Crrent Balance 1,152.05

Figure 8. The Desktop Statement.

2. Add Consultation Cost.

The cost of Consultation services is added to the debtor or defendant file. The open or current
file will get the costs added to the statement. View the desktop statement to see the changes.

% Add costs

“~ Click = the drop down menu arrow to

Correspandence select from the pre-defined list.

tem | - |

Date |15 November 2007 - Highlight the one, which is correct. To select it
Cost | =~ Click with the left mouse button.
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Figure 9. The Add Costs Form.

2. Add costs

Figure 10. Select Item.
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Figure 11. Select the Correspondence type.



Use the arrows on top of the date window to move the month forwards or backwards.

Figure 12. Select Date.
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Figure 13. Add Cost Complete Form.

3. Signing By Agent.

— Add .
=~ Click 4 to continue.
=~ Click $ to leave this option without

updating.

The cost of documentation or services is added to the debtor or defendant file. The open or
current file will get the costs added to the statement. View the desktop statement to see the

changes.

. Add costs

Signing
e |-
Date |15 Nowemnber 2007 j
Cost |75.00
add | et |

Figure 14. The Add Costs Form.
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Figure 15. Select Item.

“~ Click = the drop down menu arrow to
select from the pre-defined list.

Highlight the one, which is correct. To select it

=~ Click with the left mouse button.
Highlight the one, which is correct. To select it

=~ Click with the left mouse button.

Use the arrows on top of the date window to move the month forwards or backwards.



=~ Click the left arrow to go back in months. | + |
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Figure 16. Select Date.
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Cost [75.00 = Click 4 to leave this option without
updating.
add | Exit |
Figure 17. Add Cost Complete Form.
Current Staternent
17 Jan 2006  Capital Amount 150,55 120,55 The Slgnlng Fee updated to the
25 May 2006 Interest Q.00 150,38 defendants stat t
25 May 2006 Instruction Fee 75,00 225, 88 efenadants statement.
05 Jun 2006 Interesk Q.00 225,85
05 Jun 2006 Telephone Call 14.00 239,83
04 Aug 2006 Interest Q.00 239,858
04 Aug 2006 SM3: Letter Demand M. .. 14.00 253,88
25 Aug 2006 Interest Q.00 253.85
28 Aug 2006 SMS: Letker Demand M... 14.00 26755
05 Moy 2007 Interest Q.00 267,88
08 MNow 2007 aAttorney Fee 404 .47 672,35
05 Mov 2007 Signing 75.00 747,35
09 Moy 2007 Interest 0,00 74735
09 Mow 2007 Final Demand 0,00 747,35
09 Mow 2007 Accepkance of Pavme. .. 0.00 T4F.55
15 Mow 2007 Interest Q.00 747,35
15 Mow 200 Lorney Fee 404, 1,152.0%
15 Mo 20 Signing 75.00 1,227.05
15 Mo 2007 1,227.05

Figure 18. The desktop with updated Statement.
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