Knowledge Article — How to Action Recovery Accounts
Discharged Due to Inactive Responsible Party

Issue

Recovery accounts that have not been off aid for 36 months are being discharged
due to the responsible party having an Inactive status on the Recovery Account

Detail page.

How to Resolve

The following steps outline the process to update a responsible party’s status to
Active and to reactivate a Recovery Account that was discharged due to responsible
party’s Inactive status.

Step  Action

1.

Place the cursor over Fiscal on the Global navigation bar.

2.

Select Collections from the Local navigator.

3.

On the Recovery Account Search page:
a) Select <Category> from the Search By drop list.
b) Enter the search criteria for the populated field based on the
Search By option selected.
c) Click the Search button.
d) Click the Recovery Account Number hyperlink for the
appropriate recovery account.

On the Recovery Account Detail page:
a) Click the Activate button.
b) Select <Reason> from the Status Reason drop list.
c) Click the Save button.

On the Recovery Account Detail page:
a) On the Responsible Party page section, confirm the status of
Responsible Party person(s) or resource(s) is Inactive.
b) Click the Name hyperlink for the Inactive responsible party.

On the Responsible Party Detail page:
a) Click the Edit button.
b) Select Active from the Status drop list.
c) Click the Save button.

Click the Close button.

On the Recovery Account Detail Page:
a) Click the Transaction Summary link on the Task navigation
bar.
On the Transaction Summary page:
a) Click the Trans Number hyperlink for transactions with a
Trans Type of Discharged.

On the Transaction Detail page:




Click the Back Out button.

9. Click the Close button once all applicable transactions have been
backed out.

Information to Include in the ServiceNow Ticket
e Recovery Account Number
e Case Number
e Screenshots of the Recovery Account Detail Page



