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CONTENTS - CHAPTER  3 
 
 
 
 

This chapter covers the 3 rd pull down menu set.  
 
 
 
Clicking the Actions  button as shown below in the file menu opens the drop down menu. 
 
 

 
Figure 1. Actions Option from File Menu 
 
 

The drop down menu looks like this. 
 
 
 
 

 
Figure 2. Actions Menu. 
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1 Final Demand.  
 
The early stage of correspondence is the Letter Of Demand. The letter is pre-designed and will 
automatically fill in the variable fields. 
 

 

Click   the drop down menu arrow to select from 
the pre-defined list. 
 
Letter delivery has cost and legal implications. You 
should send Registered for better control. 
 
 

Figure 3. The Correspondence Form. 

 
 
 
Highlight the one, which is correct. To select it 

Click with the left mouse button. 
 
 
 
 

Figure 4. Selection of  process. 

 
 

 
This letter has many styles 
and can be worded very 
differently. 
 
This is a template and can 
be tailored with company 
logo and other items. 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 5. Example of Letter of Demand. 
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2 Intension to Issue Summons.  
 
The Intension to issue a Summons Starts with this option. The letter is pre-designed and will 
automatically fill in the variable fields. 
 

 

Click   the drop down menu arrow to select from 
the pre-defined list. 
 
Letter delivery has cost and legal implications. You 
should send Registered for better control. 
 
 

Figure 6. The Correspondence Form. 

 
 
 
Highlight the one, which is correct. To select it 

Click with the left mouse button. 
 
 
 
 

Figure 7. Selection of  process. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 8. Intension to Issue Summons. 
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3 Acknowledgement of debt  (AOD)  (F5).  
 

Hot Key – F5 Use the F5 key for quick access to this Option. 
 
The Acknowledgement of Debt is part of the building blocks for building a case. 
 
There must be a court Assigned, to this defendant file before this option can begin. 

 
 
 
 
 
 
 
   

                               Figure 9. Error Dialogue Box. 

 
 
Highlight the one, which is correct. To select it 

Click with the left mouse button. 
 
 
 

Figure 10. Appoint a Court Selection Box. 

 
 
This option is for a back office printing. 
 
If the office has a dedicated print staff, this is 
back office printing. 
 
 

Figure 11. Print options 

 
 
 
 
 
 
Example of AOD with file amounts 
automatically entered. 
 
 
 
 
 
 
 
 

Figure 12. Example of AOD. 

 
 
 
It is important to answer this question. Did the document print correctly? 
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This is the program asking can I add this to the done list??? 
 
All actions are recorded in the actions list. 
 
 
 
 

Figure 13. Print confirmation Box. 

 
 
 
The Actions Taken window will record all actions 
taken. If requested to answer a question about 
print correctly, then the action is recorded and 
billed when required. 
 
 
 

      Figure 14. The Actions List from the desktop window. 
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4 Promise To Pay – (PTP)    (F6).  
 
Hot Key – F6. Use the F6 key for quick access to this Option. 
 
In settling out standing Debts, there should be a payment plan, this probably will be a Promise 
to pay agreement. 
 
This Option will set that agreement up into a list and check system to monitor the debt 
repayments. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 15.PTP Form. 

 
 
 
The authorised person will accept the PTP based on your own 
business rules. 
 
 
 
 

Figure 16. Authorisation Request. 

 
This important. The program must know if the step was successful 
or must be redone. 
 
 
 
 

Figure 17. Program question. 
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There is a preformatted agreement with a 
payment schedule. 
 
 
 
 
 
 
 
 
 
 

Figure 18. The Promise to Pay agreement. 

 

 
Figure 19. The agreement sign section. 
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Move the mouse over the PTP section on 
the top right corner of the desktop, a drop 
down schedule will show the payment 
schedule. 
 
                  
            
     
 
   
 
  
  
  
  
 
 
 
 
 
 

Figure 20. The PTP on Desktop. 

 
 
5 Acceptance of Payment Offer [Section 57]  (F7).  
 
Hot Key – F7. Use the F7 key for quick access to this Option. The agreement to pay of the debt 

by arranged payments is set up in this form, for 
effective monitoring of the payments. 
 
The Instalment agreement must be completed in 
full. Type in the amount to pay monthly. 
Select the payment dates start, and the frequency. 
Frequency is once per month, per week or as 
agreed with debtor. The payment method is cash or 
transfer or cash deposit. 
 
 The Green Plus sign will allow a new method to be 
recorded. Use this with caution, as it must be an 
accepted payment method. Cash via carrier pigeon 
is not a wireless transfer!! 
 
 
 
 

Figure 21. Instalment offer form. 
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Print forms with Blank data. No. 
 
 
Do not print with blank data, unless requested to 
do so. 
 
 

 
 

Figure 22. Instalment offer form Print Documents 

 
The correspondence method is selected. Control the 
documents with the bar code and scanner. 
 
 
 
 
 
 

 
Figure 23. Select Correspondence Method 

 
 
 
 
 
 
Figure 24. Acceptance of offer 
agreement 
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6 Consent to Judgement [ Section 58].  
 

 
 
 
 
 

Figure 25. Consent To Judgement Menus. 

 
 
 
6.1 Print Consent To Judgement  (F8).  
 
 
Hot Key – F8 Use the F8 key for quick access to this Option. 
 

The court must be selected for the judgement. 
 
 
 
 
 
 

Figure 26. Select a court warning. 

 
 
 
 

Selcted the court from the list or you may have to add a new 
court. 
 
 
 
 
 
 
 
 
 

Figure 27. Select Court Form. 

 
 
Ensure the detail for the file is correct and current. That is the 
latest agreed upon amounts and conditions. 
 

 
 
 
 
 

                                        Figure 28. Account detail. 

 
 

Figure 29. Back office Automation. 
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Figure 30. Example of Section 58 document. 

 
 
 
The printer setting, there is usually no 
change. 
 
 
 
 

 
Figure 31. Printer Setting. 

 
Look for detail on your desktop, there will be an 
action recorded in the actions window. 
 
 
 
 
 
 

Figure 32. Look for detail on desktop. 
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6.2 Consent to Judgement To Agent,  
 
The file is “sent” to an agent for a document called a Consent to judgement. The Agent will drive 
to the debtor and ask them to sign and return this back to your company, and you. 
 
There must be an agent appointed first. Use the file, appoint, Agent steps to appoint an agent. 

 
 
 
 
 
 
 
 

Figure 33. Appoint agent. 

 
There is only a action recorded in the actions window. The cost and recording will happen in the 
next step, and there will always be a cost for this service. 
 
6.3 Consent to Judgement FROM Agent.  
 
The agent will return the form, signed or unsigned. There will be a cost, because a 3rd party 
person or company did work on our behalf. 
 

Add the correct date of signature. 
Scan the document in and attach to the correct file. 
Add the cost of service. 
 
 
 
 
 
 
 
 
 

Figure 34. Consent from agent form. 

 
 
Fill in the cost, with a period, not a comma separating 
the Rands and cents. 
 
 
 
 
 
 
 
 

 
Figure 35. Consent Agent form with cost. 
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7 Withdraw the Matter  
 
There will be time to withdraw matters. Incorrect accounts, death or other factors. 
 
The file will have a status change to withdrawn. This action will be recorded in the actions 
window. 

 
 
 
 
 
 
 
 

Figure 36. Confirm request, withdraw file. 

 
 
 
The file will be withdrawn, Use this form for any 
costs to bill client must be entered here. 
 
Confirm with supervisor if no cost accompany the 
request to withdraw. 
 
 
 
 
 
 
 
 

Figure 37. Bill client. 

 
 
 
The action is recorder, and the status of the file is 
changed. 
 
 
 
 
 

Figure 38. Actions window. 
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8 Withdraw Duplicate Matters.  
 
There may be a duplicate file for the same debt and debtor. Then the duplicate file must be 
removed. The system never deletes any file, but withdraw – duplicate is one method of 
removing file out of the system. 
 
 
 
 
 
 
 
 
 

Figure 39. Confirm action form. 

 
 
 
 
The file will be withdrawn, so any cost to bill 
client must be entered here. Enter the date of 
withdraw and associated costs. 
 
Confirm with supervisor if no cost accompany 
the request to withdraw. 
 
 
 
 
 
 
 

Figure 40. Billing for client. 

 
 
 
The action is recorder, and the status of the file is 
changed. 
 
 
 
 

 
Figure 41. Action recorded. 
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9 Trace Defendant.  
 

 
 
 
 
 

Figure 42. Trace Defendant Menus. 

 
Contact details are vital, and not every one updates their details with all their creditors or people 
or companies they have contracts or accounts with. 
 
So it will be necessary to trace them from time to time. 
 
9.1 Internal Trace.  
 
If you have a in-house tracing agent or section, the they will be the first option to fid proper 
contact details. Mark the file as sent to internal tracing, for them to action. Once they have new 
detail, the file can come back to you for collection.  

 
 
You must appoint a tracer first. Select the internal trace as set up 
internal trace. 
 
 
 
 

Figure 43. Appoint tracer. 

 
9.2 Sent File To Tracer.  (Ctrl + T).  
 
 
Select the trace agent, and appoint an agent before beginning. If you have not selected an 
agent, the software will ask you first. 
 
 

 
 



© Copyright LegalSoft Software CC          Page 18 of 31                                            

Select the agent. If the agent is not on the list, it must 
be added by a supervisor. 
 
Go to the “File ADD New” – Tracer to complete. 
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9.3 Tracer Report Received. (Ctrl + U).  
 
The report is successful continue to add details and update. 
 

 
 

 Add the costs from the trace agent to the debtors file 
 

 The cost are added 
 

 Select the type of trace, there are some default 
costs 
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Click the add button to add the costs and continue. 
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10 On Hold.  
 

 
 
 
 
 
 
 
 

Figure 44. On Hold Menus. 

 
 
Your business rules will set the condition when a debtor is in a situation or point in collecting the 
debt, where a hold on proceedings is required, and the action taken on the file. 
 
 
10.1 Debtor to Revert.  
 
The debtor must send his paper work to “prove” his claim. The account is placed on hold for 
seven working days before it automatically continues. 
 
The action will be recorded in the actions taken window. 

 
Figure 45. Action recorded notification. 

 
 
 
Add notes to refresh your 
memory as to why the 
account is on hold pending 
correspondence. Scan all 
documents in to the file. 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 46. Notes window. 
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Figure 47. The actions are recorded. 

 
 
 
10.2 We To Revert.  
 
 
We  must send his paper work to “prove” our claim. The account is placed on hold for seven 
working days before it automatically continues. 
 
The action will be recorded in the actions taken window 
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The note must be completed for supervisors to know the next move and correct ststus 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 48. Action recorded in the Notes. 

 
10.3 Client To Revert.  
 
The Client must make a decision; the account is on hold till then. 
 
The action will be recorded in the actions taken window. 
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10.4 Debtor Deceased.  
 
Your business rules will set the condition when a debtor is proven deceased and the action 
taken on the file. 
 
The action will be recorded in the actions taken window. 
 
10.5 Debtor Under Administration.  
 
Your business rules will set the condition when a debtor is under administration and the action 
taken on the file. 
 
The action will be recorded in the actions taken window. 
 
 
10.6 Debtor Unemployed.  
 
Your business rules will set the condition when a debtor is unemployed and the action taken on 
the file. 
 
The action will be recorded in the actions taken window. 
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11 In dispute  
 

 
 
 
 
 
 
 

Figure 49. In Dispute Menus. 

 
 
In dispute, there will be payments made or refunds that will be in question, so the process of 
recalculating the accents will follow these steps. 
 
11.1 Debtor to Revert.  
 
The debtor must send his paper work to “prove” his claim. The account is placed on hold for 
seven working days before it automatically continues. 
 
The action will be recorded in the actions taken window. 
 
11.2 We To Revert.  
 
We must respond the new claim against payment. 
 
The action will be recorded in the actions taken window. 
 
11.3 Client To Revert.  
 
The Client must make a decision, the account is on hold till then. 
 
The action will be recorded in the actions taken window. 
 
11.4 Return to LOD 1-4 Cycle.  
 
If the account must return to action, we go back to the Letter of Demand cycle. 
 
The action will be recorded in the actions taken window. 
 
12 Close the Matter (F11)  
 
Your business rules will set the condition when enough is enough and the file is closed. The 
debt may be fully collected or extraneous circumstance will cause this file to be closed. 
 
The action will be recorded in the actions taken window. 
 
 
13 Re- Open The Matter. (F12).  
 
The business rules will determine that a new attempt at collecting the outstanding debt is viable. 
The file is reopened for collection. 
 
The action will be recorded in the actions taken window. 
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14 Send To.  
 

 
 
 
 

Figure 50. Sent To Menus. 

 
 
 
 
14.1 Legal  
 
 
You will have a set of company rules that dictate the amount of negotiation and PTP 
breakdowns will occur before the matter has to go the full legal route. 
 
This is the point where the file has been determined that it must be marked as “sent to legal” 
 
The action will be recorded in the actions taken window. 
 The availability of actions in the Actions window will also now change. 
 
 
 
 
 
 
 
14.2 Correspondent.  
 
To mark the file as sent to correspondent, this will follow as set of rules that your business 
works on, also the correspondent service must also be appointed. 
 
The action will be recorded in the actions taken window.
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