\
®

Legal

Debt Recovery Software

CONTENTS - CHAPTER 6



tl

This chapter covers the 6 h pull down menu set.

This chapter covers the 6™ pull down menu set.
1. New EAO’s Served (Emoluments Attachment Orders ) - (graph)
2. Income Distribution (Graph)
2.1 The Current Graph Option.
2.2 The Previous Graph Option.
3. Cost Breakdown (Graph)
3.1 The Current Graph Option.
3.2 The Previous Graph Option.
4. Court Fees Paid.
5. Cost Breakdown for Period
6. Management Reports
This section still under construction

This is the next section Error! Bookmark not defined.

7. Payments
7.1 Payments - Case
7.2 Payments Case Excel™
7.3 Period. — Payments received for this period.
7.4 Period. — Payments received per Operator for a period.
7.5 Period. — Total Per Call Centre Operator.
7.6 Period. — Total Per Call Centre Operator (Excel™).
7.7 Period. — Month Receipts.
7.8 Period. — Breakdown.
7.9 Period. — Broken Promise to Pay Report.
7.10 Period. — Promise to Pay Report.

7.11 Period. — Re — Allocated Payments from Suspense Account Totals.

7.12 Period. — Suspense Account Totals.
7.12.1 Period. — Suspense Account Totals — Detailed Option.
7.12.2 Period. — Suspense Account Totals — Totals Option.
7.13 Period. — CACS Commission Report
8. Court Dates for Lawyers
9. Documents to /from
9.1 The Documents To and From; Court Option
9.2 The Documents To and From; Sheriff Option
9.3 The Documents To and From; Tracer Option
10. Progress Report
11. Documents to be Posted
12.  List of
12.1 The List of Agents.
12.2 The List of Clients.
The List of Defendants.
12.4 The List of Employers.
12.5 The List of Lawyers.
12.6 The List of Sheriffs.
12.7 The List of Tracers.
13. Bank Details List
13.1 The List of Agents Bank Details
13.2 The List of Clients Bank Details.
13.3 The List of Tracers Bank Details.
13.4 The List of Sheriffs Bank Details.
13.5 The List of Lawyers Bank Details.



14.
14.1
14.2
14.3
14.4

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

Accounts for
The Accounts For Agents Details
The Accounts For Lawyers Details
The Accounts For Lawyers Details
The Accounts For Lawyers Details

Employer Requisition

Cut Off Dates

Future Actions List

Current Statement

File Notes

Actions Taken

Future Reminders

PTP Report (Promise to Pay)

Client Progress Report

New Matter Files

New Matter Files — Captured matters
New Matter Files — Captured matters ( Excel™)

24.3
25.
25.1

25.2 Withdrawn Matters (Excel). The Export to spreadsheet Option.

26.
26.1
26.1

27.
27.1
27.2
27.3

28.
28.1
28.2
28.3
28.4
29.1
29.2
29.3
29.4
29.5
29.6

29.

Matters on System — Confirmation Matters Captured.
Withdrawn Matters
Withdrawn Matters (Print). The Print Option.

Closed Matters
Closed matters — Print Option.
Closed matters — Export to Excel™ Option.
Matters on System
Matters on System — Incomplete Data for Period Option.
Matters on System — Debtor List Option.
Matters on System — New Matters Received Graph.
Transaction Logs
Transaction Logs — Edited Transactions - All Option.
Transaction Logs — Edited Transactions - This File Option.
Transaction Logs — Deleted Transactions - All Option.

Transaction Logs — Deleted Transactions - This File Option.

The View Document — Zoom Feature.

The View Document — Page Advance Feature.

The View Document — Document Output Type Feature.

The View Document — Print to File Document Feature

The View Document — E-Mail Document Feature.

The View Document — Print to printer Document Feature
List of Figures for the Chapter.

46
46
47
48
48
49
50
51
52
53
54
55
55
57
59
59
60
61
64
64
65
67
67
68
71
71
73
76
76
76
77
78
78
80
81
81
81
82
84
86

:l NAMES AND ADDRESSES OR ANY OTHER REFERENCE TO PERSO NS OR ENTITIES
LIVING OR DEAD IS PURELY COINCIDENTAL. NO TRUE OR R EAL DATA IS OR HAS BEEN

USED; THE DATA HAS BEEN CREATED TO REPRESENT WHAT R EAL DATA WOULD

LOOK AND FUNCTION THROUGH THE FUNCTIONS OF THIS PRO GRAM. GEOGRAPHICAL
AREAS AND REGIONAL NAMES ARE CORRECT, AS ARE THE CO DES AND GOVERNMENT

ENTITIES THEIR IN. SOME FICTITIOUS AREAS AND NAMES ARE USED FOR TRAINING

AND EXPLANATIONS FUNCTIONS OR PURPOSES.



Clicking the Reports button as shown below in the file menu opens the drop down menu.
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Figure 1. The File menu Bar.

Figure 3. EAO Graph.

The drop down menu looks
like this.
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The EAQO’s graph is a graphical representation of Emoluments Attachment Orders over time. The
graph demonstrates the number or orders in a given time frames. This is useful data to trend the
data.

Select the New EAQ’s Served option to open the EAQO’s Served Graph.

This feature is not
available yet.

=~ Click. The pull down
menu arrow to help select
the correct recipients
details.

=~ Click VIEW to view the
document.

= Click Exit to leave this
option without printing.

Figure 4. Emoluments Attachment Orders
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2. Income Distribution (Graph)

The Income Distribution graph is a graphical representation of income over time. The distribution
is the contribution each section has made to the company. The Current option is the income
happening now in the current time frame. The previous option is the income for the last time
period or income we have already achieved.

a. 2.1 The Current Graph Option.

Financials “Seh
Mew EAD's Served (Graph) i

Income Distribubion (Graphy *

Cosk Breakdown {Sraph) k Previous
Courk Fees Eaid '
Cosk Breakdown For Period

Figure 5. Income Distribution Graph Menu.

Select the New Income Distribution, Current option to open the Current Income Distribution
Graph.

This feature is not available yet.

= Click. The pull down menu arrow to
help select the correct recipients details.

=~ Click VIEW to view the document.

=~ Click Exit to leave this option without
printing.

Figure 6. Income Distribution Graph.



b. 2.2 The Previous Graph Option.

Reports Finanicials Setup
Mew E&D's Served (Graph)
Income: Distrbation (Graph)
Cost Breakdown (Graph)
Courk Fees Paid

Cost Breakdown For Period

stus Dake |25 9

Figure 7. Previous - Income Distribution Graph.

Select the New Income Distribution, Previous option to open the Previous Income Distribution
Graph.

This feature is not available yet.

= Click. The pull down menu arrow to
help select the correct recipients details.

=~ Click VIEW to view the document.

=~ Click Exit to leave this option without
printing.

Figure 8. Previous - Income Distribution graph Menu



3. Cost Breakdown (Graph)

The Cost Breakdown graph is a graphical representation of cost over time. The Current option is
the new costs happening now or due in this period. The previous option is the costs for the last
time period or costs we have already generated.

C. 3.1 The Current Graph Option.

Mew EAD's Served (Graph)
Income Distribution (Graph) »

Cosk Breakdmwn (Graph) k| Cureent

Courk: Fees Paid Previous

Ciost Breakdown For Period

Figure 9. Cost Breakdown Graph Menu.

Select the Cost Breakdown, Current option to open the Current Cost Breakdown Graph.

This feature is not available yet.

= Click. The pull down menu arrow to
help select the correct recipients details.

=~ Click VIEW to view the document.

=~ Click Exit to leave this option without
printing.

Figure 10. Cost Breakdown Graph.



3.2 The Previous Graph Option.

Incomne Distribution (Graph) ¥ |

osk Breakdown (Graph) & Current
Court Fees Paid Previons

Figure 11. Previous - Cost Breakdown Graph Menu.

Select the Cost Breakdown, Previous option to open the Previous Cost Breakdown Graph

This feature is not available yet.

= Click. The pull down menu arrow to
help select the correct recipients details.

=~ Click VIEW to view the document.

=~ Click Exit to leave this option without
printing.

Figure 12. Previous - Cost Breakdown Graph.



4. Court Fees Paid.

court fees paid per file number in

Financials Set

Feports
Mew EAC's Served (Graph)

Income Distribution (Graph)  »
Cost Breakdown (Graph)

]

‘Courk Fees Paid _
Cosk Breakdown For Period

Figure 13. Court Fees Paid Menu. Court Fees Paid selection

generates a report of all
each area, for a defined period.

You choose the start and end date for this report.

=~ Click to select the Court Fees

E Court Fees Paid for Period [

Stark Date |10 Ockober 2007 =)

EndDate |10 October 2007 =)

_. ....... R Epnrt ....... ._ Exit |

Figure 14. Court Fees Paid Form.

dates will possibly produce a long report, be certain of the Dates

report. Monthly or 3 monthly.

Paid Option, from the drop down menu; Reports.

This date request form will open.

=~ Click the down arrow button, to open a calendar window. SEE
COURT FEES PAID CALENDAR Figure 15. Court Fees Paid -
Calendar..

There is a start and end date required for this report. In this
example the report will only print 10 October 2007 data.

Tip-: A large span in
required for the

Use the arrows on top of the date window to move the month forwards or backwards.

-

Skart [ate |1EI October 2007

]
==

=~ Click the left arrow to go back in months.

=~ Click the Right arrow to go back in months

endpate [| | october2007 ]| <= Giick the Day in the required month
W1z 3 4 5 6| Wl
— 7 & 9 @Du 12 13 N Please Note :- Today’s date is circled in red. Your
14 15 16 17 18 19 20\ gelection will be a grey patch over your selected number.
2127 23 24 25 26 27 iy
28 29 30 31 -
i 5 F 08 0 0 @J 11
= aToday: 2007/10/10 16 17 18

Figure 15. Court Fees Paid - Calendar.
=~ Click Report

Exit

=~ Click.

button to produce the report.

The base of the calendar will
display today’s date.

[ Today: 2007/10/10

button to leave this option.



5. Cost Breakdown for Period

Financials Se

Mew EAC's Served (Graph)
Income Distribution {Graph)  #
Zost Breakdown {Graph) k
Court Fees Paid

Cost Breakdown For Period

Cost Breakdown Menu

Cost Breakdown for Period selection generates a report detailing the court fees paid in a selected
period. You choose the start and end date for this report.

Click to select the Court Fees Paid Option, from the drop down menu; Reports.

E Court Fees Paid for Period |

Start Date |10 October 2007 =)
EndDate |10 October zoo7 =)

CFRet | Ea |

Court Fees

Paid 1

This date request form will open.
Click the down arrow button, to open a calendar window. SEE
COURT FEES PAID 2 FIGURE.

There is a start and end date required for this report. In this
example the report will only print 10 October 2007 data.

Tip-: A large span in dates will possibly produce a long report, be certain of the Dates required for
the report. Monthly or 3 monthly.

Use the arrows on top of the date window to move the month forwards or backwards.

Start Date |10 October zo07 =) |
ErdDate || +|  October 2007

i

I & 8. % 3

7 = 9 gy 1112

14 15 1& 17 18 19

21 22 23 24 25 Z8
28 29 30 31 :

= aToday: 2007/10/10

5]
13
20
27

Court Fees Paid 2

=~ Click
=~ Click.

=~ Click the left arrow to go back in months. Iz

= Click the Right arrow to go back in months._* |

=~ Click the Day in the required month

Please Note :- Today’s date is circled in red. Your selection
will be a grey patch over your selected number.

G W

9 g 11

e 17 13

The base of the calendar will display today’s date.

| & Today: z007/10/10 |

Report

Exit

to select the Report Button to produce the report.

to leave this option without printing.



6. Management Reports

e. 6.1 This section still under construction

f.



g.

7. Payments

Figure 16. Payments Menus

The Case Payment selection generates a report, for the payments received for the open or current
file. The list is a report generated from income received from the defendant or defendants
attached to the open case or current file.

Click to select the Payment Option, from the drop down menu; Reports. Then select Case.

7.1 Payments - Case

Figure 17. List of Payments Received Report.

=~ Click Save to file to save report to file.

=~ Click E-Mail to send this report via email to selected recipients.
=~ Click Print to print report to printer.

=~ Click Exit to exit the report screen, without printing or sending.

lr:"f

S Please note: How to use the features of this report is found in chapter 29. =~ Click the
chapter number to advance to that section for further explanations on how the export to file or e-
mail and any other control works.



h.

7.2 Payments Case Excel™

The Excel Case Payment selection generates a report, for the payments received for the open or
current file. This report is exactly the same as above selection, except this option exports the

report to an Excel™ spread sheet.

Click to select the Payment Option, from the drop down menu; Reports. Then select Case Excel.

The SAVE AS window is opened. This will create a file on the hard drive for later use.

K

Select where the file must be saved. Do
this in a place where you can find the file
again, when you leave this window.

Enter a relevant file name here

v

Figure 18. The Save As Window.
=~ Click

~~ Click

The document will look like this when
opened.

: The document can be emailed or
faxed, but is not secure as all details
can be readily changed.

The user can apply maths and
statistical functions, which are
available in the spreadsheet for
trending or other purposes.

to save the document.

You can save the file in a specific
location on your hard drive. The format
will be an MS Excel™.

“~ Click. = The drop down menu
arrow to select from the pre-defined
list.

Use the save in drop down menu to
save the file in the correct location.

Give the file a name. Use the client or
file number to keep the file name easy
to use and understand.

to leave this option without saving the file.

Case Payments in Excel



7.3 Period. — Payments received for this period

The Period selection generates a report, for a defined period. You choose the start and end date
for this report.

Click to select the Period Option, from the drop down menu; Reports.

There are two output forms. The first is a view / print feature, the second is exporting to a
spreadsheet format on your hard drive.

The view print method is done first.

This date request form will open.
Click the down arrow button, to open a calendar

window. SEE PAYMENT RECEIVED FOR PERIOD CALENDAR
2 FIGURE.

There is a start and end date required for this report. In
this example the report will only print 10 October 2007
data.

Tip-: A large span in dates will possibly produce a long
report, be certain of the Dates required for the report.
Monthly or 3 monthly.

Payments Received fo r Period 1

Use the arrows on top of the date window to move the month forwards or backwards.

=~ Click the left arrow to go back in months. 2

< Click the Right arrow to go back in monthg._* |

=~ Click the Day in the required month

Please Note :- Today’s date is circled in red. Your
selection will be a grey patch over your selected
number.

The base of the calendar
will display today’s date. |

Payments Received for Period Calendar 2




Select the down arrow to select the client from
the pre-defined list.

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

Payments Received for Period 3

: There are 3 choices of payments for the report.

1) Payments made at the clients Office or into the
client bank. (Usually the defendant’s account).
Palments Received for Period 4 2) Payments at Brooks & Luyt Inc, the Trust Account.
3) Both. The report collects both data sets and

Progress Bar compiles the report.

The progress bar will give you an indication of how far the program is in generation the report.

=~ Click to select the ™ to export report to an Excel file.
=~ Click to select the to produce the report.
=~ Click. to leave this option without printing.

The report generated will look like this. You have the ability to view the report on screen and move
through the pages. This report can be E-mailed, printed or saved to file.



List of Payment for Period Report

“~ Click Save to file to save report to file.

=~ Click E-Mail to send this report via email to selected recipients.

=~ Click Print to print report to printer.

=~ Click Exit to exit the report screen, without printing or sending.

r]k
S Please note: How to use the features of this report is found in chapter 29. Click the chapter
number to advance to that section for further explanations on how the export to file or e-mail and

any other control works.

The second output method is export to file.

This report is exactly the same as above selection, except this option exports the report to an

Excel™ spread sheet.

=~ Click to select the button to export report to an Excel file.

K

Select where the file must be saved. Do
this in a place where you can find the file
again, when you leave this window.

Enter a relevant file name here

v

Save As

=~ Click button to save the document.

The SAVE AS window is
opened. This will create a file
on the hard drive for later use.
You can save the file in a
specific location on your hard
drive. The format will be an MS
Excel™,

Use the save in drop down
menu to save the file in the
correct location.

Give the file a name. Use the
client or file number to keep the
file name easy to use and
understand.

=~ Click button to leave this option without saving the file.



The document will look like this when opened.

11

S The document can be emailed or
faxed, but is not secure as all details
can be readily changed.

The user can apply maths and
statistical functions, which are
available in Excel for trending or other
purposes.

Pavments for Period Snreadsheet

7.4 Period. — Payments received per Operator fo  r a period.

The Payments Received selection generates a report, for a defined period. You choose the start
and end date for this report.

Click to select the Payments Received Option, from the drop down menu; Reports.

This date request form will open.

Click the down arrow button, to open a calendar window.
SEE PAYMENT RECEIVED PER OPERATOR CALENDAR 2 FIGURE.

There is a start and end date required for this report. In this
example the report will only print 15 October 2007 data.

Payments Received per Operator 1

: Tip-: A large span in dates will possibly produce a long report, be certain of the Dates
required for the report. Monthly or 3 monthly.

=~ Click. = The drop down menu arrow to select from
the pre-defined list.

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

Use the arrows on top of the date window to move the

month forwards or backwards.
Payments Received per Operator 2



I

=~ Click the left arrow to go back in
months.

=~ Click the Right arrow to go back in months.

=~ Click the Day in the required month

Please Note :- Today’s date is circled in red.
Your selection will be a grey patch over your
selected number. |

The base of the calendar will display today’s date.

Payments Received per Operator 3

=~ Click button to produce the report.

=~ Click. button to leave this option without printing.

Payments Received per Operator Report

“~ Click Save to file to save report to file.

=~ Click E-Mail to send this report via email to selected recipients.
=~ Click Print to print report to printer.

=~ Click Exit to exit the report screen, without printing or sending.

r]k

S Please note: How to use the features of this report is found in chapter 29. Click the chapter
number to advance to that section for further explanations on how the export to file or e-mail and
any other control works.

k. 7.5 Period. — Total Per Call Centre Operator.

The Total per Call Center Operator selection generates a report, for a defined period. You choose
the start and end date for this report.

Click to select the Total per Call Center Operator Option, from the drop down menu; Reports.

This date request form will open.




“~ Click. = The drop down menu arrow to open a calendar window. SEE PAYMENT PER REPORT
MONTH 2 FIGURE.

There is a start and end date required for this report. In this
example the report will only print 15 October 2007 data.

Select the month and year as required. SEE PAYMENT PER
REPORT MONTH 3 and 4 FIGURES.

\

Includes Payments at Client Option
indicates Option is selected.

Pavments Per Renort Month 1

The option of Includes Payments at Client, will include payments made in the Bank or the
defendant’s bank account.

If you only require payments made to our account, then do not select Includes Payments at Client
Option.

=~ Click. = The drop down menu arrow to select from

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

Payments Per Report Month 2

®Tip-: A large span in dates will possibly produce a
long report, be certain of the Dates required for the
report. Monthly or 3 monthly.

=~ Click button to produce the report.

=~ Click. button to leave this option without printing.

Payments Per Report Month Report = CIle Save tO flle to save

report to file.
=~ Click E-Malil to send this report via email to selected recipients.
=~ Click Print to print report to printer.
=~ Click Exit to exit the report screen, without printing or sending.

lr:"f

N Please note: How to use the features of this report is found in chapter 29. Click the chapter
number to advance to that section for further explanations on how the export to file or e-mail and
any other control works.

7.6 _Period. — Total Per Call Cenire Operator (E__xcel™).




This option is the same as the previous option, except that this option creates an export file to
Excel™.

The Total per Call Center Operator selection generates a report, for a defined period. You choose
the start and end date for this report.

Click to select the Total per Call Center Operator Option, from the drop down menu; Reports.

This date request form will open.

=~ Click. = The drop down menu arrow to open a

calendar window. SEE PAYMENT PER REPORT MONTH 2
FIGURE.

There is a start and end date required for this report. In this
example the report will only print 15 October 2007 data.

Select the month and year as required. SEE PAYMENT PER
REPORT MONTH 3 and 4 FIGURES.

This option of Includes Payments at Client, will include payments made in the Bank or the
defendant’s bank account.

If you only require payments made to our account, then do not select Includes Payments at Client
Option.

=~ Click. = The drop down menu arrow to select from the
pre-defined list. Highlight the one, which is correct. To

select it “~~ Click with the left mouse button.

Payments Per Report Month 1 The next step is to select the

correct year.

Payments Per Re port Month 2 @
Tip-: A Large span in

dates will possibly produce a long report, be certain of the
Dates required for the report. Monthly or 3 monthly.

=~ Click to Export Button to produce the report.
=~ Click .button to leave this option without printing.

The SAVE AS window is opened. This will create a file on the hard
Payments Per Report Month 3 drive for later use.
You can save the file in a specific location on your hard drive. The
format will be an MS Excel™.



m.

.

Select where the file must be saved. Do
this in a place where you can find the file
again, when you leave this window.

Enter a relevant file name here

v

Save As

Click SAVE to save the document.

Click Cancel to leave this option without saving the file.

The document will look like this when opened.

Use the save in drop down
menu to save the file in the
correct location.

®Give the file a name. Use
the client or file number to keep
the file name easy to use and
understand.

1
*jThe document can be emailed or faxed, but is not secure as all details can be readily changed.

The user can apply maths and
statistical functions, which are
available in Excel for trending
or other purposes.

7.7 Period. — Month Receipts.

The Month Receipts selection generates a report, for a defined period. You choose the start and

end date for this report.

Total per Call Center Operator Spreadsheet



Click to select the Month Receipts Option, from the drop down menu; Reports.

This date request form will open.

=~ Click. = The drop down menu arrow to open a
calendar window. SEE REPORT MONTH 2 FIGURE.

There is a start and end date required for this report. In this
example the report will only print 15 October 2007 data.

Select the month and year as required. SEE PAYMENT PER
REPORT MONTH 3 and 4 FIGURES.

This option of Includes Payments at Client, will include payments made in the Bank or the
defendant’s bank account.

If you only require payments made to our account, then do not select Includes Payments at Client
Option.

Report Month Receipts 1 — - =
P P <~ Click. = The
drop down menu

arrow to select from the pre-defined list. Highlight the one,
which is correct. To select it =~ Click with the left mouse
button.

The next step is to select the correct year.

®Tip-: A large span in dates will possibly produce a long
report, be certain of the Dates required for the report.
Monthly or 3 monthly.

Report Month Receipts 2

=~ Click . button to produce the report.

Report Month Receipts 3 =~ Click. button to leave this option without printing.

=~ Click. Save to file to save report to file.



=~ Click. E-Mail to send this report via email to selected recipients.
=~ Click. Print to print report to printer.
=~ Click. Exit to exit the report screen, without printing or sending.

T]I?
N Please note: How to use the features of this report is found in chapter 29. Click the chapter

number to advance to that section for further explanations on how the export to file or e-mail and
any other control works.

7.8 Period. — Breakdown.

The Breakdown selection generates a report, for a defined period. You choose the start and end

date for this report.

Click to select the Breakdown Option, from the drop down menu; Reports.

This date request form will open.

=~ Click. = the drop down menu arrow to open a
calendar window. SEE BREAKDOWN 2 FIGURE.

There is a start and end date required for this report. In this
example the report will only print 15 October 2007 data.

Select the month and year as required. SEE PAYMENT PER
REPORT MONTH 3 and 4 FIGURES.

This option of Includes Payments at Client, will include payments made in the Bank or the
defendant’s bank account.
If you only require payments made to our account, then do not select Includes Payments at Client

Option.

=~ Click.

— The drop down menu arrow to select from the

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

®Tip-: A large span in dates will possibly produce a long
report, be certain of the Dates required for the report.
Monthly or 3 monthly.

=~ Click

=~ Click.

Breakdown 2

button to produce the report.

Button to leave this option without printing.



=~ Click. Save to file to save report to file.

=~ Click. E-Mall to send this report via email to selected recipients.
=~ Click. Print to print report to printer.

=~ Click. Exit to exit the report screen, without printing or sending.

1l

N Please note: How to use the features of this report is found in chapter 29. Click the chapter
number to advance to that section for further explanations on how the export to file or e-mail and
any other control works.

0. 7.9 Period. — Broken Promise to Pay Report.

The Broken Promise to Pay generates a report, for a defined period. You choose the start and end
date for this report.

Click to select the Broken Promise to Pay Option, from the drop down menu; Reports.

This date request form will open.




=~ Click. Save to file to save report to file.

=~ Click. E-Mall to send this report via email to selected recipients.
=~ Click. Print to print report to printer.

=~ Click. Exit to exit the report screen, without printing or sending.

lr:"f

N Please note: How to use the features of this report is found in chapter 29. Click the chapter
number to advance to that section for further explanations on how the export to file or e-mail and
any other control works.




p. 7.10 Period. — Promise to Pay Report.

The Promise to Pay generates a report, for a defined period. You choose the start and end date for

this report.

Click to select the Promise to Pay Option, from the drop down menu; Reports.

This date request form will open.
Click the down arrow button, to open a calendar window. SEE BREAKDOWN 2 FIGURE.

There is a start and end date required for this report.
In this example the report will only print 15 October
2007 data.

Select the month and year as required. SEE PTP 2
FIGURES.
Includes Payments at Client Option

indicates Option is selected.

®Tip-: A large span in dates will possibly produce a
long report, be certain of the Dates required for the
report. Monthly or 3 monthly.

Click to select the Report Button to produce the report.

Click

to leave this option.




=~ Click Save to file to save report to file.

=~ Click E-Mail to send this report via email to selected recipients.
=~ Click Print to print report to printer.

=~ Click Exit to exit the report screen, without printing or sending.

Please note: How to use the features of this report is found in chapter 29. Click the chapter number

to advance to that section for further explanations on how the export to file or e-mail and any other
control works.

g. 7.11 Period. — Re — Allocated Payments from Sus __pense Account Totals.

The Re — Allocated Payments from Suspense Account Option generates a report, for a defined
period. You choose the start and end date for this report.

Click to select the Re — Allocated Payments from Suspense Account Option, from the drop down
menu; Reports.

This date request form will open.

Click the down arrow button, to open a calendar window.
SEE BREAKDOWN 2 FIGURE.

There is a start and end date required for this report. In this
example the report will only print 15 October 2007 data.
Select the month and year as required. SEE PTP 2 FIGURES.

®Tip-: A large span in dates will possibly produce a long

Re Allocation from Suspense Account 1 report, be certain of the Dates required for the report.
Monthly or 3 monthly.



“~ Click. = The drop down menu arrow to select from the
pre-defined list. Highlight the one, which is correct. To select

it ==~ Click with the left mouse button.

The next step is to choose a Report Year.

Re Allocation from Suspense Account 2

Re Allocation from Suspense Account 3

=~ Click to produce the report.

=~ Click. to leave this option without printing.

Re Allocation from Suspense Account Report

=~ Click Save to file to save report to file.

=~ Click E-Mail to send this report via email to selected recipients.
=~ Click Print to print report to printer.

=~ Click Exit to exit the report screen, without printing or sending.

T]I?

N/ Please note: How to use the features of this report is found in chapter 29. Click the chapter
number to advance to that section for further explanations on how the export to file or e-mail and
any other control works.




r. 7.12 Period. — Suspense Account Totals.

Suspense Account Totals Menu

The Suspense Account Totals Option generates a report, for a defined period. You choose the start
and end date for this report.

Click to select the Suspense Account Totals Option, from the drop down menu; Reports. There are
further Choices.

s. 7.12.1 Period. — Suspense Account Totals — Deta iled Option.

This date request form will open.

Click the down arrow button, to open a calendar window.
SEE BREAKDOWN 2 FIGURE.

There is a start and end date required for this report. In this
example the report will only print 15 October 2007 data.
Select the month and year as required. SEE PTP 2 FIGURES.

Re Allocation from Suspense Account 3 Tip-: A large span in dates will possibly produce a long
report, be certain of the Dates required for the report.
Monthly or 3 monthly.

Select the Correct Month for report by Clicking the Drop
down menu arrow. Highlight the correct month and then
Click to select.

The next step is to choose a Report Year.

Re Allocation from Suspense Account 3

Select the Correct Year for report by Clicking the Drop down
menu arrow. Highlight the correct Year and then Click to
select.

Re Allocation from Suspense Account 3

Click to select the Report Button to produce the report.
Click Exit Button to leave this option.



Click Save to file to save report to file.

Click E-Mail to send this report via emalil to selected recipients.
Click Print to print report to printer.

Click Exit to exit the report screen, without printing or sending.

Please note: How to use the features of this report is found in chapter 29. Click the chapter number

to advance to that section for further explanations on how the export to file or e-mail and any other
control works.

7.12.2 Period. — Suspense Account Totals — Tota Is Option.

This date request form will open.

Click the down arrow button, to open a calendar window.
SEE BREAKDOWN 2 FIGURE.

There is a start and end date required for this report. In this
example the report will only print 15 October 2007 data.
Select the month and year as required. SEE PTP 2 FIGURES.

Re Allocation from Suspense Account 3 Tip-: A large span in dates will possibly produce a long
report, be certain of the Dates required for the report. Monthly or 3 monthly.

Select the Correct Month for report by Clicking the Drop
down menu arrow. Highlight the correct month and then
Click to select.

The next step is to choose a Report Year.

Re Allocation from Suspense Account 3

Select the Correct Year for report by Clicking the Drop down
menu arrow. Highlight the correct Year and then Click to
select.

Re Allocation from Suspense Account 3

Click to select the Report Button to produce the report.
Click Exit Button to leave this option.

Click Save to file to save report to file.
Click E-Malil to send this report via email to selected recipients.
Click Print to print report to printer.



Click Exit to exit the report screen, without printing or sending.
Please note: How to use the features of this report is found in chapter 29. Click the chapter number

to advance to that section for further explanations on how the export to file or e-mail and any other
control works.

u. 7.13 Period. — CACS Commission Report

The CACS Commission Report selection generates a report, for a defined period. You choose the
start and end date for this report.

Click to select the CACS Commission Report Operator Option, from the drop down menu; Reports.

This date request form will open.

Click the down arrow button, to open a calendar window. SEE
PAYMENT PER REPORT MONTH 2 FIGURE.

There is a start and end date required for this report. In this
example the report will only print 15 October 2007 data.

Select the month and year as required. SEE CACS COMMISSION
REPORT 2 FIGURE.

CACS Commission Report 0

CACS Commission Report 0
Select the Correct Month for report by Clicking the Drop
down menu arrow. Highlight the correct month and then Click to select.
The next step is to select the correct year.

Tip-: A large span in dates will possibly produce a long report, be certain of the Dates required for

the ) — report. Monthly or 3 monthly.
This number indicates the number of

records for the selected period.

I

Click to select the Export Button to produce the report.

CACS Commission Report 3



Click Exit Button to leave this option.

Note:- When the ME EXCEL Button is selected, there is a number of reports in the Date Window.
This will count up until all record for that period is checked.

When Complete the SAVE AS Window will be the next step. See SAVE AS Figure.

The SAVE AS window is opened. This will create a file on the hard drive for later use.
You can save the file in a specific location on your hard drive. The format will be an MS Excel™.

Use the save in drop down menu to
save the file in the correct location.

Select where the file must be saved. Do
this in a place where you can find the file
again, when you leave this window.

Give the file a name. Use the client
or file number to keep the file name
Enter a relevant file name here easy to use and understand.

v

Save As

Click SAVE to save the document.
Click Cancel to leave this option without saving the file.

The document will look like this when opened.
The document can be emailed or faxed, but is not secure as all details can be readily changed.

The user can apply maths and statistical functions, which are available in Excel for trending or other
purposes.



CACS Commission Report Spreadsheet

8. Court Dates for Lawyers

Court Dates for Lawyers
Menu

The Court Dates for Lawyers selection generates a report, for all dates captured in the application
for judgments or request judgments screen.

Click to Court Dates for Lawyers Option, from the drop down menu; Reports.



Court Dates for Lawyers Report

Click Save to file to save report to file.

Click E-Mail to send this report via emalil to selected recipients.
Click Print to print report to printer.

Click Exit to exit the report screen, without printing or sending.

Please note: How to use the features of this report is found in chapter 29. Click the chapter number

to advance to that section for further explanations on how the export to file or e-mail and any other
control works.

9. Documents to / from

Documents To / From Menu

The File Notes selection generates a report, for all notes captured on the open or current file.

Click to Documents To and From Option, from the drop down menu; Reports. A further selection is
available.



V. 9.1 The Documents To and From; Court Option

The Documents To and From the Court offices will be listed here.

Please Take note the report may be very long, only print the report if required. Rather print selected
pages from the report.

See Chapter 29 The View Document Print feature for more assistance.

Documents To / From Court Report

Click Save to file to save report to file.

Click E-Mail to send this report via emalil to selected recipients.
Click Print to print report to printer.

Click Exit to exit the report s