Collection Agency Quarterly Notification of Collectors/Agents thru Access Idaho

Steps For Filing:

Step #1: Get An Access Idaho Account and Email user account to Department of Finance from Access Idaho.

one-time event for setup.

Go to: https://accessidaho.org/df/collection/
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Collection Agent Reporting

Getting Started

o You need permission from the Idaho Department of Finance to use this site.
For access, please call 208-332-8000 or email email@finance.idaho.gov.

Here you can
« File your annual or quarterly report
«» Add or remave agents from your roster

* Pay applicable fees by credit or debit card, checking account or voucher.

You will need
+ Your username and password

« A list of agents you need to add or remove

Continue

Contains commands for working with the selected items.
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Once you receive your Access Idaho username you will need to email it to the following email address:

This is a

collections@finance.ldaho.gov or call 208-332-8002 and select option 4. This user account will be used to link you

directly to your agent list. A user account is required to take advantage of this online process.

Step #2: When you click on Continue, you should see the following screen:
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New Users

/= Use your Idaho.gov account when you see the bluebird.
|
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Username  testdemo
Forgot username?

Forgot password?
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Please log in or set up a new account.

Step #3: Email your new user account name along with the email address that you used for the Access Idaho setup.
Both of these items will be required before you can use the Access Idaho online system for agent registration. Please
note: After you email your new user account name and email address to the Idaho Department of Finance, using this
email address: collections@finance.ldaho.gov you will receive a reply email from the Department instructing you that all

links have been completed. Don’t become alarmed if you do not receive this reply email instantaneously, as it will take
anywhere from a few hours to a couple of working days. This is a one-time setup process.

Step #4: Log in to your account:

The example will use the made-up company: “ TEST COLLECT ABC INC.”

This is what the screen will look like:
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Select a company Your Renewal Steps

Logout

‘ o Choose an office to file for:

Company & Office List

TEST COLLECT ABC INC.
* TEST COLLECT ABC INC.
+ PHOENIX

* SAN RAMON

+ LAKEWOOD

- EDISON

* SAN BERNARDINO

+ VALLEY VIEW

* LAS VEGAS

+ ANDOVER

* DES MOINES

* MIDVALE
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Please Note: If you report by branch, each active branch will be shown.

PLEASE NOTE: This online process is to be used to add, remove or renew agents only. The online process is not to be
used to move agent branch locations or to add/remove the Responsible Person in Charge (RPIC). These processes must
be done manually by contacting the Department.

Step #5 : Renew Agents:
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This is what the Roster will look like. You will be able to print the roster or have it exported to an excel file.
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Step #6: Continue to reports:

This is what the screen should show:
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Step #7: Terminate Agents. This example is how to terminate an example agent “Karen Bowman”

Highlight her name and click.
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Archive Agent: Select an agent to remove or update.

search: || Show | 1g | entries

Last Name = First Name * DOB = ID Start  + F= M= Location = Last 4 =
BAKER JACKSON 1271171944 03/15/2013 N N PHOENIX et
BALDWIN JACQUEL INE 03/22/1979 06/15/2012 N N PHOENIX 5555
BERMAL SAM 04/27/1962 03/15/2012 N N PHOENIX 6666
BOWMAN KAREN 09/04/1954 12/12/2012 N N PHOENIX T
BRANNEN SERENA 05/26/1969 12/12/2012 N N PHOENIX 8888
CARPENTER RACHEL 10/04/1968 12/15/2011 N N PHOENIX 9999
COLLINS ARMANDO 03/04/1986 03/15/2013 N N PHOENIX 1
DOUTHERD SHELTONIA 05/18/1969 09/17/2012 N N PHOENIX 2222
ESPINOZA SARAH 08/04/1971 12/12/2012 N N PHOENIX 3333
GENTILLON JUSTINE 08/21/1987 03/15/2013 N N PHOENIX 1234

First | | Previous | |4 2| |3 || Mext| Last
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Then enter the Idaho End Date, and then Archive Agent
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verify company info

2. Update your roster
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You will be returned to the roster, without the terminated Agent.
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Step #8: Add an Agent:



Enter name: “Smith”

This will bring up a list of Agents that are on file with Idaho Department of Finance with the last name of “Smith”:
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finance@finance. idaho.gov.

Add Agent: Database Search Your Renewal Steps

Determine if your new agent is already in the Department of Finance's database 1. Verify company info

- Update your roster
Name  [Smith 2. Update your roster

JERRY R SMITH 3. File your next report
R

“HOHN SMITH

Logout
DAVID SMITH

PATRICIA SMITH
MARCEL SMITH

PAT AMY SMITH
CHRISTINA R SMITH
[TAMMY L SMITH
STACY SMITH

JASMINE MANA SMITH STONE
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€ mternet | Protected Made: on [Fa = [®wo% -

If the desired name is located, click on it.

If this is the correct person, enter the Idaho Start Date and respond to the additional questions.
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To enter a new person as an agent that is not on file, go to “return to Roster” and click. This time you will leave the

search name Blank and click search.
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Add Agent: Database Search

Determine if your new agent is already in the Department of Finance's database

T —

Return to roster

Search Results

No agents match your search. Create a new agent.

-8 -

Idaho Department of Finance

800 Park Blvd., Suite 200, Boise, ID 83712
208-332-8000

finance@finance. idaho.gov.

Your Renewal Steps

Verify company info
2. Update your roster

File your next report

Logout
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Then click on “Create a New Agent”




Please complete all fields and then click “Add Agent”
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Once the roster is correct and complete, go to “File Your Next Report”
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Step #9 Accept and review:

Choose your payment option and complete the Report.
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Step #10: Log out or report on another branch.



