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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.
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CONTENTS - CHAPTER 8 
 
 
 
 

This chapter covers the 8 th pull down menu set.  
 
 
 
Clicking the Set-up  button as shown below in the file menu opens the drop down menu. 
 
 

 
Figure 1. Set up Option from File Menu 
 
 
 
 
 
 
 
 
 
 
 
 

The drop down menu looks like this. 
 
 
 

 
Figure 2. The Set Up Menus 

 
 
 

 
 
 
 



© Copyright LegalSoft Software CC          Page 4 of 32   

1. New Default Cost Items.  
 

 
Figure 3. New Default Cost Menu. 

 
 
The default costs are the values the program uses to calculate and charge for services. 
The values are used to add when a service or charge is billed or an action is completed and an 
automatic charge is required. 
 
 1.1   Debt Collectors Costs.  
 
The debt Collectors Costs Option sets the base level data for the program to access the cost of 
services from debt collectors. 
 
Click to select the Debt Collector Costs Option, from the drop down menu; Set-up. 

  
Enter the details as requested, a description of 
the service. Then add a value. Use only 
numbers and a period or full stop for the cents 
separator. 
 
E.g. 1.00 or 9.99   
 

No commas , or ; or blank space.  
 

 E.g. 1,00 or 1;00 or  1 00   
 

Click                     to add service. 
 

Click.                   to leave this option without 
printing. 
 
 
 

Figure 4. Add Default Costs Form. 
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 Figure 5. Add New Detail to Default Form. 

 
The service is added to the database, ready for use.  
 

If you entered a service and made an error, go 
to the Edit Default Costs Option. 
 
 
 
 
 

Figure 6. The service is added. 

 
1.2   Attorney Costs.  

 
The Attorney Costs Option sets the base level data for the program to access the cost of services 
from attorneys. 
 
Click to select the Attorney Costs Option, from the drop down menu; Set-up. 
 

  
Enter the details as requested, a description of the 
service. Then add a value. Use only numbers and 
a period or full stop for the cents separator. 
 
E.g. 1.00 or 9.99   
 

No commas , or ; or blank space.  
 

 E.g. 1,00 or 1;00 or  1 00   
 

Click                     to add service. 
 

Click.                   to leave this option without 
printing. 
 
 
 
 

Figure 7. Attorney Costs. 
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Details entered correctly. 
 
 

 Click                     to add service. 
 

Click.                   to leave this option without 
printing. 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 8. Enter Attorney Detail. 

 
 
 

 
The service is added to the database, ready for use.  
 
 
 

If you entered a service and made an error, go 
to the edit Default Costs Option. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 9. Added Attorney Costs. 
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2. Edit Default Cost Items.  
 

 
Figure 10. Edit Default Costs Menu. 

 
To edit the cost or Rand value of the service, this is the correct option. The price increase of 
services is inevitable. The database must be kept up to date. 
  
 2.1    Debt Collectors Costs.  
 
To update the debt collecting costs. The Edit Defaults window will open. Highlight the one, which 
is correct. To select it Click with the left mouse button. 
 
Click to select the Debt Costs Option, from the drop down menu; Set-up. 
 

 
Highlight the service to edit. 
Edit the cost by changing the default cost. 
You can delete the service by selection the delete 

button  
 
 

 Click   to complete your change and 
continue with another service to edit. 
 

 Click.  to leave this option without 
printing. 
 
 
 
 
 
 
 

Figure 11. Edit Debt Collecting Costs. 
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The service is selected. 
 

The delete button is now active.  
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 12. Select a service to edit. 

 
 
 2.2   Attorney Costs.  
 
Attorneys will from time to time change their costs. Change the cost or delete the attorney from 
the list. 
 
Click to select the Attorney Costs Option, from the drop down menu; Set-up. 
 

 
 
Highlight the service to edit. 
Edit the cost by changing the default cost. 
You can delete the service by selection the delete 
button 

 
 

 Click   to complete your change and 
continue with another service to edit. 
 

 Click.  to leave this option without 
printing. 
 
 
 
 

Figure 13. Edit Attorney Costs 
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 Court Fees.  
 
The courts will from time to time change their costs. Change the cost or delete the Court from the 
list. 
 
Click to select the Court Costs Option, from the drop down menu; Set-up. 
 

 
Highlight the service to Edit. 
Edit the cost by changing the default cost. 
You can delete the service by selection the delete 
button 

 
 
 

 Click    to complete your change and 
continue with another service to edit. 
 

 Click.  to leave this option without 
printing. 
 
 
 
 
 
 

Figure 14. Edit Court Fees. 
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Figure 15. Select Item 

 
 
 
 
 
 
 
 Tracer Costs.  
 
Tracers and Tracing services will from time to time change their costs. Change the cost of a 
service or delete the service or agency from the list. 
 
Click to select the Tracer Costs Option, from the drop down menu; Set-up. 
 

 
Highlight the service to edit. 
Edit the cost by changing the default cost. 
You can delete the service by selection the delete 

button  
 
 

 Click    to complete your change and 
continue with another service to edit. 
 

 Click.  to leave this option without 
printing. 
 
 
 
 
 
 
 

Figure 16. Tracer Costs. 
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The service or agency is selected. Change the 
cost by typing in the default cost. 
 
Delete the item if required. 
 

Click Edit to continue 
 
 
 
 
 
 
 
 
 

 
Figure 17. Highlight service to edit. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
The cost has been changed.  
 
 
 
 
 
 
 
 

 
Figure 18. Tracer costs Changed 

 
 
 
 



© Copyright LegalSoft Software CC          Page 12 of 32   

3. Take On Fees.  
 

 
Figure 19. Take On Fees Menu. 

 
 
 
The Take on Costs is, what is charged for each new individual matter added to our service.  
 
 

3.1    Add a New Profile.  
 
The profile is a look up table for the program to compare the amount of the new claim against 
what we charge in various amount ranges. 
 
Click to select the Add a New Profile Option, from the drop down menu; Set-up. 
 
The Take on fee form will open. 

 
 
Give the profile a name, e.g. General or 
Standard. 
 
The first line will be from zero Rand to level one 
or Infinity. There will be a cost for that service. 
 
 
 
 
 
 
 
 
 

Figure 20. Take on Fee Increments Form. 
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The Take on fee can be set on a sliding scale, depending on the value of the claim against the 
defendant. 
 

 
 
Change values directly in the form, to make up 
your new charges. 
 
 
 
 
 
 
 
 
 
 
If there is a missing cell of information, you will 
receive a warning. Fill in the data and continue. 

Figure 21. Take on Fee Form Completed. 

 
Click                     to add service. 
 
Click.                   to leave this option without 

printing. 
  
 
 
       
         Figure 22. Missing Data Information. 

3.2    Edit an Existing Profile.  
 
You may need to amend your pricing to remain competitive or adjust costs for many other 
reasons. 
 
Click to select the Edit an Existing Profile Option, from the drop down menu; Set-up. 
 
The Edit Profile Form will open. 

 
 
 

Click.   The drop down menu arrow to 
select from the pre-defined list of profiles made. 
 
Highlight the one, which is correct. To select it 

Click with the left mouse button. 
 
 
 
 
 
 
 

Figure 23. Edit Take on Fee Form. 
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Select the correct profile to edit. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 24. Edit Profile 

 
The profile is edited as required. 

 
The profile can be deleted. Select the delete 
button. A warning will alert you and ask you to 
confirm that this is the correct profile name and 
you wish to delete it. 
 

 
Figure 25. Delete Confirmation 

 
Figure 26. Changes to profile. 

 
 

Click    to update you profile. 
 

Click   to delete the profile, 
 

Click.  to leave this option without printing. 
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4. SMS Wording Set-up.  
 
The program will send SMS (Short Message Service) as part of effective campaigns or as directed 
by the program set up. 
 
Click to select the SMS Wording Set-up Option, from the drop down menu; Set-up. 

 
 
 
The SMS set up allows for a SMS to be 
sent taking details from the defendant 
database. The names, cell phone 
numbers are automatically used. This is 
possible by using pre-defined field in the 
program. 
 
Write out your SMS on paper the use this 
word set up to automate your SMS 
service. 
 
Remember the message length, as you 
may send one message as two SMS 
messages. 
 
 
 
 
 
 

Figure 27. SMS Wording set up. 

 
 
 
 
Select the type of SMS by Name                                                                    Use an appropriate 
name when generating new                                                                                                        
campaign. 
 
 
 
 
Remember the SMS length, as this will determine if there will be a second message, and perhaps 
a third SMS being sent to each defendant selected.  There is a cost per SMS so use the space 
effectively. Remember a space, a letter or a punctuation mark is regarded as a character. 
 
 
 
 
 

Figure 28. SMS Set up Form. 

 
 

This is the area where the program 
will set up. 

This is where a sample of your 
message van be viewed. 
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The program uses these Fields to select 
data from the database. 
 
So if you chose [Client]; then the Client 
name as stored in the database will be 
used. 
 
So to send an email to the five hundred 
defendants who did not pay, then select 
the message and fields to perform this 
task. 
An example may be… 
 
Dear [DEBTOR _NAME] you did not pay 
your account on the [ACTION _DATE]. 
Please pay and quote this reference 
[REFERENCE _NAME] 
Regards [OPERATOR _NAME] 
 
Remember a space, a letter or a 
punctuation mark is regarded as a 
character. 
 
 

Figure 29. Select the fields. 

 
 
 
 
As an example, the Client Name Field is 
selected, and the View will look like this. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 30. Select Field Demo. 
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Ok an example is as follows.  Inform the 
debtor he is being handed over to legal 
Department. 
 
The SMS must read as follows… 
 
Debtor, with reference. Your SBSA account 
has been handed over to Brooks & Luyt 
Attorneys. Contact the Operator at 011 442 
4600. 
 
Look at the message text for the field view 
where words have been changed to Fields. 
 
The end result will be shown as a sample 
message, starting with the first file matching 
the selection criteria. 
 
The message length is 137 characters, the 
max length is 160, or a second SMS will be 
sent with the characters from 161 onwards. 
 
 

Figure 31. Example of set-up. 

 
 
 

Click  to save the message. 
 

Click.  to leave this option without printing. 
 
 

 
 
 
The message informing that the SMS message is saved. 
 
 
 
 

Figure 32. Save Message. 
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5. SMS SP Account Details.  
 
The detail for the cell phone router or exchange is kept in a file for the program to use. 
Should the details change, then the file must be updated. 
 
Click to select the SMS SP Account Details Option, from the drop down menu; Set-up. 

 

The current path is shown when the SMS Service 
Provider form is opened. 
 

 
Figure 33. The SMS Service Provider Details. 

 

Use the  button to open the “Open Window”. 
This Open window will allow you to browse for the correct folder. 
 
 
 
 
 

                         Click.   The drop down menu arrow to select from the 
                            pre-defined list. Select the drives and folders as required. 
 
                            Select the open button to make your selection. 
 
           If there is no database selected or no path selected 
             
    
 
 
 
 
 
 
 
 
 
Figure 34. Open Window. 

There are two possible error information warnings. 
 

 
 
 
 
 
 
 

Figure 35. No Database selected.     Figure 36. Select the database path.
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6. Public Holidays.  
 
This Option is for listed or government approved public holidays. Holidays that fall on weekends 
are moved to the Friday or Monday. This feature will edit the current Holiday listing. 
 

 
 
 
Figure 37. The Public Holiday Form. 
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7. ITC Account Details.  
 
ITC checks on defendants are part of the method for evaluation the status of the debtor. The 
defendants past credit history and current conduct, with all credit or money lending companies 
subscribing to the ITC Company. 
 
Click to select the ITC Account Details Option, from the drop down menu; Set-up. 

 
The program will send an email to the listed email 
address, at the time specified on this form. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 38. ITC Account Details. 

 
 
The email address is set up for the ITC Company. E-mail will be sent with all the requests for 
defendants we wish to query. 
This query is automatically generated from the initial capture of the matter. 
 
There is a selection choice for each open or current file in our system. 
If the choice is selected to check ITC, then that file will be check on ITC. Remember there is a 
charge for each query made.  

  The file operators must be aware of this and the cost will be billed to each file queried. 
 
The return email will automatically be saved in the file name and path as specified in this form. 
 
The file save is preformed as follows. 
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Click  button to open the SAVE AS window. Use 
the window to select the correct path/ folder/ drive to 
store the file. The program must find this file later to 
automatically assign the results to the relevant file 
queried. 
 
 
 
 
 
 

Click    to save the form. 

Click.  to leave this option. 
 
 
 
 
 
 
 

Figure 39. File save ITC Details. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 40. The Save As Window. 

 

Click    to save the form. 

Click.  to leave this option without printing. 
 
 

The file Name is automatically generated as today’s 
date. 2007/ 10/ 23 
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8. ITC Listing Override.  
 
It is possible to override the information already collected on a file. 
 
Click to select the ITC Listing Override Option, from the drop down menu; Set-up. 

 
 
Open the required file by typing in the file number, select 

the file Icon or search Icon . 
 
 
Select to update the defendants’ status in the local 
database.  

This will only update our database. 
 
 
Select Manual Listing, if we wish to “Black List” or list this 
debtor on ITC. 
 
 
 

Figure 41. The ITC Override Form. 

 

Click   to update the file, and a success pop up 
will inform you of the change. 
 

Figure 42. Change Success. 

Open the required file by, selecting the file Icon .   
 
 
 

Click.   The drop down menu 
arrow to select from the pre-
defined list. 
 
It is possible to look in the main 
window and Highlight the one, 
which is correct. To select it 

Click with the left mouse button. 
 
 
 
 
 

Figure 43. Open File Query Box 

 

Click  button to open the selected file, and continue. 
 

Click.  button to leave this option. 
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Open the required file by, selecting the search Icon . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 44. Search Form 

 

 
Figure 45. Select search Criteria on Search Form. 

 
 
9. Create a Template Capture File.  
 
There may be a need to change your Template file. Changes should be to simplify or enhance 
your workspace. 
 
Click to select the Create a Template Capture File Option, from the drop down menu; Set-up. 

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.  
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Figure 46. Save As Window for Template File. 

The program will ask you to confirm this change. It is permanent unless you have a back up of this 
file. 
 
 
 
 
 
 
 
 
Figure 47. Confirm Change Warning Question Form. 

 
If the file has the same name as the existing file then there is a conflict.  
 
Use the Warning form to over write the file or Retry with a new file name. 
 
 

 
Figure 48. File Name Conflicts Warning. 

 
Select yes to replace the file. 
Select No to return to the Save As window. 
Select cancel to leave this option. 

The file name is auto generated from the existing 
template. The month is inserted to avoid destroying 
the original file. 
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10.  File Owner Maintenance.  
 
This option will change files assigned to an individual Operator, to another Operator. 
 
Click to select the File Owner Maintenance Option, from the drop down menu; Set-up. 
 
Staff may leave or change work departments. Transferring the operators’ files in use is to transfer 
them to another Operator. 
 
The File Owner Maintenance Form. 

Select the current file owner and then select the 
new file owner. 
Select the move button to make the move.  
A warning will pop up asking you to confirm your 
action. 
A done Pop up will confirm the action is complete. 
 
 
 
 
 
 

Figure 49. File Owner Maintenance Form. 

 
 
Select the current file owner to move. 

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

Figure 50. The current file User 

If you require to select ALL files from one operator to 
another. Check the List All active users check box. 

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

Figure 51. Select all Active Users. 

 
 

 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. 
 
This will move ALL FILES  for this Operator to the 
new Operator. 
 
 

Figure 52. All Active users selection. 
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This operator has 577 active file assigned to her. 
Move them to another Operator names Anita Israel. 
 
 
 
 
 
 
 
Figure 53. All files for Operator. 

Move to 
Operator 

selection. 

 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. 
 
 
 
 
 
 
Figure 54. Demo Move Form. 

 
The Status Pop Ups. 
 

 
Figure 55. Confirm Move Popup.      Figure 56. The Done Pop up. 
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11.  Set-up Program defaults.  
 
There are default choices on how this program works or orders data.  
  
Click to select the Set-up Program defaults Option, from the drop down menu; Set-up. 
 
The option select form will open. 

 
 
Read each option and decide if this 
function is desirable to activate. 
 
 
Only check the option required. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 57. The Option select Form. 

 
Use this guide which explains the check boxes. 

 
 
 
 
 
 
 

Figure 58. The checkbox reference. 

 

Click   to update the default selections. 
 

Click.  to leave this option. 
 
 
12.  Select a PDF Reader.  
 
The PDF reader is a program that reads file saved in a special format. The file is usually an 
Adobe™ file with the file extension of .pdf. 
 
Click to select the PDF Reader Option, from the drop down menu; Set-up. 
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The company responsible for producing this type of file intended a file that could be easily e-
mailed or loaded into web pages. 
 
This Netcol™ program you are using will read scanned documents in the pdf file format. 
Select the installed PDF reader on this machine or install the reader first before continuing with 
this option. 
 

 
Figure 59. Request pdf Reader Form. 

 
Click  the Ok button to continue. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 60. The Open Window. 

 

Click.   The drop down menu arrow to select from the folder and drives on your machine. 
 
Select the folder where the PDF Reader program was installed. 
 
This is usually be on the hard disc C: and the Windows™ program files. The folder of the reader 
should be selected and then the reader executable file. 
 
The folder of the PDF Reader Program is selected. 
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Highlight the 
reader executable 
file, which is 
correct. To select 
it Click with the 
left mouse button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 61. The PDF Reader Folder. 

 

Click   to complete this option and selection. 
 

Click   to cancel this option with out selection. 
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