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Managing Invoice Timeline
Open ‘Manage Timelines’

CollectPro

*From the main Dashboard Select Tools > Manage Collection Policy

From here you can select one of four default timelines:

1. Standard

2. Light

3.  Aggressive

4 Seriously Delinquent

3} | Standard Timeine

To find more scripts & letters please visit our online resource library!

You can also customize the timeline.
Simply drag the Call Script, Letter

or Action from the respective column
and drop into the Invoice Action Timeline
temperature chart at the bottom.

1.Select
2.Drag & Drop
3.Save
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@ Manage Timelines:

1. Choose the timelne you wish to edit or create a new limeline.
2. Pick and drag the call, latier or action to tha postion on the tmsline.
3. Once you've placed all of your calls, letters and actions, chick "Save Timeline'.

v| [ Save Tmeine | | " New Timeine

| | % Delete Timeline
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View All Invoices
From the Main Dashboard click the ‘All Invoices’ tab.

This will show all invoices in the Invoice Action Timeline. = Collect Pra - Scratch Techn
You can sort each column by ascending and descending. File Reports Customers Took Help
£ Syne o History {_.__s Search Customners 1= Add Rerninder
You can also open each Invoice Action /' Today's Actions: Avoces €
Thursday fpd 01,2000 -
4

File Reports Customers Tools Help

& Sync 4y Hustory f"' Search Customers | [0 Add Reminder
e " Today’s Actions: Al Ivoices
Irrvoices .
S e e o E&‘ A Didest  Action Total
e Cie hwvoce  Doete Past Dus
Buldog 142 | 5130500 |-25 Payment Arangaments £270.00 | DI225°2000  $10,620.00
Buldog 143 $58500 |18 Payment Arangsments $27000 | 032272010 $10.620.00
|| Bob's Supply 144 563000 |-18 | Pmymert Amangements 45000 | 04/02/2010 $19.395.00
Eob's Supply 146 5202500 |12 | Paymert Arangements 45000 |D4/02/2010 $15.39500
FG Bar 167 5130500 |-11 | Paymert Arangemenis $54000 | 03/22/2010 $20.700.00
Bob's Supply 11455112500 |-10 | Payment Avangemerts 545000 | D4/02/2010 $15.39500
| Salbys Bar 1748373500 |3 Croct Hold Waming $1,250.00 | 04/11/2010 | $18.540.00
FQ Bar 166 $189000 4 | Payment Arangements $54000 0222010 $20.700.00
Dave's Buggies 180 $11.655.00 8 Payment Arangamants $1,800,00 | 03/22/2010 $41,040.00
Saly's Bar 172 $184500 9 | Credt Hold Waming $1.350.00 | D4/11/2010 $1B.540.00
Saly's Bar 173 5234000 9 Credt Hold Waming 5135000 04/11/2010 $18.54000
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File Reports Customers Help
@ syne | g History | (D se ~ars T Add Rerminder

[ v Today’s Actions:

Edit Call Scripts & Letters | iy . ot 01

Open ‘Manage Timelines’ L4

1.From the main Dashboard Select “Tools” @Manage Timelines:

2.Select ‘Manage Collection Policy’ 1. Chonse the timeline you wish to ed or create a new timeine.

3.Double click the Call Script or Letter I T e T

you wish to Edit.

..Eu'ldldﬁmin v‘l[l.;}"SmruTm || " Hew Timelne ];ﬁDﬁmeﬁ'n ]
This will open the ‘Event Editor’ Teo find more scripts & letters please visit our online resource library!
) Call Scripts New T Letters | Mew | /i Actions [ New
Follow Up Call
Seek Settlement Amourt
Seeking Payment Arangements

Seeking Payment Detai
Waming Of Credit Hold

Ewvord Edites
This adior will alkow you bo madfy e det als for everts thal oo in your temelnes

Erent Type: 3 - Evert Nome:  Credit Fokd Waming

Caman Tutzasd
- A B 5y = = = w
Event Editor [Credit Hold Waming -
Make the edits you want to the Event Template. [account # ACCOUNT_HUMBER_

[Account Balance: :ACCOUHT_BA.LA‘HEE
Agcount Stalus:

Be sure to click ‘Save’. . T ACCOUNT_STATUS_
l___ﬁ-CCWNT_,GDNTMT‘_TM_.

LUU! campany Shipped your product (pieaded yau & SERcE) in

Your edited Call Script or Letter will now be the base template oot Al Lintiebivatshe yosir moonint i nasy 294 Fris- Thin
{2 timas bayand the credd terms you were onginally extended and

for th at event. [we have neither receded any payment, nor heard from you
Eu-gmd.mg any prablem with our product (senice) Simply put, this

Hack of commumication concams us

|The purpose of this letber is to micemation you that you open
fetedt account status will be changed to CREDIT HOLD WITHIN
110 DAYS i your account balance is not pasd within that tme
[This Matter Requires ¥ our Immediate Attenbion

\ |WWe do nol congaded this type of action lghtly. Our sincere hope =

.Suu_: Cose
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View Invoice Action History
* From the main Dashboard Select “History”

This opens the Event History screen.
From here you can see all Invoice Actions.

You can also filter actions by:
¢ Customer

e Result/Summary

* Date Fitter History

Customer

File Reports Customers
@ sffic | [y History | [ Search Customers T Add Reminder

Tocls Help

7 Today's Ag

=

Start Date

Tuesday . December 29, 2009 [G~

Al Inveicas |

LM voices

End Date

Invoices paid

Monday |

March 29,2010 [E~

Al
Category

Result/Summary

Al
Quick Date Range

Past 50 Days
Notes

Date

Customer

Action

Result/Summary

Notes

3242010 12:36
FM

Bob's Supply

Cther Action

Collection postponed for 1 Days.

Reason: Test

3/25/2010 2:32
FM

Sally’s Bar

Waming Of Credit
Hold

Completed: Spoke with contact.
Promised Payment Follow-up
Email Sent.

Customer stated they have not
been paid yet but their invoice is
drawn on City of Lawrenceville.

3/25/2010 2:37
FM

Sally's Bar

Completed: Sent wia Email to:

Called again, mentioned sending
letter/onling invoice - he said he's
try to pay partial

Event History reports are easy
to generate and print

3/28/2010 9:43
AM

Bulldog

Waming Of Credit
Hold

Waming Of Credit Hold Skipped
Reason: Stated they were hoping
to get payment today to tomomow.
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VIeW a” InVOICeS £ Syne 5 Histu-r_-,ri pﬁench[uﬂmm Eﬁ.dﬂ Rermimder

1.Select “Search Customers”
2.Select Customer

[ v Today’s Actions: ay
Thursday . Apd 01, 20X

3.View Invoices I
Seanch: Cuslomer Name:  53%s B [ —
Bot's Supply Contach : Lara Oxtabiz 2 _
Bregus Mart Address: iew History
Darve's Bugges I Siraraer :
o e
red
=== Ssiys B Primory Phone: 5551212 e b C oo 5
sl i Srmpolectoes com | Chock Credt Scome |
Creci Limit SO0
Crodll Sconm: o
Credal Last Adpustod: L
Irvoices Due
Balance: $12 54000 Tolal Past Due:- 81258000 Cument Thanges: 5000
ivoice  Due Date Enctive Due Date 2.2:1&.: Amourt Halance
grm— m 12072010 172172010 -3 §1.350.00 $1.250.00
165 25200 252010 7o £2 380,00 £2 B20.00
127 2E2010 2E2010 £3 $630.00 $630.00
170 200 213200 |82 554500 £545.00
128 207200 2772010 53 $1,005.00 %1,035.00
- 2010 i
168 2K 220 n 5234000 52,340 00
1 A0 A1V |34 [$1.440.00 &1,480.00
1 1207310 20 .2? 5184500 51,845 00
173 ke e AN (27 $2 340,00 £2 340 00
S | 174 VR0 262010 2 $1TE00 $3,735.00
iz o
| Holes History-
mm 124321 PM
Salrha-u! ealad 1o thank us for being patient and that this wae & short berm cash pinch
| W F52010 23745 PM - Letter Paymen! Arrangements E

l:nn'plelad Sert via Emad 0
hettarsorires wivoscs - b mid bee's iry b iy pastisl

BgaEn, menbonsd sending
mmznmm = Call - Warring OF Credit Hedd
Comgictod

Sk wih -:ifm Promised Pament Folow g Emad Sent 25
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Adding Notes to Scheduled Actions

1. From “Today’s Actions” Select the action to edit
2. Add your notes to the “Notes” field
3. Be sure to click “Save & Close”

Invoices paid €

Help -

File Reports Custormers Tesls
& e }y History ‘,J Search Customers | [=3| Add Reminder
'C.-"I Today's Actions: Al nvvoeces
Fadey . Aol B.2010 v '
(Lol
Comanny Mams Aenount D
| FQBar $20,700.00
——p | |Sally’s Bar | $18.540.00
Dave's Bugoies £41.040.00
Bob's Supply .:HEI.]SS\.EI:I
FQ Bar * 700.00
B W

Customer  Saly's Bar Call 1 2 Invoices Past Due 10 Tolal Past Due  518.540.00
Conlact  Loumn Ottabs, Event £ Invoices Cument Chsment 5000
Pl 5551212 = Balance §12.540.00
Esmail Dl Brreralarinn com T T
Call Script Seeking Payment Amangements ey Tudonig Tustewrial
“Wa've had several previous comversation about your company's account balance in the amount of $15,540.00. My Call Tutorlal -

wtheout I'_Il‘.'ﬂill"lg a financial hardsh

managemant team recently reiewed your file and asked me to speak with you about setling up a payment arrangement that
will hedp you address your account balance to suspand any further collection actnaty against your company ”

“I'd like Lo starl by leaming a little more about your company's situation. Are you currently experiencing cash flow problems?”

“We would like to help you through this situation i we can. For instance, could you pay hall of your balance this month i we
grak you an exdra 30 days without interest or late fees on the other half?

i not feasibde, conbnue to seek smaller payments until you find a mutually agreeable payment scheduls

Ok, what if we break your balance down into smaller weekly payments? How much do you think you can pay each week

p far your company?”

| s Prva | |l Seve an PO || £2) Send Folowup Emad

CalRest
Spolos with contact

Dhdl st spesc with sontsct
Summany

Sent Folowp Emad

Compiete (71 Reschedule () Skip

—

Motess: Be sure io recond any defads of the action that may be needed later

1. The pemary goal of this call
15 MOMENTUM. . gt them
paying soma amaount,
regularty. Certainly they can
be paying you some amount
each week, so continug 1o
prass that pomt home until
you comé 1o an agreemant

2. Do not be afraid 1o remnd
your customer how long
you've already wasted
without any payment. Now
it's thasr tum o “do their
part’

1 Don't be shy about talling
them you expect them to

Aaminnobrata onmo mae

i Sosech Hutory,

Motes Hisbory:

12972010 12:43:21 PM

Sally hersel called bo thark us for being patient and that this wes & short term cash piech
» |[E5F2010 2:37:45 PM - Letter Pay Amange

(Complated; Sent wia Emal to
letter/orire irvosce - he asid ha's Iy o pay partial

iCallod agan. mentioned sending

25010 2:32-20 PM - Call -Waming Of Credit Hold
[Complated: Spokie wih contac!. Promssed Payment Follrwup Emad Sert

(Custemers stabed shey have nol baen cosd vl bul Sher irneoecs s dowen on Civ of Lasesocemdls

[ SavedCose |

Opbor J_Sdh‘du

(]

| [ s Sendto Cobections ]
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Adding Notes to Customer’s Account
1. From Main Dashboard select “Search Customers”

2. Select Account Name

3. Add Notes

4. Be sure to click “Save Notes”

== Collect Pro - Scratch Techs
File Reports Customers Tools Help

£ Syne 5 History ;:J Search Customers i3 Add Rerinder

[ . I
| % Today's Actions: W kvsces

Thusday . Apd 07
——————

Cusfomer Mame: 590 B
Conrl it Linsn Oftidaz

Primary Phona: 5951013

Emonill: paiSeyolectom com
Crocht Limit - o
Crodit Scors: 0
Crod List Adusied: ™8

rrweioss Dius

Babarere- 518 54000 Tolal Pasi Dus: 31252000 Cowrent Changess: 5000

] Due Date Sectyve Due Dale E:'M Amount Balarce

122010 212000 =, $1,350.00 51,350,00

€5 N0 25200 ] £2 380 00 282000
127 26200 2e00 &3 W00 $63000
170 2320 2200 &2 Fu5.00 54500
128 2172010 27200 LE] 5103500 0,03800
162 L0 228200 51 $2.340 00 £2.340:00
m LR ET ] |3 M $1.440 00 $1.44000
172 2NN 120200 Fi $1.8£500 184500
173 1H0M0 12000 Fil 5235000 52,3400
174 |0 1262000 21 $£1.73500 £3,73500
Hotes

Hmul Hied

mmﬁgﬁﬁu&m“ﬂmmaum;MMumm
[Commpieted Sent v Bl 1

[Caibod) s, mmum&ﬂr—m b i ' ey B pary pavtial
|2r75/2010 23720 PM - Call: Warring OF Crodit Hold

:'.Carrc!ﬂad ook wih corect Promsed Pevnent Folow-o Emad Sent

" Serve Mobes
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View Invoices in Each Stage of Timeline

g A S ey * Select the Point on timeline to view
Aot — * The number in each box represents the number of open invoices
Fr—— —— T - at that point in the timeline .
i A A - e Prarwe 18 Lo Vot . . . ) 5 . .
Sarite S . Sadie s g * Click on the number of invoices to see invoice list detail for stage
Firsm s Fioagums LETEEEY ] L] raan Tt e anr—
Ll LLLE Y] - ey S RS gy
T A (] T —
e From here you can view all the invoices at that stage of
i e e A i i The Invoice Action Timeline.
By LR T ) - Pt A marm—
G s LL] | e i W ey
s ey LS T - Tl bk W e . . .
s ——— i Povms ey You can also open each pending Invoice Action
[y Ty s [T S —
ks Ty T - T drrarg—

o o e (T

T =T
Pl Repecti O Toch  Halp
S sy | 5 Hemary ;-;'Sththl:nrﬂt'hr'l T3 Akl Rerruruder
[ ———— T ———— -/'Tnan-,-'-;.i.;lmn;.; A Irmemacay
_-.___1;. e T me e e oE — - .
¥ 5 - -
R ™ e E ki D) e R
i SO T Pamert gty e e T
g woEne M Fpmary Srungeests HWE W e m
e o owam M B i ane ] R o e L el
P R e k| Pt St __lllw e _EII.HD:I
| D' Bl u ILI'.GD}_'I-I Fame bt nmm_m@m 2
P oo m L et T] TRE  [Iame Wﬁﬂ
Bokis Supedy 7 SHRID T Payeet Amwrgesents MO0 BLENEND B9800
Builiegy LU T ] Fayet brwnpris T HIE0 ¥
Bebn Supnsy LU - ] Pﬂ_m MG  DETILTND 1R D0
B’ oy HR @M n Fayert reapr=ta MR | DLTLTID TSI 00

| P e et Lo, i Drecked | i Hescredie Creciied e Al et
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