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Limited User Login & Home Page Overview 
Access                        at:                         

To enter Limited User login information

Limited User Login
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Limited User Home Page

Data Entry 
Quick View

 Assignment Review Links
 Report Links

New Assignment Review

 Dropdown changes  
assignment data in   

the grid.  Assignment # Link opens
 assignment for review. 
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##########

#############
###############

#############

Before each assignment can be 
Accepted, the OCR disclaimer 

must be accepted.

Click “Assignment Actions” 
to access the “Accept/

Reject” link. 

Assignment Accept/Reject

Upon Accept, the assignment is dispatched to the selected user, an update is recorded, 
and an email sent to the client. A Run Sheet is not available until the assignment is   
accepted. 

To accept the assignment, select 
a user from the drop down and 

click “OK”.

Assignment Acceptance

5



Limited User Training Manual

###########
##########

##########

##########

Assignment Acceptance/Reject

Upon “Reject”, the assignment is sent to a status of Reject/History. The “Search” fea-
ture can be used to review previously rejected assignments. An E-mail is sent to the 
client with the reason for the Reject action.  

A reason for the Rejection must be provided.

Select “Reject Assignment” to complete.

To reject the assignment, click 
the “Reject Assignment” button.
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##################

######################

#################

###################

################

################

New Status Changes

Click “Accept” to accept the status change and 
clear the item from the grid.

The “New Status Changes” interface displays all “Closed”, “Hold” and “Reactivate” 
updates. The Limited User is required to accept all status changes. 

New Status Changes

Client entered notes are displayed and 
require acceptance by the Limited User. 

Assignments can be reviewed by 
clicking the Assignment Link.
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#############

##############

############

#############

#############
#############

#############
#############

#############

#############

##############

Active Assignments

A more complete view of assignment volume and 
status can be found by clicking “Overview”.

Assignment Overview

Assignments can be viewed by 
Company, Branch or Agent by 
selecting the appropriate item 

on the “Overview Tree”.

Assignments can be viewed by status when 
the appropriate “Status Tab” is selected.

Assignments can be reviewed by clicking Assignment Link.
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############

############

############

############

############

############

############

Assignments on Hold

This grid displays all Hold assignments.

Overdue Assignments

This grid displays all assignments overdue for Update.

The assignment will automatically be removed from the grid once it is updated. 

Assignments Without Updates

The assignment will automatically be removed from the grid once it is updated. 

This grid displays all assignments with no Update.
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############

############

############

############

############

############

############
############

############

############

############
############

############

############

############

############

############

Assignments Without Invoice

This grid displays all assignments with no Invoice.

The assignment will automatically be removed from the grid once it is Invoiced. 

Assignments can be reviewed by clicking Assignment Link.

Assets in Storage
This grid displays all assignments placed in Lot Inventory

Only Recovered assignments can be placed in Lot Inventory.

Number of days in storage.

An Asset Delivery Report must be completed 
to remove an assignment from this grid. 
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#################
#################

#################
#################

#################
#################
#################

##############################

Scheduling an Asset Redemption

Recovered assets can be scheduled for 
Debtor Redemption. Access to the Asset 
Redemption Form can be found under 

Reports/Forms.

Select Redemption Date and Fees

Enter Redemption 
Note, if needed.

Clicking “OK” will schedule 
the asset for Redemption
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##########

Scheduling an Asset Redemption

Scheduled Redemptions are 
displayed on the Limited 

User Home Page

To complete the Asset Redemption, access the 
assignment from the “Scheduled Redemption” 

grid or through the “Search” freature. 
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Click the “Redemptions” link to 
access a list of those assignments 

scheduled for Redemption
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#################

#################
#################
#################

#################
#################

#################

#################
#################

Completing an Asset Redemption

Clicking “Save and View” to Save the 
Redemption Form and open a printable 

version for the Debtor to sign. 

Select the “Redemption Complete” 
check box to complete the Asset 

Redemption

Click “Print”
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#################

#################

Client Update Request

An Update must be completed to remove an 
assignment from this grid. 

Assignments can be reviewed by clicking Assignment Link.
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iRepo.com Assignment Layout
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#################

#################
#################
#################
#################

#################

#################

#################

Summary Tab

Debtor Information

Payment Information

Asset Information

Client Information

Status & Vendor Information

Special Instructions
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#################

Adjuster Tab

Vendor Information

Client Information

Client Tab

Client Information

Rep Information

Assignment Type

Client Account Number
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#################

#################

Asset Tab

Double click 
here to access 
the Asset Edit 

interface

Asset Information

Asset Edit Interface
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#################

#################

#################

################# #################

#################

Debtor Tab

1. To add additional addresses, highlight 
the Debtor or Co-Signer with a single 
click on the blue box to the left of the 

desired Debtor Type. 
2. Click “New Debtor Address”.

Enter required address information, Address 
Type, Street Address, City, State and zip. 

Click Address Link to open Google Map.

Click “Save” to save the new address. 
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Loan Tab

Loan Information

Special Instructions

Click either button to create 
a new update

Double click here to open the 
“Update Edit Interface”

Updates Tab
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#################

Updates Tab: Edit Interface

When creating a new Assignment 
Update, select Update Type, Item 

(if required), enter Update Text and 
click “Save”.

Double click here to 
open the “Note Edit 

Interface Click “New Note” to 
create a new Note

When creating a new Assign-
ment Note, select Note Type, 

enter Note Text and click “Save”.

Notes Tab
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History Tab

A chronological assignment activity 
history is recorded in the “History Tab”.

Invoice Tab

Click “Create Invoice” to open 
creation interface.
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Invoice Tab: Invoice Creation

Click “Start Invoice”

Click the attachment link to access Original Assignment order.
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Attachment Tab

1. Select Invoice 
Service Fee.

4. Click “Approve 
Invoice” when all 

Invoice Service Fees 
are added.

3.  Invoice Service 
Fee is entered after 
“Save Line Item” is 

clicked.

2. Click “Save Line 
Item”.

If more than one line item 
is required on the invoice, 

repeat steps  1-4 to add the 
additional line items. 



Limited User Training Manual

Assignment Statuses

24



Limited User Training Manual

#################

#################

Assignments in the “New” Status

Assignment will have a status of “New” immediately following 
Acceptance of the assignment.

With the assignment in the 
“New” status, users have 
access to Asset Recovery, 
Condition Report and Run 

Sheet.

With the assignment 
in “New” status, users 
have access to transfer 

the assignment between 
Agents. 

Assignment updates can 
be created by clicking 

“Create Update”.

Assignments in the “Active” Status Assignment updates can 
be created by clicking 

“Create Update”.

Assignments will have a status of “Active” after the assignment 
has been updated.

With the assignment in 
the “Active” status, users 
have the same access as 

a new assignment

With the assignment in “Active” 
status, users have access to transfer 

the assignment between Agents. 
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#################
################# #################

#################

#################

#################

#################
#################

#################

#################

Assignments in the “Hold” Status

Assignments can only be placed on Hold by the client

Once an assigment is on Hold status, users 
have no access to Reports and Forms.

Users can use the “Create Update” 
feature to request the assignment 

be placed on Hold. 

Assignments can only be Closed by the client.

Assignments in the 
“Closed” Status

Click “Create Invoice” to begin 
invoice creation.

Note: Client may block invoice 
creation if the asignment is 

contingent. 

Click “Send to History” once invoice creation 
is complete. Assignments in History will be 
removed from the Overview grid but will be 
searchable using the iRepo Search feature. 

The reason for 
“Close” can be found 

at the Update Tab
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#################

#################

###################################################

##########

##########
##########

Newly recovered assignments 
must be sent to “Inventory” 

after the Condition Report and 
invoice are complete

Click “Create Invoice” to 
begin invoice creation

With the assignment in the “Recovered” 
status, users now have access to the 

Personal Property Report, Asset Delivery 
and Asset Redemption Reports.

Assignments in the “Recovered” Status

Newly recovered assignments are 
found in the “Recovered Tab”.

When in Lot Inventory, assignments are 
found in the “Inventory Tab”.
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############

############

############

############

############

Assignments in the “Recovered” Status 

Click “Asset Recovery” to record 
recovery information

############

############

Assignments in the 
“Lot Inventory” Status

Assignment can be moved to inventory 
immediately upon completion of the 

Asset Recovery. 

Click “Send to Inventory” to 
move the assignment into 

Lot Inventory

Note: It is important to ensure the Condition Report, Per-
sonal Property (if necessary) and Invoice are completed 

before sending assignment to Inventory

############
############
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############
############

When in Lot Inventory, assignments are 
found in the “Inventory Tab”.

Assets in Red have been in storage longer 
than the client’s storage guarantee

Note: To remove assets from Lot Inventory, 
the Assets Delivery Form must be completed.  

29

Assignments in the “Lot Inventory” Status (continue)
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Forms & Reports
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############

############

Asset Recovery Form

Required info: “Police Agency”

Required info: 
“Rec. Date/Time”

Required info: “Rec. Address”

Required info: “Storage Location”
Note: Storage Lots must be added 
to the database in order to popu-

late the drop down list.

Required info: 
“Mileage”

Required info: “Recovered By”

31

Click “OK” to save 
the Asset Recovery 

Report
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############
############
############
############
############

############

############

############
############
############
############

############
############

############

Condition Report

When the CR selection popup 
appears, click “Start”.

The Condition Report must be completed before 
an Invoice can be created.

Click “Condition Report” to access 
and complete the CR.

32

When the CR interface opens, users can 
go directly to the “Condition” Tab.
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Condition Report

Select the appropriate radio buttons.

Required FieldsRecovery Note

Click “OK” to save the CR.

To indicate the CR is complete, 
please check “Asset Condition 

Report Completed”.

Printable Condition Report

############
##################

############
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Assignments must be in “Recovered” status for Condition Report access.
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############
############
############
############
############

############

############

############

Personal Property Report

Click “Personal Property” to access 
and complete the PP Form. 

If the asset has no Personal 
Property, select “None” from the 
“Property Status” dropdown and 
the Personal Property report will 

be auto-completed.

To record Personal Property information, 
change the “Property Status” to “Stored”.

Note: The Personal Property Report 
is required in the state of Illinois.
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##############

########################
########################
########################

########################

To indicate the PP is com-
plete, please check “Com-
plete Personal Property”.

Personal Property Report (continued)

When in the “Stored” status, personal 
property information can be recorded

Click “Save and View” to Print 
the PP for Debtor signature 

at time of Redemption.

Enter Delivery or Transport 
Company Name

Select delivery date.

To Indicate the PP is complete, please 
check “Complete Personal Property”.

Click “Save and View” to print the Asset Delivery 
Form for signature at time of delivery

Click “OK” to save the AD.

Asset Delivery Form

Click “OK” to save the 
PP.
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###################
###################
###################

Asset Redemption Form

Select Scheduled Redemption 
Date and Redemption Fees.

Click “Save and View” to print 
the Asset Redemption Form

Click “OK” to save the 
Redemption Form.

###################
###################

###################

###################
###################

###################

Printable Redemption Form

When an assignment is in “Recovered” status a 
Redemption Form can be created. 

On the “Reports/Forms” 
drop down, select “Asset 

Redemption

To Indicate the Redemption is complete, 
please check “Redemption Complete”.
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Lot Inventory Report

2. Select desired Status, Lot and Client

3. Click “Run Report”

1. Select “Lot Inventory” to print 
a list of assets in inventory.

############

############

############
############

############

#################

#################

#################

#################

#################

#################

#################

#################

Printable Lot Inventory Report
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Click “Print”
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###############
###############
###############
###############
###############
###############

###############

###############

###############

###############

###############

###############

###############

###############

###############

###############

###############

###############

Recovered Asset Report

Printable Recovery Report

3. Click “Run Report”

1. Select “Recovered Asset Report” 
to print a list of Recovered assets.

2. Select desired Client and a date range.

38

4. Click “Print Results” to 
open a printable version 

of the Report.

Click “Print”
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##########################
##########################

Redeemed Asset Report

3. Click “Run Report”

1. Select “Redeemed Asset Report” 
to print a list of Recovered assets.

2. Select desired Client and a date range.

########################
########################

Printable Redeemed Asset Report
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4. Click “Print Report” to 
open a printable version 

of the Report.

Click “Print”
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####################
####################

Asset Delivery Report

3. Click “Run Report”

2. Select desired Client and a date range.

1. Select “Asset Delivery Report” 

###############
###############

Printable Asset Delivery Report
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4. Click “Print Results” to 
open a printable version 

of the Report.

Click “Print”
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