
Step 1

Login using your username & 
Password
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Step 2

Click on “New 
Collection” to begin 

Debtor 1 XXXXXXXX

Debtor 2 XXXXXXXX
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Step 3

Click “Start” on collections
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Step 4

Click on the dropdown to select 
the debtors company type and 
proceed search their company on 
the live CIPC database

Complete their company details 
and click save

Collections: Handing Over Overdue Accounts



Step 5

Debtor history will 
appear on the above 
table

Capture the amount overdue for 
collection

The system will calculate the 
applicable collection rate

Capture the date of the 
outstanding amount 

Click here to save the above 
instructions
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Step 6

Add details of the contact person 
that must receive the final demand 
letter

Add director details to receive a 
copy of the final demand

Add surety details if applicable 
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Step 7

Use this section to give an update on 
your progress with the debtor

Use this section to give any collection 
instruction to the collections team

Click here to save the above 
instructions

Take note of the supporting document 
currently available on the system for 
the debtor.

You can also add any additional 
documents under this section

Collections: Handing Over Overdue Accounts


	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7

