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This chapter covers the 3 ™ pull down menu set.

Clicking the Actions button as shown below in the file menu opens the drop down menu.

f‘} Eil= Add Costs € Actions 3 Document Tracking Skationery Reports Einancials Setup Database Help
[l -[0lalR a8l [ o - 5 2/eEleldZalu] o

Figure 1. Actions Option from File Menu

The drop down menu looks like this.

Final Demand
Intention ko Issue Summons

Acknowledgement of Debt FS

Promise o Pay (PTR) F& Print Consent ko Judgerment Fa

Acceptance of Payment Offer [Section 57] F7 Consent to Judgernent ko Agent Debtor to revert
Consent ko Judgement [Section 58] ——  Consent to Judgement From Agent We to revert
withdraw the Matter Client to Revert

Internal Trace

Wyithdraw - Duplicate Matters send File o Tracer ChIHT Dehtor Deceased

Trace Defendank b——  Tracer Report Received Crrl+L Debtar Under Administration
Debtor Unemployed

On Hald » '

In dispute F Debtor to revert

Close the Matter F11 W'e to revert

Re-Cpen the Matter Fiz Client bo Resvert

Send bo ——  Legal Return to LoD 1-4 Cycle

Zorrespondent

Figure 2. Actions Menu.



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.

Figure 3. The Correspondence Form.

4" Method of Correspondence

Method of Correspondence

Per Fax

Per Hand

Per Standard Mail J
Per Regiskered Mail

Figure 4. Selection of process.

= Report Viewer @

& [l -

4 1 oft b b Expart to Flle Email

Prink.

Exit

J

ATTORNEYS = NOTARES * CONVEYANCERS

To: M. . TSHAB Date: 09 Mawember 2007

PER REGISTERED MAIL

DEMAND FOR PAYMENT

In terms of Section 56,58 of the Magistrate's Court Act 32 of 1944

e confirm that this account was handed over tows for collection by Medir

Kindly note that payment of the amount reflected below is hereby request within seven (7) days from the date
hereof,

Should you wish to settle this account in instaliments, a reasonable minimurm installment armount can be offered,
wig will consider such an offer if reasonable and refer it to ok client for approval,

R 834.34

The amount of RB34.34 was due and payable for services rendered and account not paid, at your insistence and
request, on 18 Movermber 2005,

Should you fail to pay the above-mentioned amaunt within seven (7) days from date thereof:

1. Summons will be issued against you and served upon you by the Messenger of the Court.

2. Judgrment could be entered against you with an order in terms of Section 654(1) for payment.

3. You will be held liable far payment of all costs on an attorney and own client scale, and/or per Act 114
of 1998,

4, Execution may also be levied against your property, and/or emoluments.

5. Interest at a rateof 15.5% per annum will be charged on all outstanding amounts,

PAYMENTS MUST BE MADE TO®
Ace. Mame: Duve

Bank: Standard

ACC. Mo 072

~

Figure 5. Example of Letter of Demand.

“~ 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.

Highlight the one, which is correct. To select it
-] =~ Click with the left mouse button.

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.



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.

Figure 6. The Correspondence Form.

4" Method of Correspondence

Method of Correspondence

Per Fax

Per Hand

Per Standard Mail
Per Regiskered Mail

Figure 7. Selection of process.

“~ 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.

Highlight the one, which is correct. To select it
=~ Click with the left mouse button.

& iz < T ot

M.I . TSHAB

RE: INTENTION TO ISSUE SUMMONS

o us for collection by Medic

and

PAYMENTS M
Acc. Name: DU
Bank: Standart
Acc. No: 0722
Branch: Helde:
Branch Code: |
Acc. Type: Trus

REEEREMCE M IMAER- 1RO

Date: 09 November 2007

In terms of Section 56/58 of the Magistrate's Court Act 32 of 1944, we confirm that this account was handed over

After numerous attermpts to contact you and procure a payment commitment from you, we have no alternative
other than to proceed with the issuing of a summons against you inithe Magistrate's Court.

It is'our instruction that an amount of R822.34 is outstanding for services rendered and account not paid and
further costs of which payment wag due on or about 18 November 2005,

FATLURE TO COMPLY WITH THIS NOTICE MAY RESULT TN:

Judgment being granted against you, which will have a negative effect on your credit rating resulting in
applications for credit being refused, the withdrawal / revision of existing credit facilities which you may have with
any of the many clothing or furniture stores, banks, bond originators or other credit facilities.

Application can and will be made against you for 3 garnishee order for the attachment of your emolurments or a
property attachment order against your personal property.

It is thus in your Interest to contact our office as soon as possible

Export ta File Email Print Exit I
A
ATTORNEYS * NOTARIES * CONVEYANGERS
Qur Refence ho: MED250/10395/06
PER REGISTERED MAIL
v

Figure 8. Intension to Issue Summons.



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.

¥4 Appoint a Court _ T [zj

Courk

L]
.- ~ 1 First Appoint & Court
Athlone - - \{) i

Bellvile - Bellville
Bellville - QD00
Bethys Bay - Caledon
Blackheath - Kuils River

Figure 9. Error Dialogue Box.
Zaledon - Caledon
Cape Town - Belhar w

Appaint: | Highlight the one, which is correct. To select it
=~ Click with the left mouse button.

Appoink Exit

Figure 10. Appoint a Court Selection Box.

This option is for a back office printing.

\'_i

‘?/ Do ol wank the back office ko manage the printing?

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

Figure 11. Print options

& [z - ( 1ot b Exporttofile | Emai

ATT NoTariEs * Cc

ACKNOWLEDGEMENT OF DEBT

e eeren Example of AOD with file amounts

Identity NUMBBT | v 1o .

(cnsorron) automatically entered.

ofCnrTokai Rd &, Keyser
Account/ Reference Number: MED250103

The DEBTOR acknnw\edgeshemu truly and lawfully mdehtedm the CRED\TOR mme sumaf
R150.88 (hereafier refer s " THE CAPITAL" being in and
accnumnnmam atthe DEBTOR’S special insistence and renum

The CAPITAL BUM shall bear interest of 15.5% per annum compounded monthly and calculated on
the reducing balance fromtime to time.

e interest accrued fromtime 1o time, in
> uglnvwmcn \Snavame e

The DEBTOR shall pay the CAPITAL SUN in.
menis o T

day of

T e g
cerued shall have been repaid

ThE amnum nwmg orary ha\ancs msrsnv ahaH \mmzmalslv becorme dus and recovsrabls without
a o the ontai bithstan

T ot e DEATOR Tl or nemscnn pav anv amnumuus and pavams hergunder promptty on
the

vespe:we dates and /m
'y or being provisionally or finally liguidated, o

T nthaevanofs Judumememevad it he BEBTOR any coutt

All payments made in terms of this Agreement shall be made free of deduction atthe CREDITORS

Domicilium Gitandi et Excutandi as mentioned herein,

Figure 12. Example of AOD.

It is important to answer this question. Did the document print correctly?



This is the program asking can | add this to the done list???

<P . . _ . . .
" Did the document print correcthy? | Al gctions are recorded in the actions list.

Figure 13. Print confirmation Box.

Actions Taken
The Actions Taken window will record all actions e T ey et Firen
. o isted for Def Mo,

taken. If requested to answer a question about e
prlnt COerCt'y, then the action is recorded and 09 Mow 2007 Inkention to Issue Summons sent oul
billed when required. 09 Mow 2007 Final Demand sent ouk

28 fug 2006 SMS Mo,4 added to send lisk

28 fug 2006 Letker Demand Mo, 4 sent ouk b

£ | *

Figure 14. The Actions List from the desktop window.



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.

s Promise to Pay Agreement

PTP Details
File Mumber | MED250/10335/06 Card Hid. Name |
First Payment Due |09 Moverber 2007 v | Card Number |
Pavrment Freguency | ﬂ Exp. Date |N|:|~.reml:|er 07 4
Pavment Method |Neverr~]ever ﬂ CiCY Bumber 3 Digits on back of card.
Cash ~
fut ked P kiR Card T
izl EE 5] Zash Deposit b ard T¥pe | ﬂ
Cheque
Payment Schedule Cheque Deposit
Credit Card
0% hlerw 2007 Debit Order Account Mame |-
Electronic Transfer —
' b Bank Name |- ~| &7

Branch Mame |-

Account Mumber |-

Branch Code |-

Account Type |- j ‘

| Process | Exit |

Figure 15.PTP Form.

Authorization

The authorised person will accept the PTP based on your own

name (SRR | | business rules.
Password

Figure 16. Authorisation Request.

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

Printout the pavment schedule?

Figure 17. Program question.



payment schedule.

Figure 18. The Promise to Pay agreement.

There is a preformatted agreement with a

2% Report Viewer

| & [100 ;I“ 4 4 1 ofi bob Export ta File Emal |
ATTORNEYS = NOTARIES « CONVEYANCERS
PAYMENT SCHEDULE
Pmt. Ho. Date Amount {R}
TANES 16082
4908
Total of payments (R} : 150.88
Signed onthis _ dayof 2007
Mr M. Tshab
Figure 19. The agreement sign section.
© Copyright LegalSoft Software CC Page 9 of 31




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

Figure 21. Instalment offer form.

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 22. Instalment offer form Print Documents

Figure 23. Select Correspondence Method

Print forms with Blank data. No.

Do not print with blank data, unless requested to
do so.

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

Figure 24. Acceptance of offer
agreement




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.



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.



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 3" 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.



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.



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.



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.



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



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.



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



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.



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.



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 Returnto 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 Legqal

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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