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Please complete the below steps prior to accepting an RDN order.

Preparing Company Profile for Assignment

Edit My Profile

Uploading company documentation to be seen by the client

Adding Zip Codes/Branches

Add Invoice Items to Company Profile

Add Clients

Add PD’s

Add/Edit Storage Lots

Credits (how to add and credit usage report)

Add Credit Card to Profile

Accepting New Web

New From Client to Open Status

Assign Agent if applicable

Accepting Close and Holds

Updating an RDN Account

New Updates

Create an update

Processing a Recovery

Mark Repossessed

Create C/R

Create Invoice

Upload Photos/Docs

Release Procedures

Release Collateral from Storage

Release PP

Report Options

MultiSearch

Limited User Training
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Editing My Profile

[4]

Please follow the steps below to edit your profile in RDN.

Select “Edit My Profile”.
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Editing My Profile
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You may edit your User Name, Password, 
Email Address, and Security Questions.
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Editing My Profile
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You may edit your company settings. The address will 
appear in RDN as your primary address.

Apply a check mark to enabled Company-
wide two factor authentication.
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Editing My Profile

[7]

Enter the email address you wish to receive the 
notification listed.

Key in State License Number, Tax ID Number, 
and Tax Rate if applicable.
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Editing My Profile

[8]

Enter information you would like to 
appear on your invoice.

You may select Yes or No if you would like to 
be notified of a New Order via fax.

You may Enable or Disable Two Factor 
Authentication for this user only.

Select Modify Entry to save changes.
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Upload Company Documentation

[9]

Select “Edit My Profile”.
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Upload Company Documentation
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Scroll to the bottom of the page and select “Add Images to Company Profile”.
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Upload Company Documentation

[11]

Select “Browse” next to the 
documentation you would like to 

upload. Once you have selected the 
documents for upload, scroll down 

and press “Upload Images”.

Click the red “X” to delete 
the uploaded document.

Click the “Icon” to view 
the uploaded document.
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Adding a Zip Code

RDN is zip code based. To receive work in a zip code, you must have the zip code entered for your Profile.
Please follow the steps below to review or add a Zip Code to RDN.

Click Branch-Zip Code Set-Up and 
Coverage Areas.
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Your current branch. 
Click Branch Name to 

edit the Branch.

Number of Zip Codes you currently service.
Click the number to edit your Zip Codes.

Adding a Zip Code
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Complete fields to enter a 
new Branch.

Click Add New Branch to add this 
Branch to your RDN Profile.

Adding a Zip Code
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Enter new Zip Codes and 
Click Add New Zip.

Zip Codes you service are listed below.

Adding a Zip Code
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Adding Billable Services
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Prior to invoicing in RDN, you will need to add Billable Services to your RDN Profile.
The Services you add from this section will now be available in the drop down menu on the Invoice tab 
of the Case Page.

Click Add Invoice Items to Company Profile
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Adding Billable Services

[19]

Click Add Another Service.
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Adding Billable Services
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Click the drop down arrow to display the Billable Services.
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Adding Billable Services
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The list is in Numeric/Alpha order.
Scroll through the list and select the Billable Service that applies to your Company.
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Adding Billable Services
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RDN recommends you leave the rate at 0 as the charges may vary
with each Client. You may key in the amount on the Invoice tab
located on the Case Page.
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Adding Billable Services
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Select “Yes” if this Billable Service is taxable.
Leave selection at “No” if this Billable Service is not taxable.
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Adding Billable Services

[24]

Enter a General Ledger Number if you track your expenses through an
accounting program. This field is not required.
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Adding a Billable Service

[25]

Click Add to add this Billable Service to your RDN profile.
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Adding Billable Services

[26]

You may also Edit or Delete this Service.

You have successfully created a Billable Service on your RDN Profile.
This Billable Service will now be available in the drop down menu on 

the Invoice tab located on the Case Page.
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Adding a Client
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The following steps will guide you through adding a Client to RDN.

Select Clients/Assignees.

Select Clients.

Select Add New Entity.
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Adding a Client

[29]

Enter Client information.
If the Client has multiple branches, each 

branch will need to be entered as a Client.
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Adding a Client

[30]

Continue adding Client information.
You may also define Debtor Redemption Setup for 
this Client. Select Save to add this Client to RDN.
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Adding a Client – Edit Client Information
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Client has now been added. Select the icon to edit this Client.



817.204.0298         support@recoverydatabase.net [32]

You may now edit the Client and select additional options.

Adding a Client – Edit Client Information
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Free Storage Days per Client.

Select Yes/No to view accounts in Needed Updates List.

How often the Client requires an update.

Select Yes/No for Client Custom Fee Schedule.

Remove checkmark to not include receivables.

Enter minimum password length for an Assignee.

Number of days until password expiration.

Number of passwords to remember.

Select Yes/No for active.

Adding a Client – Edit Client Information
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Adding a Client – Custom Fee Schedule

[34]

Select Add Another Service.

Select your Service Item from the drop 
down menu. Enter the rate specific to your 
Client. Select Yes/No for taxable. Select Add 

to add this custom service item to your 
Client. Each time you invoice this Client, 
their custom service items and amounts 

will populate on your invoice.
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Select Save Changes.

Adding a Client – Custom Fee Schedule

You may Edit or Delete the 
service item.
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Adding a Police Department

Please follow the steps below to add a Police Department.

Click Clients/Assignees.
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Click Police Dept's.

Adding a Police Department
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Click Add New Entity.

Adding a Police Department
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Enter your Police Department 
information and click Save.

Adding a Police Department
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The Police Department is now saved 
and listed in your Profile.

Adding a Police Department
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You may add or edit your Storage Location in RDN. 

Select View/Edit Storage 
Locations

Storage Location
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Active Storage Locations.

Storage Location
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Enter new storage location and select 
Add New Location to add a new storage 

location to your profile.

Storage Location
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Select Edit to edit an 
active storage location.

Storage Location
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Edit storage location above and select 
Save Location when done editing.

Storage Location
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Select Delete to delete a storage location. 
You may view your deleted storage 
location by selecting View Deleted.

Storage Location
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You may review your RDN credit usage to determine your monthly fee’s.

Select Credit Usage.

RDN Credit Usage
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Enter your dates and press submit to display your credit 
usage during the time frame entered.

RDN Credit Usage
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Total Debits during the time frame entered are now displayed.

RDN Credit Usage
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Your Debits and Credits will be displayed at the bottom of the Credit Usage report.

RDN Credit Usage
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Please follow the steps provided to add a credit card to your company profile.

Select Invoices/Credit Cards under the User Functions box.

Adding credit card
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You may add a credit card from the screen below.

Enter credit card information 
below to save this card to 

your profile.

Press Save Changes.

Adding credit card
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Your credit card is now saved.

Your credit card is now saved to your profile.

Adding credit card
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Viewing an RDN invoice

[58]

Click view to view your RDN invoice.

You may view an invoice from the screen below.

Your RDN invoice.



817.204.0298         support@recoverydatabase.net

Paying an RDN invoice
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Click Pay Invoice to pay your RDN Invoice.

You may pay an invoice from the screen below.

Status is now paid.
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Accepting a New Web
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Select New Web.

When you receive an order in RDN your New Web tab will turn red. You must either accept 
or decline this order. The steps below will guide you through accepting a New Web in RDN. 

Select View Case.
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Accepting a New Web

[62]

Select Accept from the drop down if you want to accept 
this order. The order will be placed in an Open status.
Select Decline if you do not want to accept this order. 

The order will be declined and removed from your RDN.

Order was accepted 
and placed in an 

Open status.
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Adding an Adjuster

Please follow the steps below to add an Adjuster.

Click Adjusters.
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Click to Add a New 
Company Adjuster.

Adding an Adjuster
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Enter your Agent information.

Click Save.

Adding an Adjuster
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Your Agent is now listed and ready 
for case assignment.

Adding an Adjuster
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Accepting a Close
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The steps below will guide you through accepting a Close in RDN. Prior 
to accepting a New Web, all hold/closes must be acknowledged.

Select View Case.
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Accepting a Close

[70]

Select Acknowledge Close from 
drop down menu. Case is now in a 

Closed status.
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Accepting a Hold
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Select View Case.
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Accepting a Hold

[72]

Select Acknowledge Hold from 
drop down menu. Case is now in 

On Hold status.
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New Updates
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Clients will create updates on your RDN Accounts. These updates will be shown in 
your New Updates tab. The updates are also placed on the case page. New Updates 
tab turns red when you have a New Update in RDN.

Select New Updates.
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New Updates
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New Updates will open in a new tab to display your current New Updates.

You may View Updates, Remove From List, or 
View Case and Remove From List. Removing an 

update from New Updates does not remove 
the update from the RDN case page.
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New Updates
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New Updates will open in a new tab to display your current New Updates.

You may filter Updates by 
caseworker, priority or by type.
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New Updates
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New Updates will open in a new tab to display your current New Updates.

You may access the update by selecting the 
Case Number or by selecting View Updates.
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New Updates

[78]

New Updates will open in a new tab to display your current New Updates.

You may remove all updates by selecting Remove All. You may 
also remove individual updates by applying a checkmark next 

to the update and selecting Remove Selected.
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Creating an Update
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You may communicate with your Clients via Updates in RDN. The following steps 
will guide you through placing an update on an RDN account.

Select Updates from the case page.
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Creating an Update
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Select Updates from the case page.
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Creating an Update
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Select Date/Time for the update.
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Creating an Update
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You may attach this update to an 
address. Select an address from the drop 

down if you would like to attach an 
update to the selected address.
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Creating an Update
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Default update type is (0) Agent-Update. This default update 
type will count as an update day. (Example: Account will 
state updated today and count as an update day.) If you 

select another type, it will not count as an update day. If you 
would like to enter an update that does not count as an 

update day, please select update type of (0) Other.
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Creating an Update
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You may select the priority of the update 
via the drop down.
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Creating an Update
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Key in your update to be placed on the RDN account. 
Updates have a maximum of 1500 characters.
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Creating an Update
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Once you have keyed in your update, you have two 
options to post the update. Selecting Create will 

create a visible update. Visible updates can be seen 
by the Client. You may also select Create (invisible). 

Invisible updates are not seen by the Client.
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Creating an Update
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Example of a Not Visible Update shown below. 
Invisible updates will be displayed as grayed out.

Example of a Visible Update shown below.
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Creating an Update
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You may turn an update Not Visible or Visible. Select 
Not Visible to turn the update Visible. Select Visible 

to turn the update Invisible.
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Creating an Update
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You may Edit, Delete, Email to Client (visible updates 
only), Email to Collector, or Print the update. 
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Creating an Update
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You may email all visible updates to the Client or Collector. 
You may also print the visible updates, or print all. 

**Faxing option is only available for a Full User of RDN.**
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Repossessed Status
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To change the status of your RDN Case to Repossessed, please follow the below steps.

Click the Status drop down and select 
Repossessed OR click the Recovery Tab.
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Repossessed Status

[94]

Complete ALL fields located on the 
Recovery Page.

Storage information is REQUIRED
for each Repossession.
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Repossessed Status

[95]

Press button that applies to the Case.

Complete each applicable field below.
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Repossessed Status

[96]

Your Case is now in a Repossessed Status.
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Creating a Condition Report
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Click the Recovery Tab.
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Creating a Condition Report
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Hit the drop down arrow from the pop-up box 
and select your condition report type. Click 

Continue to proceed to select Condition Report.

Scroll to the bottom of the page and click 
Create New Condition Report.
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Creating a Condition Report
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Complete all applicable fields.
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Creating a Condition Report

[101]

Complete all applicable fields.

Enter the Completed By, select the Date, and Click 
Post C/R to complete this Condition Report.
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Condition Report Status

[102]

Your Condition Report is now created and placed on 
the Recovery tab. You may also edit or print the 

Condition Report from this section.
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Creating an Invoice
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You may invoice your Client through RDN. To create an Invoice, open the Case Page of the Debtor.

Click the Invoice tab located on the Case Page.
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Creating an Invoice

[105]

Click Create New Invoice.
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Creating an Invoice
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Verify the Bill To and Date are correct. Press Create to create a new Invoice.
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Creating an Invoice
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Your Invoice is now created. A new box will pop-up for you to select your Invoice Items. Click 
the drop down under Service Rendered and select the item you wish to Invoice for.



817.204.0298         support@recoverydatabase.net

Creating an Invoice

[108]

Enter the Quantity and Cost.
Enter any notes to be 

displayed on the Invoice.

If you need to add another 
Billable Service to this invoice, 
press Create and add another.

If you do not need to add 
another Billable Service to this 
invoice, press Create and Close.
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Creating an Invoice
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Your Invoice is now created and may be seen by the RDN Client.
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Uploading Photos
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To upload photos to your RDN case, click the Photos/Docs tab from the case page.

Click the Photos/Docs tab.
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Uploading Photos
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Click “Browse” to locate the photo you 
wish to upload.
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Uploading Photos
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Click “Green Plus Sign” to upload 
multiple photos.
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Uploading Photos
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Click “Upload Image” to upload photos.
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Uploading Photos
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Photos have now been uploaded to the 
RDN case page.
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Release Collateral
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The following slides will guide you through releasing collateral in RDN.
You must be on the RDN case page to release collateral.

Select the Release tab.



817.204.0298         support@recoverydatabase.net
[118]

Change disposition to something other 
than Stored. Select a Transport Date. 

Select Save Release to release collateral 
from being stored.

Release Collateral
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Release Personal Property
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The following slides will guide you through releasing personal property in RDN.
You must be on the RDN case page to release personal property.

Select the Release tab.
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The following slides will guide you through releasing personal property in RDN.
You must be on the RDN case page to release personal property.

Select personal property release date. 
Select Save Release. You have now 

released personal property.

Release Personal Property
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MultiSearch Reporting Options
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Click MultiSearch.

You may review your accounts within a certain time frame by running a 
MultiSearch report. MultiSearch lets you perform searches based on the 
criteria you select.
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MultiSearch allows you to define your search criteria. RDN has provided 
you with multiple way to define your search criteria. 

Search Criteria.

MultiSearch Reporting Options
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To run a MultiSearch by date range, you will need to locate the Date 
Range Criteria section.

Date Range Criteria section.

MultiSearch Reporting Options
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Select the option you wish to run a Date Range Criteria report. For example: If you wish to 
pull a report of all cases you have recovered during a certain time frame, you select 
“Recovered” and define your date range. If you wish to pull a report of all cases that have 
been assigned to you during a certain time frame, you select “Assigned” and define your 
date range.

Select an option, define your 
dates and press Search.

MultiSearch Reporting Options
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Your results will be returned based off the criteria you have entered.

MultiSearch results are listed.

MultiSearch Reporting Options
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Questions??

If you have any questions, please contact RDN Support at 
817-204-0298, option 1, or via email: support@recoverydatabase.net.


