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1 Starting with MAIN

MAIN is software that lets you organize workflows in a smarter way. It has a focus on credit
management. This document helps you start with MAIN. It describes the most commonly used credit
management features. Features that are specifically set-up for your organization are not discussed in this

document.

Are you interested how the MAIN engine operates? Check behind the scenes.

1.1 Signin

You sign in by:

1. Click (2x) on the MAIN icon.
2. Enter you user name and password.*
3. MAIN launches.

* Step 2 is skipped when you organization uses single sign-on.

1.2 Startup window

On startup MAIN displays dashboard that shows a portfolio summary.

1. Click Start in the upper right corner to proceed.
2. When you select a customer in the dashboard before you click Start, MAIN loads that customer
on click.
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2 General features

2.1 User interface features

Click the refresh symbol for

pemeemmeny

iactieg

Selactie
refreshing the (or a part) of the

Actie omsc
MAIN window. aning

Click on the block in front of @ row | = man: man credit Management

: Bestand~ Beeld~ Extra's” Importeren~ Help™ -

for selecting the row. IM © Debitegen|  actes| M vt
Debiteuren met saldo v
O‘lAdmimstratieomsI Debiteur ID ‘ Naam Ilncassosmema Openstaand saldo

Z0! = = O] =

QuICK QUICK-Stop Streng 5.605,63
ERNSH Ernst Handel Streng 6.205,39
= CE-iT HUNGO Hungry Owl All-Night Grocers Not assigned 2.755,24

2.2 Export data

Exporting data to Microsoft Excel is easy:

1. Select one or multiple rows.
2. Richt click.
3. Choose Excel Selection.

For exporting all data from a window section, select Excel All instead of Excel Selection.

bl = 0] 0] = o]
CE-iT GREAL Goawcauigr INC Standaard

Excel Al
Excel Selection
| Layout
CE-iT QTTIK Kuchtiiirj GMBH Standaard
L CE-iT WARTH Zuotxieatk N.V. Standaard
- CE-iT SUPRD Wouljoaikv Standaard
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2.3 Filter data

MAIN offers two types of filters in grids and these depend on the set-up.

Option 1:
e Click the filter icon in the top row of the column.
e Select a filter.

= = | -@E
CE-iT| [&] Starts with ~ pawcauigr INC Standaard
Ce-i7| [E] Contains eumkieuxc GMBH Standaard
CE-iT| (A Ends with papsaaesx M.V, Standaard
Does not start with
CE-iT| ewqueuvs NV, Standaard

{8} Does not contain
CE-TT [ Does not end with
CE-iT| »-« Does not match
CE-iT| [¥] Mot Like

CE-iT WARTH Zuotxieatk N.V. Standaard

eennicalp INC Standaard

ufnooagh B.V. Standaard

4

chtiiif GMBH Standaard

Option 2:
1. Type in the top row of a column the word or number that you want to search for.
2. At the beginning of the row you have a button with options for refining the search.

o Actie E «m v
N 12-11%201808:46

{Custom)
(Blanks)
(MonBlanks)
Herinnering

2.4 Sorting

Click on the header of a column and the data is sorted in ascending order. Click again and the data is
sorted in descending order.

| Administratie oms Debiteur ID MNaam “| Incasso schema

= = = -
CE-iT BOTTM Moogbaeezy INC Standaard
CE-T RICSU Neennioalp INC Standaard
CE-iT VAFFE Neumkieuxc GMBH Standaard
CE-iT oLbwo Noapsaaesx N.V. Standaard
CE-iT LAMAI Poexbueawn N.V. Standaard
CE-iT PICCO Poitciiack N.V. Standaard
CE-iT BERGS Qaotmeiipb B.V. Standaard
CE-iT BLONP Qeeyweeutk BV, Standaard
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3 Main window: the cockpit

3.1 Set-up
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The main window gives a glance at the most used information of a customer. You see the following items

in the below image:

1. The top of the window shows tabs on portfolio level*:
a. Collectors.
b. Customers.
c. Actions.
d. Proposals.
e. Navigator.
2. Customer actions.
3. General information. Navigate to*:
a. Dashboard customer.
b. Customer contacts
c. Note.
d. Info.
e. Check.
4. Customer invoices.

* The contents of the tabs are covered later in this document.
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3.2 Go to a customer or action

The tabs at the top of the window take you to a customer or action.

Click on a tab and it opens.

Search for a customer or action by scrolling, filtering or sorting.
Select the customer or action.

The window is refreshed with the selected data.

H Wb

Collectors Customers Actions Proposals Mavigator

Name: Toucdoiujw

New I Folliow up ] Close |

Actions | Selection ‘

3.3 Actions

The Actions tab contains your actions that are due for a follow up. This is your personal To Do list.

Select an action and MAIN refreshes the window with data of the selected action and customer. It also
selects the selected action in Actions customer.

Collectors Customers - Actions Proposals Mavigator

Actions past follow up date -

o Admin. Customer ID Name Start date Follow up date

= = = = =

N CE-iT BLONP Qeeyweeutk B.V. 3-12-201911:37 4-12-201908:00
CE-iT RICSU Neennioalp INC 17-12-201911:10 18-12-201900:00
CE-iT RICSU Neennioalp INC 17-3-202013:56 17-3-202008:00
CE-iT SPLIR Yeorcouump B.V. 29-7-202008:16 3-8-2020 08:00
CE-iT SPLIR Yeorcouump BV, 29-7-202008:16 3-8-2020 08:00

3.4 Actions customer

Actions customer shows all open actions of a customer. You alter the view in Selection to see all actions

or closed actions.

MNew Follow up Close

o Action W Start date T Follow up date W
Memo 28-8-2020 13:17 2-9-2020 08:00
Correspondentie 26-8-2020 12:34 26-8-2020 08:00
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3.5 Invoices

Invoices shows all open invoices of a customer. You alter the view in Selection to seel all invoices or
invoices open.

Invoices ‘ Selection

Vs Invoice Date Due date Currency Amount
[ EEE = = = =
_j? 10324 14-7-2019 13-8-2019 EUR 214,27
_j? 10393 30-9-2019 30-10-2019 EUR 126,56
_j? 10440 17-10-2019 16-11-2019  EUR 86,53
__3.7 10510 24-10-2019 23-11-2019 EUR 367,63
,,{7 10700 19-10-2019 18-11-2019  EUR 65,10
,ﬁ 10757 6-11-2019 6-12-2019 EUR 8,19
_j? 10882 23-10-2019 22-11-2019  EUR 23,10
& 10398 5-10-2019 4-11-2019 EUR 89,16
& 10452 27-10-2019 26-11-2019  EUR 140,26
z 10555 8-11-2019 8-12-2019 EUR 252,49
31 6.683,70

3.6 Contacts

1. A customer has 1 or more contacts. If it has more than 2 contacts? You scroll horizontally
through the list.
2. A customer can only have 1 contact code ‘Correspondence’. MAIN uses this contact for letters.
3. Buttons:
a. New: add a contact.
b. Edut: edit a contact. *
C. Delete: delete a contact. *

* Changes are overwritten during the import when the source system provides the data. This
depends on the set-up.

New | Edit | Delete I
Description Correspondence Extra contact =
Last name Rogers [SAVEA) Rogers [SAVEA)

First name Georgia Georgia

Job title

Department

Telephane (3810) 485856 (3810) 485856

Fax (4119) 779882 (4119) 779882
Maobile (06) 59961540 (06) 59961540
E-mail ornare.facilisis.eqet ornare.facilisis.eqet
Address 128-6147 Cum Ave  128-6147 Cum Ave
Postal code 0046YZ 0046YZ

City Gaithersburg Gaithersburg
Country Macedonia Macedonia

Send mail v -

Customerdashboard , Customercontads | Note | Info | Check
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3.7 Check: select multiple invoices

The Check pane lets you check and manage multiple invoices.

1. Copy the invoices codes, e.g. from an e-mail or Excel, and paste them in the field Data.

2. Click the button Check.

3. Match shows the invoices MAIN found for the selected customer. Mismatch shows the invoices
that are not found.

4. MAIN selects the matched invoices in the Invoices pane and when you add a new action, these
invoices are already selected.

Check Clezr selection Invoices ‘ Selection
1833‘31 = Vs Invoice Date Due date Currency Amount
10700 o] fo = = O =

e Y, 10324 147-2019  13-8-2019  EUR 214,27
= 7 10393 30-9-2019  30-10-2019  EUR 126,56
F 10440 17-10-2019  16-11-2019  EUR 86,53
7 10510 24-10-2019  23-11-2019  EUR 367,63
7 10700 19-10-2019  18-11-2019  EUR 65,10
MR 10757 6-11-2019  6-12-2019  EUR 819
]gﬁg: ]gg?g: ~ A e 10882 23-10-2019  22-11-2019  EUR 23,10
10700, 10882 7 10398 5-10-2019 4-11-2019  EUR 89,16
R P =T Y, 10452 27-10-2019  26-11-2019  EUR 140,26
7 10555 8-11-2019  8-12-2019  EWR 252,49
= = 3 6.683,70

Customerdashboard = Customercontads | Mote | Info . Check

3.8 Info

The Info tab contains information about a customer that you use less frequently. This includes, for
example, documents, details of historical and current payment arrangements and credit information. Click
on the item you want to see and a pop-up appears.

Additional info ~

Documents
Payment arrangements
Credit Info

Customerdashb...  Customerconta.. | MNote: Info | Check
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3.9 Navigator

The Navigator tab contains several useful sub-windows. In the tab you find:

e Search -
e Session -
e Customers history -
e Dashboard overview -
e Reports -

Collectors

Advanced search
An overview of all users that are signed in.

An overview with previous selected customers.

Loads the launch dashboard.
run reports.

Customers Actions Proposals Mavigator

ce-l

t
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4 Actions: new, follow up and close
In MAIN you use actions for entering information regarding customers and invoices. This makes that

information about agreements, notes, disputes and correspondence is accessible for colleagues.

4.1 New and Follow up

Start a new Action:

1. In the Customer Actions pane, click the button New.
2. A pop-up appears.
3. In the drop down, select the action you are entering.

Mew | Follow up | Cloze I

o Start date W Follow up date N
28-8-202013:17 2-9-2020 08:00
» Correspondentie 26-8-2020 12:34 26-8-2020 08:00

Follow up on an open action:

1. In the Actions pane, select the action you are following up.
2. Click the button Follow up.
3. Inthe drop down, select the action with which you follow up the action.

If an action has a Follow-up date, that action will appear on the specified
date in Actions.

4.2 Action invoices

The Invoices tab shows the outstanding invoices of a debtor. This tab shows the selected invoices and
you add additional invoices.

An action without invoices is only linked to a customer.

t
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4.3 Action details

With some action types you get one or more options for adding additional information:

¢ Follow up date: this is the date an open action appears in Actions. You add a Follow up date to
an action through the date picker.

¢ Exclude: you exclude a selected customer or invoice(s) by selecting Exclude Customer or
Invoices. This means that customer or the selected invoice(s) are excluded from dunning.

e Memo: here you add additional notes.

¢ Account manager: assign an action to an account manager. Depending the set-up, the account
manager receives an email.

e Collector: assign an action to a colleague in MAIN.

e Action category: with Action category you add meta data to an action. In the action type
dispute you select, for example, “Incorrect delivery”.

Action l Invoices I Contacts I

Select an action | [{ET v

Follow up date 14-10-2020 + 08:00 : Collector ID v
Action category ID -

Accountmanagement ID -

Exclude ' Nothing " Customer " Invoices
Memo 08-10-2020 08:47 Administrator:

4.4 Close an action

Actions are closed manually by a user or by MAIN. The latter depends on the settings for your
organization. This happens, for example, if the open balance of the linked invoices or customer is zero.

Manual closing:

In the Customer Actions pane select the action that you're closing.
Click Close.

A pop-up appears asking for confirmation.

Choose Yes to close the action.

S Folowun | —

R

Actions | Selection

o Action N Start date il Follow up date il
Memo 28-8-2020 13:1

» Correspondentie 26-8-2020 12:34 26-8-2020 08:00

2-9-2020 08:00
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Proposals
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In addition to manual actions, MAIN offers automated workflows. These are, for example, the Collection

schemes. Collection schemes generate actions for, among other things, sending reminders. These can be

found in the Proposals tab. In the “Behind the scenes” section you read more about how collections

schemes and proposals work.

You view and process Proposals with these steps:

1. Open the Proposals tab.
2. The Proposals pane appears. The top half shows 1 line per action type and per collection scheme.
It shows the number of customers and invoices for which actions are available.

3. Select a line to process.

4. The bottom part of the screen shows all customers for which there is an action.

5. Select one or multiple lines. You can select all lines by clicking Select.

6. Click Process and MAIN processes the selected lines (actions).
Collefgors Susiomer Actions Proposals Mavigator

36 : ‘i;'" Select | r“‘_ Process
o Collection scheme 3 Collection action Customers W Invoices trigger | Qutstanding selection 7
b | Standaard Herinnering 36 25 53.727,15
Standaard Aanmaning 2 21 1.470,68
o Admin. Customer ID MName Invoices Outstanding amount

CE-iIT MEREP Beimkeiags N.V. 1.304.22
CE-iT HANAR Deezgeoepg B.V. 72477
CE-iT SEVES Feewqueuvs N.V. 913,81
CE-iT RATTC Foeqteaiwg 213421
CE-iIT LINCD Foengiaapw INC 673,81
CE-iT EASTC Fuuybeeofm 832,34
CE-T GREAL Goawcauigr INC 1.087,61
CE-iT GODOS Goayhauupf N.V. 568,27

MAIN Credit Management user manual v2.2

13/17



ce-it

7 Behind the scenes

This section is intended for people who want to learn more about how MAIN works.

7.1 Importing data

MAIN uses data, customers and invoices, from other systems for its operation. It imports data in the
background and you will not notice it while using MAIN.

During the import MAIN adds new data and updates existing data. It executes the following tasks:

1. Finance related calculations like DSO and credit limits.

2. Determine which actions should be executed and closed. The actions from collection schemes are
also updated.

3. Assign customers to co-workers and collection schemes.

Depending the set-up MAIN can also perform additional tasks.

7.2 Portfolio

As a user of MAIN you work with a portfolio. This contains the customers assigned to you or your team.
The actions of a portfolio are found in the tabs Actions and Proposals.

After logging in, MAIN selects your portfolio by default. If you select another portfolio, you will see the
details of that portfolio.

7.3 Collection schemes

Collection schemes are the workflows in which you determine what should happen when an invoice is not

paid on time.

In MAIN you can set-up an unlimited number of collection schemes. For example, for large and small
customers or high and low risk. You assign each customer one collection scheme. This ensures that a

customer is approached in the right way.

7.4 Proposals: how they operate

The main workflow, based on proposals, is on a customer level. Therefore, proposals never show more

than 1 action per customer. Even if a customer has several overdue invoices.

MAIN Credit Management user manual v2.2 14/17



During the import, MAIN calculates the proposals. If a customer meets the conditions, a MAIN creates a
proposal. Invoices or customers that are excluded from dunning don't get a proposal.

A processed proposal is visible for in the Customer actions pane. Every processed proposal has an end
date. The end data is based on the linked collection scheme. The period that an action is open is the
number of days between 2 actions of the collection scheme.

MAIN closes a proposal action if:

1. The underlying invoices are paid.
2. The end date is reached.

Are there still overdue invoices on the end date? MAIN submits a new proposal.
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8 Appendix 1: sign in to the CE-iT cloud

8.1 Sign in through the portal
Organizations host MAIN themselves or at CE-iT. If CE-IT hosts MAIN, you sign in to our portal.

1. To do this, go to the specified address in a browser, such as Chrome or Edge.
2. Enter your user name and password.

[ i Work Resources
)7/7

RemoteApp and Desktop Connection

Help

Security

Warning: By logging in to this web page, you confirm
that this computer complies with your organization's
security policy.

3. After signing in a page is loaded with the apps that are available to you.

@ Work Resources

>*) RemoteApp and Desktop Connection

RemoteApp and Desktops Help Sign out

Current folder: /

C & @
Settings Excel 2013 MAIN Demo Outlook 2013 Word 2013
Credit

Management

4. Click the MAIN icon.
5. Afile is downloaded for launching MAIN. In some browsers you will find the file at the bottom left

of the window or in the folder with downloads on your PC.

5 cpub-Main_15_-C...rdp A
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6. Open the downloaded file.
7. A new sign in form appears, where you re-enter the previously used credentials. Signing in twice
is only necessary the first time.

Windows Security X

Enter your credentials

Type your user name and password to connect to ceitcld-
rsql02.ce-it.cloud

demo.ceit@ce-it.cloud

More choices

OK Cancel

8.2 Create a shortcut

If you use MAIN on a regular basis you can create a shortcut. Copy the downloaded file to the desktop of
the PC or another folder. You can now create a shortcut in a few steps:

1. Go to the folder where you copied the file.
2. Click right on the file and select Create shortcut.
3. Drag the shortcut to the taskbar.

The next time you launch MAIN, it will feel like it runs on your PC instead of the cloud.

% cpub-EXCEL-CE-iT_Shared_Hos-CmsRds...  16-9 9KB
Connect

Edit
3 Open with Code
E Scan with Microsoft Defender...

& Share
Open with >
Give access to >

=i PowerRename

Restore previous versions

Send to >

Cut

Copy
* Create shortcut

Delete

Rename

Properties
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