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23 SEPTEMBER 2022

Collector



Training Briefing – High Level Process Flow



Briefing Session - Training Schedule
Time Application Function

10.30 am – 11.00 am Briefing Session

11.00 am – 11.30 am

Manager Functions

➢ Management Dashboard & Reports

➢ Master list of Customers,  Subsidiaries, Invoices, Transactions and Actions History



Time Application Function

11.30 am – 12.30 pm

Collector Functions

➢ Collector Dashboard

➢ Quick Access

➢ Regenerate Templates (SOA, Invoices, Credit Notes & Official Receipts)

➢ Ad - hoc Actions (Email, Call, Note, PTP, Letter, etc.)

Briefing Session - Training Schedule



Time Application Function

2.30 pm – 4.30 pm

Admin Functions

➢ Worklist Configuration  (Collectors Assignment)

➢ Workflow Configuration  (Reminders Automation)

➢ Roles Management 

➢ Staff Management 

➢ Templates Editor

➢ Parameters Settings

➢ Payment Listener 

Briefing Session - Training Schedule



No Application Function Status Completed Date

1 Quick Access (Collectors) Completed 23/09/2022

2 Template Regeneration 
(Statement of Accounts, Invoices, Credit Notes, 
Official Receipts)

Completed 23/09/2022

3 Action – Email Completed 23/09/2022

4 Action – Letter Completed 23/09/2022

5 Action – Note Completed 23/09/2022

6 Action – Visit Completed 23/09/2022

7 Action – Call Completed 23/09/2022

8 Action – PTP (Oldest Overdue/Per Invoice) Completed 23/09/2022

9 Action – Dispute Completed 23/09/2022

10 Action – PDC Completed 23/09/2022

11 Action – Escalation Completed 23/09/2022

Collector Session



Scenario

1. Click Dashboard 
“Collector”

2. Monitor across the 
worklist of  Customers, 
Portfolio Snapshot, 
Customer Payment 
Summary, DSO.

3. Filter by Subsidiary, 
Collector, Customer, etc. 

4. Select second level filter 
to preview a specific 
month.

CompletedStatus:

Comments

Detailed ready-made analytics of multi-dimensional data 

Scenario 1: Dashboard – Collectors



Scenario

1. Click Quick Access 

2. Quick Filter “WL-COLLECTOR.”

3. Click on the customer to 
choose the customer in order 
to display Quick Access view

4. Click Customer Information to 
view Customer #, Customer 
Name, Address, Main PIC, 
Email, and Contact #.

5. Click Transactions to view 
transactions and invoices 
belonging to the customers.

6. Click Actions History to view 
actions.

7. Click Subsidiaries to view 
Subsidiaries of the customers. 

CompletedStatus:

Comments

An overview of the application’s main modules which allows users to gain an insight into each main function of the application 
(e.g., Customer information, Transactions, Actions History and Subsidiaries)

Scenario 2: Quick Access – Collectors



Templates 
Regeneration

SOA, Invoice, Credit Note & Official Receipt

Templates



Scenario 1: Template – “Parent” Group SOA

Scenario

1. Click and choose a Parent 
Customer

2. Click “SOA” 

3. Group SOA template will 
generate in a separate tab.

Sample:

Customer : WSA GROUP

Expected Result: 

Group SOA generated for Parent
WSA GROUP

CompletedStatus:

Comments

To view the “Parent” Group Statement of Account (SOA)



CompletedStatus:

Comments

Able to generate/view the Statement of Account (SOA)

Scenario 1: Template – “Parent” Group SOA

Scenario

1. Click and choose a Parent 
Customer

2. Click “SOA” 

3. Group SOA template will 
generate in a separate tab

Sample:

Customer : WSA GROUP

Expected Result: 

Group SOA generated for Parent
WSA GROUP



Scenario 2: Template – “Child” SOA

Scenario

1. Click and choose a Child 
Customer

2. Click “SOA” 

3. Child SOA template will 
generate in a separate tab

Sample:

Customer CARPETS 
INTERNATIONAL MALAYSIA 
MANUFACTURING SDN BHD

Expected Result: 

Child SOA generated for Customer 
CARPETS INTERNATIONAL 
MALAYSIA MANUFACTURING 
SDN BHD

CompletedStatus:

Comments

To view the Statement of Account (SOA)



Scenario 2: Template – “Child” SOA CompletedStatus:

Comments

Able to generate/view the Statement of Account (SOA)

Scenario

1. Click and choose a Child 
Customer

2. Click “SOA” 

3. Child SOA template will 
generate in a separate tab

Sample:

Customer CARPETS 
INTERNATIONAL MALAYSIA 
MANUFACTURING SDN BHD

Expected Result: 

Child SOA generated for Customer 
CARPETS INTERNATIONAL 
MALAYSIA MANUFACTURING 
SDN BHD



Scenario 3: Template – Individual SOA

Scenario

1. Click and choose a Customer

2. Select “Subsidiaries” 

3. Choose which subsidiary to 
generate the SOA from

4. Click “SOA” 

5. Individual SOA will be 
generated in separate tab.

Sample:

Customer : CARPETS 
INTERNATIONAL MALAYSIA 
MANUFACTURING SDN BHD

Expected Result: 

Individual SOA generated for 
Customer CARPETS 
INTERNATIONAL MALAYSIA 
MANUFACTURING SDN BHD

CompletedStatus:

Comments

To view the Statement of Account (SOA)



Scenario 3: Template – Individual SOA CompletedStatus:

Comments

Able to generate/view the Statement of Account (SOA)

Scenario

1. Click and choose a Customer

2. Select “Subsidiaries” 

3. Choose which subsidiary to 
generate the SOA from

4. Click “SOA” 

5. Individual SOA will be 
generated in separate tab.

Sample:

Customer : CARPETS 
INTERNATIONAL MALAYSIA 
MANUFACTURING SDN BHD

Expected Result: 

Individual SOA generated for 
Customer CARPETS 
INTERNATIONAL MALAYSIA 
MANUFACTURING SDN BHD



Comments

View an Invoice

Scenario 4: Template - Invoice

Scenario

1. Select a Customer from Quick 
Access

2. Select Transactions tab

3. Select one Invoice from the 
list of transactions  

4. Click “Invoice” preview button 

5. Invoice will be generated in 
another tab.

CompletedStatus:



Comments

Invoice generated

Scenario 4: Template - Invoice CompletedStatus:

Scenario

1. Select a Customer from Quick 
Access

2. Select Transactions tab

3. Select one Invoice from the 
list of transactions  

4. Click “Invoice” preview button 

5. Invoice will be generated in 
another tab.



Scenario 5: Template – Credit Note CompletedStatus:

Comments

Able to generate/view the Credit Note template

Scenario

1. Select a Customer from Quick 
Access

2. Select Transactions tab

3. Select one Credit Note from 
the list of transactions  

4. Click “Credit Note” preview 
button 

5. Credit Note will be generated 
in another tab.



Scenario 5: Template – Credit Note CompletedStatus:

Comments

Credit Note generated

Scenario

1. Select a Customer from Quick 
Access

2. Select Transactions tab

3. Select one Credit Note from 
the list of transactions  

4. Click “Credit Note” preview 
button 

5. Credit Note will be generated 
in another tab.



Scenario 6: Template – Official Receipt CompletedStatus:

Comments

View Payments and Generate Official Receipts 

Scenario

1. Select a Customer from Quick 
Access

2. Select Transactions tab

3. Select one Payment from the 
list of transactions  

4. Click “Official Receipt” 
preview button 

5. Official Receipt will be 
generated in another tab.



Scenario 6: Template – Official Receipt CompletedStatus:

Comments

Official Receipt generated

Scenario

1. Select a Customer from Quick 
Access

2. Select Transactions tab

3. Select one Payment from the 
list of transactions  

4. Click “Official Receipt” 
preview button 

5. Official Receipt will be 
generated in another tab.



Perform 
Actions

Perform Email, Letter, Note, Visit, Call, PTP, Dispute, PDC, Escalation

Actions



Comments

Able to perform Email action

Scenario 1: Email Action

Scenario

1. Select customer

2. Click ‘Action’ dropdown menu 
and Create Email action. 

3. Add details such as email, BCC 
and select template. 

4. Click Preview. 

5. Click ‘Save’ button

CompletedStatus:



Comments

Able to perform Email action

Scenario 1: Email Action CompletedStatus:

Scenario

1. Select customer

2. Click ‘Action’ dropdown menu 
and Create Email action. 

3. Add details such as email, BCC 
and select template. 

4. Click Preview. 

5. Click ‘Save’ button



Comments

Able to perform Email action

Scenario 1: Email Template Preview

Scenario

1. Select customer

2. Click ‘Action’ dropdown menu 
and Create Email action. 

3. Add details such as email, BCC 
and select template. 

4. Click Preview. 

5. Click ‘Save’ button

CompletedStatus:



Comments

Able to perform Letter action

Scenario 2: Letter Action

Scenario

1. Select customer

2. Click ‘Action’ dropdown menu 
and Create Letter action. 

3. Select Template.

4. Click Preview. 

5. Click ‘Save’ button

CompletedStatus:



Comments

Able to perform Letter action

Scenario 2: Letter Action CompletedStatus:

Scenario

1. Select customer

2. Click ‘Action’ dropdown menu 
and Create Letter action. 

3. Select Template.

4. Click Preview. 

5. Click ‘Save’ button



Comments

Able to perform Letter action

Scenario 2: Letter Template Preview CompletedStatus:

Scenario

1. Select customer

2. Click ‘Action’ dropdown menu 
and Create Letter action. 

3. Select Template.

4. Click Preview. 

5. Click ‘Save’ button



Comments

Able to perform Note with reminder action

Scenario 3: Note Action - With Reminder

Scenario

1. Select customer

2. Click ‘Action’ dropdown menu 
and Create Note action. 

3. Select the Reminder option

4. Fill up required fields.

5. Click ‘Save’ button. Note is 
saved.

CompletedStatus:



Comments

Able to perform Note with reminder action

Scenario 3: Note Action - With Reminder CompletedStatus:

Scenario

1. Select customer

2. Click ‘Action’ dropdown menu 
and Create Note action. 

3. Select the Reminder option

4. Fill up required fields.

5. Click ‘Save’ button. Note is 
saved.



Comments

Able to perform Note without reminder action

Scenario 4: Note Action - Without Reminder

Scenario

1. Select customer

2. Click ‘Action’ dropdown menu 
and Create Note action. 

3. Unselect the Reminder 

4. Fill up required fields.

5. Click ‘Save’ button. Note is 
saved.

CompletedStatus:



Comments

Able to perform Note without reminder action

Scenario 4: Note Action - Without Reminder CompletedStatus:

Scenario

1. Select customer

2. Click ‘Action’ dropdown menu 
and Create Note action. 

3. Unselect the Reminder 

4. Fill up required fields.

5. Click ‘Save’ button. Note is 
saved.



Comments

Able to perform Visit action

Scenario 5: Visit Action

Scenario

1. Select customer

2. Click ‘Action’ dropdown menu 
and Create Visit action. 

3. Fill up/Select the required 
fields.

4. Click ‘Save’ button. Visit action 
is saved.

CompletedStatus:



Comments

Able to perform Visit action

Scenario 5: Visit Action CompletedStatus:

Scenario

1. Select customer

2. Click ‘Action’ dropdown menu 
and Create Visit action. 

3. Fill up/Select the required 
fields.

4. Click ‘Save’ button. Visit action 
is saved.



Comments

Able to perform Call action

Scenario 6: Call Action

Scenario

1. Select customer

2. Click ‘Action’ dropdown menu 
and Create Call action. 

3. Add details such as phone no/ 
Select the required fields.

4. Click ‘Save’ button. Call action 
is saved.

CompletedStatus:



Comments

Able to perform Call action

Scenario 6: Call Action CompletedStatus:

Scenario

1. Select customer

2. Click ‘Action’ dropdown menu 
and Create Call action. 

3. Add details such as phone no/ 
Select the required fields.

4. Click ‘Save’ button. Call action 
is saved.



Comments

Able to perform PTP with oldest overdue date action

Scenario 7: PTP Action - Oldest Overdue Date

Scenario

1. Select customer

2. Click ‘Action’ dropdown menu 
and Create PTP action. 

3. Fill up/Select the required 
fields. When Apportionment 
Type = Oldest Overdue Date, 
the invoice with the oldest 
overdue date will be shown 
below.

4. Click ‘Save’ button. PTP action 
is saved.

CompletedStatus: Completed



Comments

Able to perform PTP with oldest overdue date action

Scenario 7: PTP Action - Oldest Overdue Date CompletedStatus:

Scenario

1. Select customer

2. Click ‘Action’ dropdown menu 
and Create PTP action. 

3. Fill up/Select the required 
fields. When Apportionment 
Type = Oldest Overdue Date, 
the invoice with the oldest 
overdue date will be shown 
below.

4. Click ‘Save’ button. PTP action 
is saved.



Comments

Able to perform PTP with per invoice action

Scenario 8: PTP Action - Per Invoice

Scenario

1. Select customer.

2. Click ‘Action’ dropdown menu 
and Create PTP action. 

3. Fill up/Select the required 
fields. 

4. Apportionment Type = Per 
invoice.  Click Select Invoice 
button.

5. A list of invoices associated 
with the customer will be 
shown. Select invoices.

6. Adjust Amount promised to 
be paid for each invoice. 

7. Click Save button. Action 
saved. 

CompletedStatus:



Comments

Able to perform PTP with per invoice action

Scenario 8: PTP Action - Per Invoice CompletedStatus:

Scenario

1. Select customer.

2. Click ‘Action’ dropdown menu 
and Create PTP action. 

3. Fill up/Select the required 
fields. 

4. Apportionment Type = Per 
invoice.  Click Select Invoice 
button.

5. A list of invoices associated 
with the customer will be 
shown. Select invoices.

6. Adjust Amount promised to 
be paid for each invoice. 

7. Click Save button. Action 
saved. 



Comments

Able to perform PTP with per invoice action

Scenario 8: PTP Action - Per Invoice CompletedStatus:

Scenario

1. Select customer.

2. Click ‘Action’ dropdown menu 
and Create PTP action. 

3. Fill up/Select the required 
fields. 

4. Apportionment Type = Per 
invoice.  Click Select Invoice 
button.

5. A list of invoices associated 
with the customer will be 
shown. Select invoices.

6. Adjust Amount promised to 
be paid for each invoice. 

7. Click Save button. Action 
saved. 



Comments

Able to perform PTP with per invoice action

Scenario 8: PTP Action - Per Invoice CompletedStatus:

Scenario

1. Select customer.

2. Click ‘Action’ dropdown menu 
and Create PTP action. 

3. Fill up/Select the required 
fields. 

4. Apportionment Type = Per 
invoice.  Click Select Invoice 
button.

5. A list of invoices associated 
with the customer will be 
shown. Select invoices.

6. Adjust Amount promised to 
be paid for each invoice. 

7. Click Save button. Action 
saved. 



Comments

Able to perform Dispute action

Scenario 9: Dispute Action

Scenario

1. Select customer.

2. Click ‘Action’ dropdown menu 
and Create Dispute action. 

3. Fill up/Select the required 
fields. 

4. Click Save button. Action 
saved.

CompletedStatus:



Comments

Able to perform Dispute action

Scenario 9: Dispute Action CompletedStatus:

Scenario

1. Select customer.

2. Click ‘Action’ dropdown menu 
and Create Dispute action. 

3. Fill up/Select the required 
fields. 

4. Click Save button. Action 
saved.



Comments

Able to perform PDC action

Scenario 10: PDC Action

Scenario

1. Select customer.

2. Click ‘Action’ dropdown menu 
and Create PDC action. 

3. Fill up/Select the required 
fields. 

4. Click Save button. Action 
saved.

CompletedStatus:



Comments

Able to perform PDC action

Scenario 10: PDC Action CompletedStatus:

Scenario

1. Select customer.

2. Click ‘Action’ dropdown menu 
and Create PDC action. 

3. Fill up/Select the required 
fields. 

4. Click Save button. Action 
saved.



Comments

Able to perform Escalation action

Scenario 11: Escalation Action

Scenario

1. Select customer.

2. Click ‘Action’ dropdown menu 
and Create Escalation action. 

3. Fill up/Select the required 
fields. 

4. Click Save button. Action 
saved.

CompletedStatus:



Comments

Able to perform Escalation action

Scenario 11: Escalation Action CompletedStatus:

Scenario

1. Select customer.

2. Click ‘Action’ dropdown menu 
and Create Escalation action. 

3. Fill up/Select the required 
fields. 

4. Click Save button. Action 
saved.



Thank You

Disclaimer: Feature and functions only.


