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Portal Access and Administrator ID 
UHG will initiate Portal Access and set up Administrative Contacts. There is a 2-step authentication 
process when setting up new users. Once the Administrative Contacts are setup, Servicer can then setup 
additional users as they need them. Administrators can reset passwords and re-certify additional users 
in DebtNext. Re-Certification occurs every 90 days for all users.  

• User will receive an email invitation for DebtNext, select link to setup the user 

 

• Once the link is selected it will route you to a DN Screen to confirm your Name, Company and 
Email. Select ‘Confirm’ 
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• Contact Profile: Select Edit in upper right corner 

 
 

• Enter Password and validate that your UserName is at least 6 characters long, select ‘Submit’. 
Registration Status under Reviewed will reflect Pending, UHG Staff will ‘Set as Reviewed’ to 
finalize the authorization steps.  User will then be able to login.  

•  

 

Home Screen: 
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Administration: 
DN Portal|HomeScreen|Administration: 

• #1 Company Contact Search: List of company contacts, access credentials, certification details 
• #2 Contact Re-Certification Listing: List of company contacts user registration, expiration, re-certification 

 

 

Support: 
DN Portal|HomeScreen|Support: 

• #2|Ledger Item Statement Search: List of open and closed ledgers 
• #6 Support Documents: Includes manuals for Servicers, Requirement Schedules, Law Firm Work 

Standards, Bulk Upload Media Requests, Access to Media Fulfillment Packages, Entering Issues (disputes, 
fraud, identity theft) into DebtNext, Video Training 
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File Layouts and Complete Data File Extracts Screenshots: 
 
Home Screen|Pending Activity Items 

 
 
 
 
Pending Activity Items|Active Placements 
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Pending Activity Items|Active Placements|Placement Listing ID: 

 
 
Pending Activity Items|Active Placements|Placement Listing ID|Summary Screen: 

 
 
 
 
Complete Data File Extracts: 
Reporting|Complete Data File: (Text|Excel) 

• Complete Data File: This is a complete data file of all Active Placements currently placed with Servicer, 
utilizing a similar layout to Account Notice. This file is generated daily as of the Reporting Date, listed 
directly above. This is NOT the Placement file or Account Notice, do not map or program or load files 
using this layout. 
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Interface Format ID: File Layouts for Incoming and Outgoing Files 
84-UHG Custom Agency 
90-UHG Custom Legal 
 
Priority Requirement Due Dates: 
 
Agency Accounting Updates Due: Noon EST, Mon & Thurs 

• 504|Transaction Update: Remit transactions  
• 519|Activity Append Update: Post Date Report 

 
Law Firm Accounting Updates Due: Noon EST, Mon (or scheduled date) 

• 525|Transaction Update: Remit transactions  
• 523|Activity Append Update: Post Date Report 

 
Status Updates can be submitted as frequently as possible, at a minimum Friday by Noon EST: 

• 503\524| Status Update: Close and Return Accounts 
o Recalls Acknowledgements are due within 24 hours (800 Bin) via Status Update. Status 

Update should be a matching 900 status code to the 800-recall code, unless it’s eligible as a 
keeper 

o Account Closures are due weekly by Fri at Noon or as often as Servicer wants to send 
 

Activity Append Updates submitted as frequently as possible, at a minimum Friday by Noon 
EST: 

• 519\523|Activity Append 
 

Reconciliation|546\556: reconcile active inventory and balances only 
o Agency Recon due 3rd Thursday of the Month after Transaction and Status Update has been 

submitted in this order Transaction, Status, Reconciliation. The UHG team will process the 
files in this order upon receipt. 

o Legal Recon due 3rd Monday of the Month after Transaction and Status Update has been 
submitted in this order Transaction, Status, Reconciliation. The UHG team will process the 
files in this order upon receipt. 
 

Lawsuit Updates submitted as frequently as possible, at a minimum Friday by Noon EST: 
• 539|Judgment Update: Lawsuit and Judgment Reporting 
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Outgoing|Notice: priority file layouts for Notices sent by UHG to the Servicer 
 

1. Account Notice|492\528: Placement File 
1. Contact Append|517\532: Additional Contacts available on account  
2. Employer Append|511\535: Employment Details available on account  
3. Asset Append|515\529: Asset Details available on account (typically bank account details) 
4. Activity Append|514\527: if any activity on the account this will be sent with the Account Notice 
5. Bankruptcy Append|516\530: provided in the event there is historical bankruptcy data 
6. Change Log Notice|509\531: if origination account data changes a change log will be sent with 

current and new value 
7. Recall|513\537: Daily recalls are sent through this file and should be responded to within 24 hours 
8. Transaction|510\538: Direct Payments or Balance Adjustments sent through this file layout 

 
 

 
 
Agency Notices 

 
 

Law Firm Notices
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Incoming|Update: priority file layouts for Updates sent by the Servicer to UHG 
 

1. Transaction Update: Remit transactions  
2. Activity Append Update: Post Date Report 
3. Status Update: Close and Return Accounts 
4. Reconciliation: reconcile active inventory and balances 

 
Agency Updates 
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Law Firm Updates
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