
Collect! Primary Screens 



Thank you for your interest in 
Collect!. This video will provide 
an overview of Collect!'s 3 main 
screens and the key automation 
systems that interact with them. 
The main screens are:

1. Client Screen

2. Debtor Account Screen

3. Work in Progress Screen

During your initial setup you can 
set global settings including: 
Commission, Tax, Itemization 
Date, Validation Period, Credit 
Bureau Reporting, and more. 
These settings will provide 
defaults unless they are 
overridden at the Client or 
Debtor level. The industry-
standard default settings that 
Collect! ships with can be 
reconfigured for your exact 
needs. 



First we will take a look at the 
Client Main Screen. 

On the Client Screen you will 
see:

• Name, DBA, contact details 
to the left

• 4 user defined fields for you 
to use any way you want

• Summary of all client 
account financials on the 
right

• 10 tabs for sub-records at 
the bottom



Going through some key fields:

Alternate Client #: user-defined if you 
use an alternate number format.

Owned by Client #: if this client is a 
branch office of a larger corporation, 
you can enter the parent client.

Status and Operator: these are fields 
for tracking purposes only.

Type: if you report to the Credit 
Bureau, this field will contain the 
Creditor Classification Code. 
Otherwise, it is a user-defined field.

Class: this will likely always be 
collections.

Category: most clients will be 
standard, but you can also select 
Prospecting, Master (Parent), Legal, or 
Forwarding.

Client Listed Date: the date the client 
was created in the database.

Listed Date: the most recent Debtor 
Listed date.

Worked Date: the most recent Debtor 
Worked date.



When you click on the 
Advanced button, it will take 
you to a form where you can set 
the options for the client.

The top left is where you set the 
remittance type and frequency 
(Billing Period).

If you charge Convenience Fees 
on electronic payments, it must 
be enabled on a client-by-client 
basis.

Recovery Rate Calculation is the 
success rate on the Client and is 
based on paid over listed. You 
can control if the formula uses 
all accounts, just closed 
accounts, or a custom formula.



There are 3 fee options in Collect!: Flat 
Dollar, Flat Percentage, and Scaling 
Percentage.

The Optional Fees Setup is where you 
would enter a flat dollar amount, if 
that is the fee structure that you use.

The Commission tab is where you 
would enter the Commission rate.

If you select a Rate Plan, any value in 
Rate 1 will be ignored. If you don’t use 
a Rate Plan, enter the primary rate into 
Rate 1.

You can enter more rates into Rates 2 
to 4. For example, if you have a rate of 
25%, but you want to recover 100% of 
fees, you can enter 25 into Rate 1 and 
100 in to Rate 2.

In the apply to section, you would then 
check the boxes that each rate applies 
to.

Taxes is the same concept as 
Commissions in terms of entering 
Rates and checking the boxes in the 
Apply to section.

Please note that the tax is calculated 
on the Commission amount, not the 
payment amount.



Debtor Sort Order: this controls 
how debtors are sorted when 
Statements are generated.

Itemization Date: Use the drop-
down to select which of the 5 
CFPB Regulation F itemization 
dates this client will use for their 
Validation Notice. Regulation F 
will not apply to all Collect! 
users.

Variable Interest Rates File: 
Variable Interest is an optional 
module. The filename in this 
field will be used to calculate 
the rates for this Client’s 
Debtors.

Please refer to the Help 
documentation on the 
remaining check boxes.



New Accounts: values filled in 
the Assign Sales ID to New 
Accounts and Assign Operator 
ID to Accounts will fill in the 
Debtor when new accounts are 
created. 

The Contact Plan for New 
Accounts specifies the plan that 
will automatically run when 
new accounts are created.



Credit Bureau Reporting is an 
optional module. If you enable 
it, you can use the Credit 
Bureau Setup section to setup 
the client for reporting.

The Original Creditor fields 
apply primarily to Debt Buyers 
who need to report the 
Creditor.

Please refer to the Help 
documentation on Credit 
Bureau Reporting for more 
information.



The following tabs are available 
on the Client form:

Debtors: All of the accounts 
placed by this Client.



Invoices: The invoice history for 
the Client.



Payments: The payment history 
for the Client.



Notes: These are notes that you 
can enter specific to this Client.



Contacts: These are Contact 
events that will appear in the 
Work in Progress. If you use 
Collect! for sales, you can create 
a Work in Progress for your 
sales staff based on Client 
Events.



Attachments: Any attached 
document for this Client.



Associates: These are related 
parties to the Client, such as 
board members or contact 
people.



Phones: Any associated phone 
record for the Client, including 
historical numbers.



Emails: Any associated email 
record for the Client, including 
historical addresses.



Addresses: Any associated 
address record for the Client, 
including historical addresses.



The Debtor screen has a similar 
look as the Client screen in 
terms of the demographic 
information located on the left 
and the account information on 
the right.

Along the bottom, you will see 
the tabs for the Debtor’s sub-
records.



Here are some key fields to note:

Client Account #: identifier from 
the client, not to be confused with 
your Debtor File #

Master: alternative way of 
tracking client ownership if your 
client has unique reporting 
requirements. It will likely be left 
blank.

Forward: you can track if you have 
forwarded this account to another 
collection agency

Legal: you can track if this account 
was sent to a lawyer for legal 
action

Charged Date: the initial date of 
the debt. Usually the same as the 
invoice date.

Delinquent Date: the date the 
client deemed the account 
delinquent. Required for CBR

Time-bar, # attempts, # RPC: 
results of compliance calculations 
using system data



Type: user-defined for tracking.

Mode: Active or Closed – this 
field determines if you are 
actively collecting on this 
account.

Status: where the account is in 
the collection’s lifecycle.

Score: user-defined field for 
tracking.

Validation: indicates the final 
date of the validation period; 
the field is maroon during the 
validation period.

Collector: the Operator assigned 
to collect this account.

Sales: this is for tracking 
purposes if you offer sales 
commission.



If you click the Advanced button 
at the bottom right of the 
Debtor Screen, you will be taken 
to the Debtor Financial 
Summary screen.

The Assignment Tab stores 
account information from your 
client. Some of this is needed 
for the CFPB Regulation F Model 
Validation Notice. Note that the 
Itemization Date is copied from 
the Itemization Date selection 
on the Client Screen we looked 
at earlier.

Judgement information is stored 
on a dedicated Judgement 
Screen.

The Commission, Tax, and Fees 
are brought from the client 
settings, but can be overridden. 

Collect! supports Simple, 
Compound, and Variable 
interest.



The following tabs are available 
on the Debtor form:

Notes: These are notes that you 
can enter specific to this Debtor.

Many actions in Collect! will 
automatically add a note line to 
leave a comprehensive record 
of interactions and decisions. 

Operators can also add free-
form notes to this field. 

Key information can be pinned 
to the top by preceding the 
note with an asterisk (*).



Contacts: These are contact 
events that have been executed 
or are scheduled for this 
account. 

Automated contacts will be 
managed by the system without 
any operator attention. As 
noted previously, notes and 
other evidence of completion 
will be added to the system 
automatically. 

Contacts that need to be 
worked manually will appear in 
the work queue, or Work in 
Progress (WIP) List, of the 
operator assigned to this 
account. We will look at the WIP 
list next. 



Attachments: These are any 
stored attachments related to 
this account. The system 
provides two classifications 
options and many fields for 
additional details.

The Attachments form can also 
be used to build custom, user-
defined forms to store 
information like Health 
Insurance, Court Dates, and 
Disputes.



Cosigners: These are related 
parties to the Debtor, such as 
spouses, relatives, and 
employers.

The Cosigner form provides 
many fields for details, and 
Collect! contains many options 
regarding how cosigner
involvement can be handled.



Transactions: This tab holds a 
record of everything to do with 
money, including Principal, Fees, 
and Payments. 

Click on any transaction to reach 
the underlying Transaction Form 
for details on that individual 
transaction.



Detail: These fields are used to 
store the banking information 
for Checks by Phone.

Collect! has a built-in Payment 
Processing module that allows 
you to process Credit Card and 
ACH payments via our partners 
in a PCI compliant environment.



CBR: If this Debtor is to be 
reported to a Bureau, here is 
where you can setup and 
manage the CBR settings.



Group: If this Debtor has 
multiple debts, you can group 
them together. The Group tab 
allows you to setup and 
navigate the group members.



Miscellaneous: Completely 
user-defined with a variety of 
numeric and checkbox fields.



Phones: This tab lists associated 
phone numbers for the Debtor, 
including historical numbers, 
and the last Right Party Contact 
(RPC). Click on any number to 
open the Phone Screen to add 
detail on that number and to 
add opt-in and opt-out 
information for phone and text 
that will be logged in dedicated 
Opt In/Out Logs. 

The Opt In/Out functionality is 
an important part of Collect!'s 
compliance functionality. The 
Phone Screen also provides an 
RPC Override for occasions 
when a consumer gives 
permission for a further call 
within a lockout period.



Emails: Any associated email 
record for the Debtor, including 
historical addresses.

The Opt In/Out functionality of 
this tab mirrors that of the 
Phone Tab. 



Addresses: Any associated 
address record for the Debtor, 
including historical addresses.

This brings us to the end of our 
overview of the Debtor Screen.



Finally, we will look at the Work 
in Progress List.  Operators work 
from individual work queues, 
called Work in Progress (WIP) 
lists.  WIP Lists are made up of 
scheduled contact events, or 
operator tasks, not debtor 
accounts. The purpose of the 
WIP list is to present operators 
with their current tasks and 
provide quick access to the 
screens they need to complete 
those tasks. Automated tasks do 
not show up on WIP lists. 

Collectors are usually set to 
open to their WIP list when they 
sign in. Operators can use the 
filtering options in the upper 
left and track their progress in 
the upper right.



When you click the Reload 
button, you get access to the 
Date and Operator filters.

The Load Contacts for Operator 
field is only accessible for 
Managers, or Operators with 
the Group option enabled.

When accessing the WIP list of 
another Operator, Collect! will 
also load that Operator’s 
configuration, so you can see 
their WIP list from their point of 
view.



If you click the WIP Options button, 
you get more options to configure your 
WIP list. Some key items are:

Force Feed: forces the user to work 
the WIP in the order set in the WIP 
Sort field.

WIP Sort: Sets the default sort order 
for the WIP when reloaded.

Enabled Elapsed Time Counter: when 
enabled, Collect! will track how long 
users are on an account while working 
the WIP and store the value in the 
Elapsed field of the applicable contact.

Future Contact not Require: if checked, 
Collect! will not check the account for 
a future-dated contact. This is not 
recommended for collectors as it can 
orphan the account.

Load Contacts for Group: this is 
primarily for a Team Leader to be able 
to see all the team’s open contacts in a 
single list.

Show All Mode: by default, Collect! 
will only show contacts for Debtors 
with Mode Active. This option allows 
users to see all modes, including 
Suspended or Closed.

Defaults for New Contacts: this section 
allows you to set your defaults for new 
contacts. 



If you modify anything, use the 
SAVE AS DEFAULT button to save 
the changes. 

The OK button will only store 
the changes for the current 
session. Changes will only apply 
to the currently signed in 
Operator. 

To make changes for all 
Operators, sign in with Operator 
99. Please note that if a user 
already has a custom 
configuration file, changes with 
99 will not affect the operator’s 
configuration.



Right-clicking the column 
header for the To Do list and 
selecting Insert or Remove Field 
allows you to select which 
columns will appear in the WIP 
list.



Clicking a WIP list item will open 
the Debtor account with the 
Current WIP Event highlighted 
in the bar above the tabs.

From here you can review the 
account, proceed with the 
necessary action, then click the 
bar to manage the Current WIP 
Event. 

The next few slides will go over 
different ways of working an 
account.



Typing a note line, such as a call 
result, then clicking OK will 
prompt you to take an action on 
the current event.



You can choose to stay on the 
account to do some more work, 
leave it for later, or mark it as 
done.



If you select Mark as Done, it 
will then prompt you to create a 
follow up and return you to the 
WIP list.



If you find that typing the same 
thing over and over is becoming 
repetitive, you can use Contact 
Plans to save time.

On the second account, let’s 
click the Action button at the 
bottom right to open the list of 
Contact Plans.



In the list, select an action. For 
our example, let’s select 101.



On the Debtor, you will see that 
the note line was written for us. 
The plan also did something 
that we forgot on the last 
account. It set the status to ACT, 
instead of NEW as we are now 
actively working this account.

Contact (Action) Plans provide 
great scope for automating your 
collections. Most logical 
changes and routine decisions 
can be automated using Contact 
Plans, thereby ensuring that 
your workflow design is 
implemented, avoiding operator 
error and saving large amounts 
of operator time. 



Now on this third account, let’s 
say that your collectors are 
becoming more familiar with 
the system, and they want to 
improve efficiency.

Rather than clicking the action 
button, they can type the 3 or 4 
character code into the Run 
Plan field, then press Enter.



The plan will do the same action 
of writing the notes and setting 
the status.

The fewer keystrokes and 
mouse clicks means the more 
accounts per hour a collector 
can work.

Collect!'s optional built-in click-
to-dial module can save time by 
having the system dial the 
number for you.



On this last account, let’s say we 
got a hold of the Debtor and 
they want to make a payment 
arrangement.

In the Run Plan field, we will 
type in the code for our 
payment arrangement plan.



On the pop-up form, let’s fill in 
the applicable details of the 
arrangement.

For our example, this Debtor 
wants to do monthly payments 
on the first of each month for 
$100.



Once submitted, the plan will 
write the note lines and update 
the status.



The plan will also remove any 
queued-up dunning letters so 
they don’t get sent.

In their place will be an 
acknowledgement letter and 
the promise contact that will 
manage this arrangement.

The actions of this and any 
other Contact Plan, along with 
most aspects of the system, are 
completely customizable to suit 
your needs.



New business files are brought 
into Collect! using the import 
module. 

A range of activities are 
available to you when importing 
data including: 

• Importing clients and 
debtors

• Updating existing accounts

• Assigning operators

• Running contact plans on 
new an updated accounts

• Adding fees, interest rates, 
and commission rates

The functions available in the 
import module are the first 
aspect of Collect!’s many 
automation possibilities.



Batch processes can be 
scheduled to run unattended 
according to the frequency, day 
of week, and time you 
determine. 

The most common batch 
processes include:

• Data imports

• Printing batch letters or 
sending files to a letter 
service

• Generating statements

• Credit bureau reporting

• Reconciling ACH or credit 
card transactions

• System-wide recalculations.  

Along with Contact Plans, batch 
processes are key parts of 
Collect!’s automation potential. 



Collect! comes with a large 
number of industry standard 
reports that you can use as is, 
add your own branding, or edit 
for your more specific purposes.

Some reports are simple, 
others, such as the spin-down 
report and the interest reports, 
are very complex. All will save 
you time. 

Report categories include: 

• debtor letters, summons, 
checks

• promise management letters 
and reports

• operator analysis reports

• financial analysis reports

• client analysis reports

• month end statements and 
checks

• custom, user-defined reports



• Evaluation Download: https://www.collect.org/evaluation

• Find further details in our massive online Help documentation by  
using the search function or by consulting the Index
http://www.collect.org/documentation

• Contact Sales: sales@collect.org
• 1-800-661-6722, option 1
• 250-391-0466, option 1

Additional Learning Resources 

https://www.collect.org/evaluation
http://www.collect.org/documentation
mailto:sales@collect.org

