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SECTION1 GENERAL PTP CONCEPTS

Whatisa PTP?

PTP is an acronym for “promise to pay” and is fairly self-explanatory - it is an agreement between a credit provider
and a debtor in which the debtor promises that he or she will provide payment by a specific date.

Whether you are a doctor, lawyer, business owner, third party debt collector, or in any occupation that requires you
to recover money from a customer, you will need to have predetermined and reliable strategies in place in order to
effectively recover the money that is owed to you - a PTP agreement is an efficient way of securing these
payments.

Why are PTPs important for your business?

PTPs are a fundamental component in any collections and recovery strategy and they help improve collection
productivity and results.

Creating payment agreements with your clients will also provide you with the opportunity to work out payment
solutions in cooperation with clients while still protecting the customer relationship, which is very important in the
early stages of payment procurement.

SECTION 2 PTP MANAGER FEATURES AND FUNCTIONS

What is the PTP Manager?

In a nutshell, the PTP Manager is a tool used to record, monitor and manage PTP arrangements.
With the PTP management tool you will be able to:

Create and log new PTP arrangements with various payment options for the debtor to choose from;
Manage PTPs that are in arrears or settle PTPs that have been paid in full;
Work according to a scheduled workflow that makes the process of managing instalments from creation to
settlement easy (see the following section for more information on the workflow process);

e View all arrangement history, including, for example, all payment transactions (amounts and dates on
which they were performed), the status of the PTP instalment (defines the current progress of the
instalment), the workgroup (users working on the arrangement) assigned to the case, and so on.
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PTP Manager workflow concepts

From the moment you create a new PTP arrangement, your workflow will kick off. A workflow is essentially a
sequence of processes through which the arrangement passes from creation to settlement and is driven based on
whether PTPs are honoured or not.

PTP instalments can be in one of eight stages of development at any time (depending on how payments have been
made - full or partial; in grace or after grace - or if they have been made at all, and some stages may activate certain
instructions that will aid you in settling the account and keep you up-to-date with the status of the case.

These are the eight possible stages that an arrangement can pass through:

1. PTP Arrangement: New - A new Promise-to-Pay Arrangement is created on the case
PTP Arrangement: Full Payment Received - A Full Payment (within acceptable bracket) has been received
onaPTP

3. PTP Arrangement: Partial Payment In Grace - A Partial Payment was received on a PTP: Grace Period
given

4. PTP Arrangement: Partial Payment After Grace - A Partial Payment was received on a PTP: determined
after the Grace Period

5. PTP Arrangement: Settled - Debt on Case is Settled by means of the PTP Manager

6. PTP Arrangement: No Payment In Grace - No Payment was received on a Scheduled PTP: Grace Period
given

7. PTP Arrangement: No Payment After Grace - No Payment was received on a Scheduled PTP: After Grace
Period

8. PTP Arrangement: Pre-PTP - PTP Arrangement is due in 5 days or less

When an instalment is in any one of these stages, the status of the case will automatically change to reflect the
respective stage and, as stated above, you may receive certain instructions that need to be executed in order for
the arrangement to succesfully progress to settlement/closure. You can set up the kind of instructions you would
like to receive as the case progresses. Here are a few examples:

a. When you create a new PTP arrangement, the status of your case will automatically change to PTP
Arrangement: New. When this status changes you might receive an instruction like this: Perform Task:
New PTP Arrangement Follow-Up. Your administrator will be able to set up a description of what the
follow-up will entail.

b. If a partial payment is received from the debtor within the given grace period, the status of the case will
change to PTP Arrangement: Partial Payment In Grace and you might receive an instruction like this:
Perform Task: Partial Payment In Grace Follow-Up. Again, your administrator will be able to setup a
description of what the follow-up will entail.

c. When a PTP Arrangement is due in 5 days or less, the status of the case will change to PTP Arrangement:
Pre-PTP and your administrator may set up an instruction to send a reminder SMS to the debtor to ensure
he doesn’t miss the payment due date. This instruction may look like this: SMS: Custom SMS Message.

Here is diagram to help you understand the workflow process:

SECTION e Status Change Instruction
(No Payment was (PTP Arrangement; No (Perform Task: Broken
3 PTP received on a Scheduled F'-i‘|FITIE After GHCE:' PTP After Grace

PTP: After Grace Period)

Follow-Up)

MANAGER
SETTINGS

Before you can start creating PTP arrangements you will need to configure some settings to ensure optimal use of
the features and functions available in the PTP Manager.
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Step 1: Changing basic PTP settings

1.1. Open PTP Settings in the Configuration Tool

In order to configure your PTP Manager settings, you will have to access the Case Manager Configuration Tool
and click on the PTP Settings button (Figure 1):
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1.2. Change PTP settings

Once you have clicked on the PTP Settings button, the following screen (Figure 2) will be displayed where you
are able to change:

The number of grace period days you wish to assign to PTP arrangements;
The percentage of a payment that constitutes a partial or full payment;
The option to change the workgroup on a case upon the creation of new PTP arrangements (accounts
can be dynamically distributed to a pool of resources);

e The option to automatically cancel PTP arrangements when no payment is made by a debtor and the
grace period has been exceeded.

n this section yau can decide how marny grace
period days to assign to yaur PFTR
a rranEu?n' ents,

This section allows you to designate what
constitutes a full or partial payment. In this example
the percentage is 10, therefare, should the debtar
pay 10% short of the full amaunt, it will still be
considered a full payment (i.e. R90 of R100). If the

A grace period is a periad of time after a
payment due date that gives the debtor mare
tirre to pay without incurring any penalties. 1t
alza allows far transfer times between banks
and technical ar ather reazons that may cause

= a payment to be unforesesably delayed, dehtar pays anything more than 10% shart of the full
| Save onoe you amount, it will be considered a partial payment
ade the
ary Changes
This section identifies the Last time the PTP Progess
lﬁ' PTP Settings was run, The PTP Process is a pracedure that runs as
A part of the Daily Maintenance process, This pracess
u @O runs every day in arder bo keep your workflow
' up-to-date, You will not be able ta change this
informatian,
[Grace Percd Cavs w )
[Partal Payement Perconitage I d-q—

i gy——

Check this box should yau want the aption to
change the workgroup [userfusers) on a case every
time a rew PTF arrangement is created,




Step 2: Changing PTP workflow settings

Managing a PTP arrangement will require you to work according to a predetermined workflow. As discussed
in PTP Manager workflow concepts above, the workflow is driven by stages (payments made/not made) that
cause the status of the case to change, which in turn, will activate certain instructions that need to be
executed in order for the account to eventually be settled.

Please contact your Support team for more information on setting up your own unique workflow.

SECTION 4 PTP MANAGER STEP-BY-STEP USER GUIDE

Step 1: Creating a new PTP arrangement

2.1. Open PTP Manager

Once you have a case open you will be able to access the PTP Manager from the toolbar menu (Figure 8):

Click here to open

PTP Manager,

& - fhéﬁ'w‘l e s ﬂ;ii_ ..-'?",ihiﬂmmmu

Status Payment Receroed l Workgroug Defedl Workgioug PP Arrangement
¥ e ::n o Cresate the Promise-to-Pay Arangement
. the current debtor. Arrangement history can
Case Referene Tothe T vpe Irvtasbs Begat & tan Mo S risses (T aampary, F-)  ssobe vewed.
OO000000 11 ety L] F il

2.1.1. PTP Arrangement home screen

Once you have clicked the PTP Arrangement button, the PTP Arrangement home screen will be displayed
(Figure 9):

. thie case you are currenthy
osit Arrangement tab Case Reference: 0000000004 -} working an,

m" """"""" _ m This is the reference number for L

the current FTP




2.2, Create a new PTP arrangement

To create a new PTP arrangement, click on New Arrangement | New Arrangement | (as displayed in Figure 9). The

below screen (Figure 10) will be displayed. Here you have the option of selecting either:

the Once-off Payment option, where you will simply insert the full amount to be paid and the
arrangement will be created;

or the Instalment option, where you will be required to enter the details of the instalment

arrangement (Figure 11).

| Mew PTP Amangement..___ ik

Mesw FTR Arrangement
Dwte of Frst Payment:

(20 1411/ 12 (%]

I o Cnice-off Payment

J Instaliment |

Select either the Once-off
Payment aption or the
Instalment optaon.

Once you have made the above
selection, click on Create.
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2.2.1. PTP Instalment Arrangement

Should you select the Instalment option, the below screen (Figure 11) will be displayed and you will have

to insert the details of

the instalment arrangement:

“+ New PTP Arrangement..,

Should the first payment that the
debtor pays differ from the future
instalments, check this box and

enter the First Payment Amount.

Once you have completed all the
necessany fields in this screen,
click on Create.

! New PTP Arrangement '-_-I

|cate of First Payment: 2014711712 ﬂ“_
D OnceoffPayment  @lcaialingsit! ]
Instalment Amount; 100 o |
Instalment Penod: |

| First payment differs from instaliment amount

The Date of First Payment field
stipulates the date on which the first
paymerit from the debtor should be
received,

The Instalment Amount field stipulates
the amount that will be paid in each
instalment,

| o
o] o

The Instalment Period section allows
wou ta select an instalment period:
Menthly, Biweekly [every second week),
Weakly, Bimonthly (every second
mwnthy, or Quarterly, and the day of the
micnthweek on which it will be paid.

2.3. PTP Arrangement details

You have now created a new PTP arrangement, the details of which will be displayed in the PTP Arrangement
home screen, as in the example below (Figure 12):

Case Reference: (000

on e Sth of every month.

Deponit A angemertt | Dkt Crder |
[P — T —————
The next payment of 200.00 ) sdueon DI4LI05 ad
Workgroug:  Admirsstrato Date Created:  2014/1 105 -
Debitor i to pay an sl amount of 90.00 ) o0 WIYILOS o
whareafter an amaunt of 200.00 | ek be pasd Manhly

Iri this example, all the details of the
created PTP arrangerment will automatically
display i the relevant fields.

I the PTP History secticn you will now be
able to see all the transaction history and
stabus of the arrangement. Please note that
this information will anly reflact here when
the instalment is due and after you have run
the PTP Process (Home screen menw bar =
Tools = Daily Maintenance = PTP Process)
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Step 2: Managing a PTP arrangement

2.4. Processing payments

Once you have created a new PTP arrangement and the debtor has paid the full amount once-off, or paid the
firstinstalment, the next step is to record the payment transaction in order for your workflow to progress.

2.4.1. Open the case’s Financial History

e To loga payment, you will have to access the Show History button from the home screen
toolbar menu (Figure 13):

Click here to open
Histary.

Slav YOS v TiY|eswe

| |
K ﬂe:hmmrv | Show History
i gre  View the history of the aurent case be required to click on the
: ztz} <, Initiss Reular case:

L]

Click the Financial tab to
open the Financial section

2.4.2. Open the Add payment transaction screen
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2.4.3.

fer in the Costs section: Configuration Tool = Voyageretz
) Settings = Finances = Check the Add 10% Collection Fee box
Payment Recerved

In the Financial section, you will notice a number of new toolbar menu items. You must click the
Add Payment Transaction button to log a payment (Figure 15):

Click the Add Payment
Transaction button to add a
pa':,nnenr Enrr;r.

¥ History for 0000000010

Add Payment Transacton
- Add a Payment enfry to the current case

0111201

Add the payment transaction

Once you have clicked on the Add Payment Transaction button, the following screen will be
displayed (Figure 16) where you can enter the details of the payment transaction:

Insert the exact amount of the received payment in
the Payment Amaount section,

If}rcuu are a registered debt callector and you are collecting
paymernt an behalf of someone elze (Plaintiff), you are entitled
tey & 106h collection fee. You can enable settings in the
Configuration Teol that autamatically calculate and display the

and check the Immediately allocate payment to Collection

Payment Amountz |

Fee bow

250l00 i | ——rd

550 LA
S50 1B

[ vomentson ]

As abawe, it you are 3 debt collectar, the payment amcunt can
be split between the Capital (amount owed to the Plaintiff),
and the Costs jamount awed 10 vou (55 14)).

J

50,00 dl The Actual Date refers to the date an which the payment was
0.00 ﬂ S5 2a: | 0.00 ﬂ made and the Capture Date refers to the date the payment was
0.00 a 550 B 0.00 a uploaded anto the system,

' Additional Information —-—_—-I

The Receipt Info, Payment Info, and Notes fields are

Actual Date: 2014/11/17 g ﬁpén fields and you can add any necessary infarmation
. ere.
Capture Date: __ 2014/11/17 ﬂ
Recsipt Info! Payment Info! » The Payment Method allcws you to select how the
paynent was made.
Payment Location: Internal ud Payment Methad: |Sank o
[T ¢ | 4 The Payment Location should be set to Internal if the

i

a debtor made the payment toyau and External if the
2 gdebtar paid the Pla in;i'lf linthecase 21’ third party debt




2.4.4. Details of the payment transaction
After adding a payment transaction:

e details of the transaction will be displayed in the case’s Financial History (Figure 17);
e and inthe PTP History section in the PTP Manager screen (Figure 18);
e and the status of the case will be updated (Figure 19).

The payment transaction is now reflected in the case’s
Financizal Histary.

tory for DOONND007F

In the PTP Manager, tha PTP Histary section has rnow been
updated with the latest payment transaction details. Please note
that in arder for this infarmation to reflect here yow will hawve to run
2014/1L... Adminls sbor 25000 250.00 Ful Peyment  2014/14/17 ~lf——| the PTP Process first (Home screen menu bar = Tools = Daily
Maintenance = PTP Process).

Matice that the status of the case an the hame
screen has been updated 1o PTP
Arrangement: Full Payment Recelved.

2.5. Processing partial payments and non-payments
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Occasionally, a debtor only pays part of the agreed upon amount or does not make payment by the arranged due
date. You will have to have procedures in place to recover the missed or partial payments.

2.5.1. Partial payments

When a debtor makes only a partial payment on the due date, upon loading the payment transaction (See
Processing payments for guidelines on loading a payment transaction), the system will recognise that the
full amount has not been paid and the status of the case will change to PTP Arrangement: Partial
Payment In Grace. A grace period has now been initiated that will give the debtor time to pay the
outstanding amount. According to your PTP workflow settings, you may receive an instruction to follow up
with the debtor to try and recover the outstanding amount before the grace period is exceeded, although
this is usually done after the grace period has passed.

e If the debtor makes the outstanding payment within the given grace period, the system will
recognise that the full payment has been received.

e If the debtor fails to make the outstanding payment within the grace period, the status of the case
will change to PTP Arrangement: Partial Payment After Grace, and again, according to your
workflow settings, you may receive an instruction to contact the debtor in order to recover the
outstanding amount.

2.5.2. Non-payments

If a debtor does not make a payment by the due date, the status of the case will be updated to PTP
Arrangement: No Payment In Grace, and a grace period will be initiated to give the debtor more time to
make the payment.

e |f the debtor makes the payment within the grace period, the system will recognise that the
payment has been received.

e Should the debtor fail to make payment within the grace period, the status of the case will be
updated to PTP Arrangement: No Payment After Grace, and according to your workflow settings
you may receive an instruction to follow up with the debtor to try and recover the debt.

2.6. Settling an arrangement

Once a debtor has paid off the full amount that was due, and the balance of the case is zero, the status of the case
will automatically change to PTP Arrangement: Settled. This case can now be archived as it will not require any
further management.
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