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1. INTRODUCTION

2. LOGGINGIN

Logging in allows you access to your customer accounts.

You will be allocated log in details by the Tasmanian Collection Service. If you have not
yet been provided your log in details, please contact TCS.

The Can't Login hyperlink opens up an email to communicate with Tasmania Collection Service.

Login Security

Your logged in session is set to expire in a certain amount of time for security purposes. If you
leave the system idle, it will log you out automatically.

The Home Page allows you access to a series of options to review your accounts online.
You will notice in the top right-hand corner there are three (3) options.
Home when pressed will return you to the home page if viewing another page.

Log in ID which will display differently for each user. In this example you see JM. When
you select this, it allows the user to change their password.

Logout logs you out of the system.

Once logged in you will be shown the Home Page.

@ Webcollect Home M Logout

Welcome JM

Please select the below options to proceed

Dashboard By Customer Status Report

nvoices B5 Account Closure Summary Report

B Customer Payment Reconciliation Report
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4. ACCOUNTS SECTION

The Accounts section is the location for information about your accounts.

Customer View

Enter Payment

New Account

Update Client Contact

Customer View allows you to review your customer accounts.

Enter Payment allows you to enter payments received directly to your office. This notifies the
agency that a payment has been received by you.

New Accounts is the location to enter a new account you would like actioned by the agency.

Update Client Contact is the location for user to update their contact details.

4.1. CUSTOMER VIEW

From the Accounts options, select the Customer View hyperlink. Once this opens, you
can see there are a number of sections to this page.

All addresses, phone numbers and fax will be masked. Instead of details you will just see aster-
isks.
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Webcollect

OUR REF

0803000010
CUSTOMER

Sandra White

+ I |l

m & Address: Home Postal

ERERERRER

Home

AARAERANK

Address & Phone
Masking Enabled

RXXARRARR

XXX KX XNAR

Phone Numbers

ACTIVE

ERERRE
EARRARAXRR
EXRXRRRE

AXXRARRRRR

Let's take a closer look at what some of the features are on this page.

Webcollect

= OUR REF § §
1912000390 [AcTve ] [3\ Financial Details
5 @
JBhekFowter Original Amount
+ Adjustments:
@ Address: Home Postal @ Phone Numbers Legal Costs
I 31 Garrison Trail Home: nbevEsts
Sydney QLD 1033 Work ACCOUNKFGES
= Mobile: 44 4455 5666 SubsTotal
Fa Payments
B Balance
Last Payment Date:
CHLNS - Chopper Loans Claim Number
Client A/C Number 580268 Judgment Date:
E-mail fowler@nelloworid.com.au Judgment Amount
Days Active:
Account Status CUR
Account Rep. Jane Doe

Payment Arrangement

& Payments Received
Date Type Amount  Fye

No payments found No files found

& Files Uploaded

$1,587.36

$0.00
50,00
$0.00
$0.00

$1.587.36

$0.00

$1,587.36

970

Not Active

Date

Search B Home

B Activities
@ @
2 7
Last Month
From: DSSWCADMIN
B2 Sent uik Emat ateh: £7019 - Tst Workow Emai for Worklow
= From: DSSWCADMIN
Sent Bulk Email Batch: ET018 - Test Micromanagement Email for Micromanagement
From: DSSWCADMIN
Sent Bulk Email Batch: ET018 - Test Micromanagement Email for Micromanagement
Older
From: DSSWCADMIN
Sent Bulk Email Batch: ET012 - Test Email for Workfiow
From: DSSWCADMIN
Administrator sent an email via workflow to crism@wincollect com
From: DSSWCADMIN
(i e —— crism@wincollect com
From: DSSWCADMIN
Supervisor Reviewed Account

From: DSSWCADMIN
Account Opened

Q] - Q)

Dashboard

Invoices  Logout

©

06/06/2022 11:31
03(06/2022 14:20

03106/2022 13:37

02/05/2022 13:45
11/01/2022 11:38
10/01/2022 22:38
17/12/2021 16:34
28/05/2020 00:21

02/12/2019 14:58

1. Across the top of this screen you will see a few option headings.

Home will take you back to the Home page.

Dashboard takes you to an overview screen tracking the activity of the Clients customers.
Invoices opens up the list of Client invoices that can be printed or downloaded.
Logout will log you out of the Webcollect system.

The Search option allows you to locate a particular customer to view.

You can search by:

e Customer Ref Number
e Client Account Number
e Customer Name
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When you type in a full or partial name to search by you will be presented with a list of search
results. You can search by Client Code as well as by customer.

These results are divided into two (2) sections. Recent Accounts which are searches similar to
the current search being done. Customers is the search result of the first ten (10) matching ac-
counts.

2. The Customer details box displays the contact details for the customer.

You will notice the Home and Postal options are active links and display the address details of
the customer. You can toggle between the two address options.

This section also shows you the Account number for the account, the Account Status cur-
rently assigned and the name of the Account Manager looking after the account.

3. The Payments Received displays a snapshot of all payments received from the customer. The
first twenty (20) payments are displayed and beyond that you can select the Find More option to
view further payments.

4. Financial Details displays the amount of the account and other financial details like fees
charged, interest etc.

This section also displays details of a payment arrangement that may be activated on this ac-
count.

5. Files Uploaded shows you any files that have been attached to this account. If you would like
to upload a file, select the Upload Load option and attach it. To view an attached file simply click
on it to open the document.

The Activities section displays four (4) icons.

Notes is the option which displays all the notes on the account.

Apps refers to the times the customer has logged onto their account via the Customer Portal
Emails displays all the emails that have been sent to the customer

SMS displays all of the test messages (SMS) that have been sent to the customer

When there are new activities, a number will display indicating how many items are available to
be viewed. In this example you can see there are 3 new notes, 4 apps and 13 emails ready for
viewing. These show the actions that have taken place on this account.

To view all of the notes, click on the icon and the Activities section will adjust to display the
notes. To return to all activities click on the same icon, in this example, the notes icon.

The Activities are broken up into sections of Today, This Week, Last Week, This Month, Last
Month depending on when activity is present on the account.

SAVELOSS NOMINEES PTY LTD ACN 009 521 06 T/AS TASMANIAN COLLECTION SERVICE !
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4.1.1. VIEWING AN ACCOUNT

From the Customer View, select the View Accounts option on the Menu panel located on
the left hand side of the screen.
The View Account is a search tool.

List of Accounts

0 view.
II-[" Webcollect Solact Search Solactitho. B Home Dashboard Invoices Logout
View Accounts search condition
X

to active the panel

= listings accounts. [acrve] [3\ Financial Details B Activities from the drop down box
CUSTOMER

@ [EEEECEEl  Active Accounts By Balance  ~

(20803000030  Last Batch
Lablty La (MO Active Accounts By Balance

20803000012 On Arrangement
South Py Ld

Closed Current Month
) 0803000018 gzy i
East OMC0005}

When you select view accounts, the drop down list of options to search by allows you to drill
down to locate a customers details. This panel will display to the right of the screen.

Last Batch displays the most recent batch of accounts that were imported into Wincollect.

Active Accounts By Balance shows the list of accounts by balance in descending order of dollar
value.

On Arrangement lists the accounts that are currently in a payment arrangement.
Closed Current Month shows a list of accounts that have been closed in the current month.

Once you select an account it will populate into the customer view.

4.1.2. ADDING A NOTE
From the Accounts options, select the Customer View hyperlink.

After loading a customer, you can select the Add Note option to be presented with a screen
panel that displays on the right hand side of the screen.

SAVELOSS NOMINEES PTY LTD ACN 009 521 06 T/AS TASMANIAN COLLECTION SERVICE 7



Webcollect User Manual

fm Add Note X

Auto Response

None v

Note *

Action Date

dd/mm/yyyy O

Account Owner

None v

(J Priority Note
O Private Note

1. Auto Response is a drop down list. If permitted, you will be able to select an auto response.
This is not a compulsory field.

2. Note is the field where you type in the message for the account. The collector allocated to
looking after this account will see the note when next they log into it. This is a compulsory field.

3. Action Date allows you to set a date which then will appear in the list of accounts the collec-
tor will action on that specified date.

4. Press the Submit button to save the note on the customers account.
Once the note is saved, it will display in the Activities section of the Customer View. Diary

notes are the default display.
If you have a large note you will see a [Show] option. When this is selected, it expands the en-

tire note to be seen in full.
SAVELOSS NOMINEES PTY LTD ACN 009 521 06 T/AS TASMANIAN COLLECTION SERVICE !
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B Activities
3 13
Today
@ From: JM 09/05/2022 14:02
Customer has threatened to go bankrupt if anymore money is asked for on this account. They claim th... [show]
Last Week
From: DSSWCADMIN Dislslgo:{he 02/05/2022 11:20
Sent Bulk Email Batch: ET012 - Test Email for Workfiow p. A
entire note

Last Month

4.2. ENTERING A PAYMENT

There are two (2) ways to locate the Enter Payment screen.

1. To locate the Enter Payment screen from the Home Screen, navigate to the Accounts option
and select the Enter Payment hyperlink.

2. You can also select this option from the Menu, when you are in the Customer View .

After loading a customer, you can select the Enter Payment option to be presented with a
screen panel that displays on the right hand side of the screen. This will be either over the Cus-
tomer View screen or the Home screen, depending on how you access this option.

SAVELOSS NOMINEES PTY LTD ACN 009 521 06 T/AS TASMANIAN COLLECTION SERVICE
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B Enter Payment

Our Reference

Emer Our Reference No. or Customer Name.

Account Number

Enter Account Number or Customer Name

Current Balance

$ 0.00
Payment Amount Payment Date

$ 0.00 24/01/2022 0O
Payment Type

DIRC - Direct to Client v

1. Our Reference refers to the reference number TCS has allocated to the account. Alternatively,
you can enter the name of the customer.

2. Account Number refers to clients reference number given to the agency. Alternatively, you
can enter the name of the customer. If you use the customer name in the Our Reference field

and there is an account number allocated then it will automatically be populated into this field.

3. Current Balance displays the amount that is still owing on the account. This will automatically
be displayed when you populate an account into the Our Reference field.

4. Payment Amount is the field where you enter the dollar value of the payment being recorded
against the account. This step also records a note on the account.

5. Payment Date will default to today's date but you can back date this if required.

6. Payment Type is a drop down list where you can select the type of payment, for example, Di-

rect to Client, Direct Debit, Cash etc.
SAVELOSS NOMINEES PTY LTD ACN 009 521 06 T/AS TASMANIAN COLLECTION SERVICE
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7. Press the Submit button to record the payment against the account.

4.3. ADDING NEW ACCOUNTS

There are two (2) ways to locate the New Accounts screen.

1. To locate the New Account screen, from the Home Screen, navigate to the Accounts option
and select the New Account hyperlink.

2. You can also select this option from the Menu, when you are in the Customer View .

When you select the New Account option you will be presented with the Add Customer screen.
From here you need to make a selection regarding what type of customer is being entered into
the system.

Select from:

Individual refers to a person. When you select this option the relevant fields will display to
place the individuals name into.

Company refers to an organisation. When you select this option the relevant fields will display
to place the Company name into.

Search allows you to locate an existing customer you may want to add addition outstanding
amounts to.

Now you can begin to enter all the details for the customer account.

SAVELOSS NOMINEES PTY LTD ACN 009 521 06 T/AS TASMANIAN COLLECTION SERVICE
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BS New Account X

First Names Middle Name Last Name * Suffix

@ Customer Details

Home Phone Work Phone Mobile
Account Information

Email
Invoice Details

Address
Finish

Suburb State Postcode

Is Customer still at this address?

O Yes O No

1. Enter the Name and address details for the Individual or Company. The Is Customer Still at
this address: Yes or No determines if the address is set to Good or Bad for the sending of
correspondence.

2. When entering the Customer Details (Company or Individual) the button Change Cus-
tomer is displayed. If you would like to change the customer being added to a com-
pany, individual, or select from the existing customer, select the Change Customer but-
ton.

3. Once this screen is completed, press Next.

SAVELOSS NOMINEES PTY LTD ACN 009 521 06 T/AS TASMANIAN COLLECTION SERVICE 12
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4. This screen gives you a list of customers added. You will notice there is an Add button here
as well. If you wish to add another customer then select that button or press Next to continue

with adding the current customer you have created.

5. You will now see the Client details. Complete the rest of the fields on this screen. Note, only
the Client and Account Type are compulsory fields.

6. Next page is the Invoice details of the account being entered. The Original Amount is the
only compulsory field on this screen. Pressing next will display the details of the amount owing.

7. Place any notes you would like TCS to know about this account.

8. Press the Submit button to lodge this new account to TCS for further action. If you no longer
want to add the customer, press the Cancel button to remove the entry.

4.4. UPDATING CLIENT CONTACT INFORMATION

From the Accounts options, select the Update Client Contact hyperlink. Once this
opens, you can see there are a number of fields that can be updated with information
from the client.

SAVELOSS NOMINEES PTY LTD ACN 009 521 06 T/AS TASMANIAN COLLECTION SERVICE
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Fm Update Client Contact

Enter client code or name

Contact

Mobile Phone

Street Address 1

Street Address 2

Street Address 3

Suburb State

Search

Corr. Address Line 1

Corr. Address Line 2

Corr. Address Line 3

Suburb State

Search

Plaintiff Address

Email

Fax

Zip

Zip

B3

When you select the Update Client Contact option you will be presented with side screen.
From here you can update or enter any relevant information.

Once you have completed updating the fields select the Submit button to save the information.

A confirmation message will appear and then the update client contact screen will close.

SAVELOSS NOMINEES PTY LTD ACN 009 521 06 T/AS TASMANIAN COLLECTION SERVICE
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5. SERVICE SECTION

The Service section is the location for statistics and invoices.

Dashboard

Invoices

Active Accounts List

Dashboard give the client an overview of their accounts.

Invoices provides a list of client invoices.

Active Accounts List provides a list of clients customer accounts.

5.1. DASHBOARD

From the Service Section, select the Dashboard hyperlink to display. This is a view only

screen.

Webcollect Home Invoices Customer View Logout
Client Dashboard | |search client code or name
New Accounts New Accounts Value Total Amount Paid 308 e i
Tis Month This Month This Month
0 $0.00 $0.00
Percentage Paid Best Performance Total Balance 3
In6-Months In 6-Months In6-Months
0.00% 0.00% $0.00 L
Performance Statistics
Assigned Accounts
No. Orig.Amount Ave.value
MTD 0 $0.00 $0.00
Y 0 $0.00 $0.00
Total 0 $0.00 $0.00 New Accounts
Date Count Amount
No. Orig.Amount Princ.Paid Princ Balance
; 410172022 ) $0.00
= . e e e Entered: 2410172022 0 0.00
M : 2410112 ) $0.00
Y™ ) $0.00 $0.00 $0.00 onth To a0z 0 P00
Total 0 $0.00 $0.00 $0.00 Payments
- Date Amount
No. Orig.Amount Princ.Paid Princ.Balance Fayments Entared; 2001/202% 3000
s = 000 00 S0 Payments Month To; 2410112022 50.00
Y™ 0 0.00 5000 $0.00
Total 0 $0.00 $0.00 $0.00

SAVELOSS NOMINEES PTY LTD ACN 009 521 06 T/AS TASMANIAN COLLECTION SERVICE
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1. New Accounts This Month displays the total number of account given to TCS for the current
month.

2. New Accounts Value This Month indicates the total dollar value of the new accounts given
to TCS for the current month.

3. Percentage Paid in 6-Months gives you the percentage of successfully payments received for
the 6 month period.

4. Best Performance in 6-months give you the percentage of the best performing

5. Total Balance in 6-months displays the total dollar value of payments received for the 6
month period.

6. The next section of this screen gives you an overview of the Performance Statistics for As-
signed Accounts, Active Accounts and Inactive Accounts.

7. The Percentage Recovered graph gives you a visual outline of how your recovered accounts
are tracking.

8. The next section of this screen gives you an overview of New Accounts month to day with re-
gards to the number of accounts entered and total dollar value. It also outlines the total amount
of payments received.

5.2.INVOICES

From the Service Section, select the Invoices hyperlink to display.

Client Invoices

Date From paeTo  Invoice Amount Payable Amount

1. The Client Name will be automatically populated.

2. The Filter allows you to set the search parameters of the invoice/s you are looking for. Once
you set the parameters, press the Submit button to locate the invoices.

(a) Invoice # is defaulted to Any but you can specify an invoice number if known.

(b) Date From Any is a drop down list of date options, for example, This Week, This Month etc.

SAVELOSS NOMINEES PTY LTD ACN 009 521 06 T/AS TASMANIAN COLLECTION SERVICE
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3. The Display section will list the invoices matching your search parameters.

4. Export To CSV button allows you to Export the list of invoices displayed to either CSV or Ex-
cel. Press this button to download the spreadsheet to your Computer.

5. To view an invoice click on the invoice number hyperlink. The invoice will display on your
screen. The Print option allows you to print the invoice to printer or to PDF if you have the abil-
ity  to set the Destination on your printer to PDF.

5.3. ACTIVE ACCOUNTS LIST

From the Service Section, select the Active Accounts List hyperlink to display.

IR webe fome  Logout
= Usbeollect If a User is restricted to i s
multiple Clients. this
Active Accounts List field will be a drop down
list to select from

Our Ref. Customer Client Client A/C Number Account Status Balance  Status

1. The Client field is populated with the client code and name if the restriction is for one client.
If two or more clients are restricted to the client user then this field becomes a drop down list
to select from.

2. The Filter is set to display active accounts only for client users. An agency user will have the
filter option to search by active, closed or both.

The search filters allow you to search by Input Date, Account Balance, Account Status and
Client A/c No.

3. The search results will display a maximum of 30 records and display the Find more results
button if there are more accounts to view.

4. The Our Ref column displays each account number as a hyperlink. When you click on it, the
account will display on screen.

SAVELOSS NOMINEES PTY LTD ACN 009 521 06 T/AS TASMANIAN COLLECTION SERVICE
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Webcollect Home Logout
Accounts List
CHLNS - Chopper Loans
Filter: Status: All & Input Date: Any ~ | Account Balance: x
Gient AG No

Our Reference Customer Client A/C Number Account Status Balance  Status
2206000004 Irma Castro CURRENT s1200000 (A
2206000003 Test Company CURRENT s198500 (NG
2206000002 Ima CURRENT $19,900.00
2206000001 Test Company CURRENT 51000000 (D
2111000051 Jennifer Riley 616086 CURRENT $1,765.72 w
2111000050 Virginia Lee 526859 CURRENT stastto (RS
2111000049 Lilian Lopez 672840 CURRENT s1.90309  (RE
2111000048 Waiter Fields 682678 CURRENT $1,082.61 W
2111000046 Margaret Smith 492360 CURRENT s10958 [
2111000045 Wille Pierce 625302 CURRENT s1e6746 (g
2111000044 Jack Tucker 543061 CURRENT s1a2401  (EE
2111000043 ‘Adam Ramos 615001 CURRENT $1,607.29 w
2111000041 Brenda Dean 527514 CURRENT s149226 (ol
2111000040 Carl Montgomery 577932 CURRENT $1.93465
2111000039 Virginia Ross 504394 CURRENT $1,974.08 W
2111000038 John Harris 501974 CURRENT $1,423.00

5. The Export to CSV button allows the user to export the results to either CSV or Excel file. The
default export is "Export to CSV". To select another option, use the drop down option on this
button.

6. REPORTS SECTION

The Reports section is the location for information in report format.

E Reports

BY Customer Status Report

BS Account Closure Summary Report
By Percentage Analysis Report

BS Customer Payments Reconciliation Report

SAVELOSS NOMINEES PTY LTD ACN 009 521 06 T/AS TASMANIAN COLLECTION SERVICE 18
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6.1. CUSTOMER STATUS REPORT

From the Reports Section, select the Customer Status Report hyperlink.

Customer Status Report

CGR - Credit Gets Resulls

r AL v | EntryDate From:Any ~ | | EntryDateTo:Any - | Reset w Print Preview SO RCTeE VNS

our Ref Customer Name Your Ref Initial Balance Current Balance

status: CURRENT

1. The client name will be automatically populated.

2. The Filter allows you to set the search parameters of the report. Once you set the parameters,
press the Submit button display the accounts. Select from the drop down list.

(a) The first field is a drop down box listing the available account status's you can select from.
It defaults to ALL and if used the report will show you all accounts with all status's.

(b) Entry Date From and Entry Date To allow you to set the date range of information being
displayed in the report. Both of these fields are drop down boxes. The date reflects the date the
accounts were entered into Wincollect.

3. The Submit button will display the information matching your search parameters.

4. The Print Preview button displays the report to screen ready for printing. Select the Print op-
tion to print your report.

5. The Export to CSV button is a drop down and allows you to export the report to either CSV or
Excel format. Press the button to downloads an spreadsheet version of the report.

7. Select the Home option to return to the main screen of the client portal.

SAVELOSS NOMINEES PTY LTD ACN 009 521 06 T/AS TASMANIAN COLLECTION SERVICE
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7.1. ACCOUNT CLOSURE SUMMARY REPORT

From the Reports Section, select the Account Closure Summary Report hyperlink.

Account Closure Summary Report

- | DateClosedTo:Any = 3 Reset m print Preview  [ES eIV
e ce

1. The client name will be automatically populated.

2. The Filter allows you to set the search parameters of the report. Once you set the parameters,
press the Submit button display the accounts. Select from the drop down list.

(a) Date Closed From and Date Closed To allow you to set the date range of information be-

ing displayed in the report. Both of these fields are drop down boxes. The date reflects the date
the accounts were closed in Wincollect.

(b) The Closure Reason field allows you to specify a specific reason for closure. If left blank, if
returns all closure reasons on your closed accounts.

3. The Submit button will display the information matching your search parameters.

4. The Print Preview button displays the report to screen ready for printing. Select the Print op-
tion to print your report.

5. The Export to CSV button is a drop down and allows you to export the report to either CSV or
Excel format. Press the button to downloads an spreadsheet version of the report.

8. Select the Home option to return to the main screen of Webcollect.

SAVELOSS NOMINEES PTY LTD ACN 009 521 06 T/AS TASMANIAN COLLECTION SERVICE
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8.1. PERCENTAGE ANALYSIS REPORT

From the Reports Section, select the Percentage Analysis Report hyperlink.

Percentage Analysis Report

CGR - Credit

1. The Client name will be automatically populated.

2. The Filter allows you to set the search parameters of the report. Once you set the parameters,
press the Submit button display the accounts. Select from the drop down list.

(a) Date From and Date To allow you to set the date range of information being displayed in
the report. Both of these fields are drop down boxes.

3. The Submit button will display the information matching your search parameters.

4. The Print Preview button displays the report to screen ready for printing. Select the Print op-
tion to print your report.

5. The Export to CSV button is a drop down and allows you to export the report to either CSV or
Excel format. Press the button to downloads an spreadsheet version of the report.

6. Select the Home option to return to the main screen of Webcollect.

SAVELOSS NOMINEES PTY LTD ACN 009 521 06 T/AS TASMANIAN COLLECTION SERVICE
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8.2. CUSTOMER PAYMENTS RECONCILIATION REPORT

From the Reports Section, select the Customer Payments Reconciliation Report hy-

perlink.

Customer Payments Reconciliation Report
CGR - Credit Gets Results

Filter | DateFromAny -  DateTo:Any ~ Reset [CUU

Prnt Preview ST VANES

Entry Date our Ref status Name Client Code Rept No Collector
CASH

Direct to Client

EziDebit CC PayNow
2

CLOSE Don Waun CGR

CLOSE

CLOSE

CLOSE Don\Waun ca

Tax Paid US Paid You Commission Current Balance

1. The client name will be automatically populated.

2. The Filter allows you to set the search parameters of the report. Once you set the parameters,
press the Submit button display the accounts. Select from the drop down list.

(a) Date From and Date To allow you to set the date range of information being displayed in

the report. Both of these fields are drop down boxes.

3. The Submit button will display the information matching your search parameters.

4. The Print Preview button displays the report to screen ready for printing. Select the Print op-

tion to print your report.

5. The Export to CSV button is a drop down and allows you to export the report to either CSV or
Excel format. Press the button to downloads an spreadsheet version of the report.

6. Select the Home option to return to the main screen of Webcollect.
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