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Terms

CAW – Client Access Web

OCBS – Oregon Coast Billing Service

WMA – Western Mercantile Agency, Inc.

Client – Your office

Account – files that have been submitted or to be submitted for collection.

Western Mercantile Agency, Inc. and Oregon Coast Billing Service are proud to present to you Client Access Web.

This easy-to-use program allows you access any time, day or night, to accounts that have been turned over to either office.

You may look up accounts, report payments, pull reports, and submit new accounts.  This data is on a secure site, and it is a copy of our data – you can look and play – but you won’t hurt anything!  You may see your accounts only, and no one else can see yours, or even know that you are on the system.
When you submit information, from a new address to a payment or request for cancel and return, it does not immediately affect the data.  It only submits the information to our office for processing. We would then process and treat it as if it had been called or mailed in.
At the top of the page is a box of menu options:  Click on the words in the box to perform each task.  You do not have to close one screen to get to another, but you do need SUBMIT your task to have it complete.  You can use your browsers BACK and FORWARD buttons in some circumstances.
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Logon

Open a web browser.  Enter the URL:  www.westernmerc.com
Click on Client Center, then Client Web Access
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Enter your ClientID provided by WMA.  If you are not sure what it is, you may contact your System Administrator or Technical Support at 541-267-7086 ext 242.

Enter your UserName.  If you do not remember what it is, you may contact your System Administrator.

Enter your Password.  If this is the first time you have logged in, or your password had to be reset, then you will need to change it at the next screen.  Passwords must contain at least 4 characters, and be mixed of letters and numbers.

If you check the REMEMBER ME box, the system will save your ClientID and UserName on this system.

Click LOGIN.

You will be taken to the Message Center page.

Message Center

When you first logon to CAW you will come to the Message Center page.  Any new messages from our office will appear on the screen, most recent at the top.

The Message Center is a way to communicate between you and WMA only. You can not send a new message to someone else in your office, or to any other WMA Client.

[image: image3.png]Account Reports New Account  Client File Logout

Inquiry Entry Upload
Help
EditUsers  View Submitied Message Center

Accounts

Welcome TEST USER - LEIGH from TEST CLIENT
Last successful login: 1/10/2007 4:15:00 PM. There have been 1 failed login attempts since you last visited.

Send New Message  Sent Message History

In the REPORTS section - Use Custom Query Generator to make your own
custon reports that you want to use over and over. Be sure to click the
Box at the bottom of the page and name the report.

1f you have any questions, contact me and I can show you how it works.
269-7916





You may Reply to the message, if it shows Reply in the upper right corner of the message box.  You may Forward the message to someone else in your office, or Delete the message.
To Send a New Message:
Click on Send New Message.

In the box under Western Mercantile Agency, Inc., click on the name of the person you want to receive the message, or press and hold CTRL and click on several names to select more than one recipient.  Release CTRL and press the NEXT button.
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You will then be directed to the following screen:
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You may put a Subject, but it is not required.

If you check the Allow Reply box, it will allow a reply to your message.

Type your message in the box and Send Message.  You will then be directed to a new screen, and a red message will show that it has been sent.

Account Inquiry

Clicking on Account Inquiry will bring up a box for you to input your search criteria.  You may enter your Account Number (your client reference #), the person’s name, by phone number, SSN, or by the dropdown box of a custom field.
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Name field:


Enter it in LASTNAME, FIRSTNAME format.


Can enter just the beginning letter or just last name


Examples:
SMITH, MARY
SMITH
SM

Once you have entered your information, click SEARCH.  Results will be displayed.  Click on a person’s name to bring up that specific account.
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If you have more than one ClientID #, then you will notice to the upper left is a notification of what Client this accounts belongs to. 

For example, a clinic that assigns the accounts by doctor; clients who use both WMA and OCBS; a client that assigns open accounts and checks.

At the upper right are several options:

Report Payment (see page 8)

Cancel Return (see page 10)

Edit Account (see page 11)

This page shows you detail on the account, such as your reference #; our account #; Amount Assigned, Date Assigned; Date of Last Payment, and Balance owing.

Report Payment

Locate the account through the Account Inquiry or by one of the other report methods.

Click on Report Payment.

Fields marked with a red asterisk (*) are required.
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Click on one of the radio buttons to indicate the type of payment you received. If it was a check payment, and you have the information available, entering the check information would be helpful.
Enter the Transaction Amount.

You may change the transaction date, or leave it as today’s date.

Notes:  Enter any comment that you feel is necessary for us to know about the payment, such as if there is an insurance writeoff amount, and how much, that you are accepting a partial payment as a settlement in full; that the person is driving a realllllly nice Porsche.

Click submit to send the information.

CANCEL RETURN

If you need to request an account to be cancelled from collections, then you can request for it to be done through this option.
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Simple put the Reason for Cancellation in the box and click on Update Record.

A request will be submitted to our office.  If there is any problem with the request, then we will contact your office.

You may get a notification on your screen instead of the above screen stating that you must call WMA. There may issues with the way your UserID was set up, or the account may be in Legals.  Contact our office and we can check out the account and issue.

EDIT ACCOUNT
If you have contact with the Guarantor, or know something about the account, such as a new address or phone number, you may submit it.
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The fields will be populated by what data we have.  Change the fields that you have new information for, enter a comment, and the click on Submit Data.

NEW ACCOUNT ENTRY

New Accounts may be submitted through CAW by two methods.  One is by manual entry. The other is by electronic upload (see page 16)

This section is about manual method.

When you click on New Account Entry, it will bring you to this screen.
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Client ID:  Click on the down arrow to show a list of ID numbers for your office.  If you do NOT have more than one, then you will not be given the option to make a selection.
Placement Form:  click on the down arrow and select the correct account submission type.


Example:  Open Accounts versus Accounts with the Collection Fee clause

** If you want a special field added, or if a field does not pertain to your accounts, we can create a custom entry page.  Call our Technical Support.

Click CONTINUE
The Placement form consists of several parts.  Your form may contain additional fields.

All required elements are marked with a red asterisk (*).

All entry should be in ALL CAPS.  Do not use punctuation or # sign.


For the Address:
123 N MAIN NO 2 or 123 N MAIN APT 3



PO BOX 987

The first section is the Guarantor(s) account information, such as names, addresses, dates of birth, SSN.

Reference #:  Enter the account number for your file.

[image: image13.png]resres-TeST U L5t

 First Namel| M| Last Name|
B Guarantor I

N

ss Name]
-
irst Name| M Last Name]

Address]|
Address?]

o —

N|
[ —
[





The second section is the Debt Data.

* Principal Amount::  Amount of debt, not including finance/service charges

* Interest:  If you charge Interest, enter the amount here. Enter the date that these charges are through.

* Last Charge Date:  Date of the charge, not including interest or finance charges.

* Last Payment Date:  Last time you received a payment on the account.

* Delinquency Date:  Date the account became due, usually 30 days after the charge date.

* Debt Description:  Enter any special information about debt.

* Comments: Enter any comment about the debt.  This will go into our file notes on the record. (Which do not leave our office.)
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The third and fourth sections are miscellaneous bits of data that help us attempt collections.
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Click on Submit Data when complete.

You may go back and look at an account that has been submitted by clicking on VIEW SUBMITTED ACCOUNTS.

You may delete or edit accounts in this list.

Once a day we will download the accounts into our system and they will no longer be available in this section.

CLIENT FILE UPLOAD

Client File Upload is a way to submit from your office to our office files.

You may upload new accounts, upload scanned or printed documentation, or a picture that you think is special.

If you wish to upload accounts, we can accept accounts in Excel, or in a .csv or .txt file format.  Please contact our Technical Support for details.  We can also accept in other custom formats.  If your system can export the data, we should be able to accept and load it.  Please contact our Technical Support for details.
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Browse to the file on your PC or network. Select it and click OPEN:
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Once the file is listed in the File Name Box, click Upload File.

THAT’S IT!

REPORTS
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There are many reports that can be pulled.

Report Generators

Report Builder – A list of accounts that have been turned over.  At the ClientID, if you have several ID’s, you can click on Select, put a check in only the ones you want to include on the report.  For a quick report, scroll to the bottom of the page and click RUN REPORT.

You can enter parameters to limit the results, such as accounts assigned in this year only.


You can add or remove fields to be shown on the report, and reorder them.  It will NOT save these changes if you want to run it again..

DMT – Data Mining Tool—If you love playing with numbers – have fun.
Custom Query Generator—Create a report that you want to use over and over. Has a large variety of parameters that can be set.  At the bottom of the screen is a check box to save and name the file.  If you save a file, it will be available in a section below the Statistical Reports, called Saved Reports.

If you need help, call our Technical Support and we can walk you through creating a report, or create it for you.
Statistical Reports

There are several statistical reports that you can quickly click on and pull.  In the results, the number of accounts may be gray.  If it is, you can click on the gray number and pull a list of accounts.

Custom Reports

Files that we have uploaded to you, such as acknowledgements or other paperwork or a report custom for you.

Technical Support

Technical Support may be reached through your System Administrator in your office, or

Western Mercantile Agency, Inc.

267-7086

800-526-3057

269-7231 fax

w_merc@uci.net
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