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SECTION 1 INTRODUCTION AND OVERVIEW

Introduction

Debit orders form an imperceptible, yet undeniable part of our daily lives, especially in the financial services
industry. However, the arduous nature of debt collection via debit order and the bureaucracy associated with
it can be a major hassle. In order to come up with a comprehensive solution for this problem it is first
important to fully understand debit orders and everything they entail.

In this document the aim is to discuss the processes involved in debit order payments and collections in order
to establish the grounds for the Case Manager Debit Order Extension. This all-in-one extension aids the userin
submitting and completing debit order payments without having to deal with the unnecessary red tape that
usually accompanies it. The Case Manager Debit Order Extension is tailored to act as an intermediary to suit
your company’s specific needs in terms of debt collection via debit order to ensure that you can collect the
necessary funds without being subject to unnecessary waiting periods and lengthy discussions with banks
and debtors.

Debit Order Concepts

Although debit orders are something that most of us are fairly familiar with in this day and age, it is, however,
important to go back to the basics in order to fully understand and define the root of the solution. Payment
collection via debit order is a very useful tool in the sense that you will spend less time trying to collect funds
and have more time at your disposal to focus on your business’ progress. Let’s have a look at some of the
terminology that you may come into contact with when you are dealing with debit order collections:

What is a Debit Order?

A debit orderis an arrangement or agreement whereby a third party beneficiary is granted permission to
regularly debit a debtor’s bank account on a predetermined date in order to pay off an account. The amount
that the account is debited with may vary from one deduction to the next and will remain in place as long as
there is a binding contract between the account holder and the third party beneficiary debiting the account. A
debit order can only be implemented on an account if the third party company is authorised by the bank to
make use of the debit order system. In order to amend or cancel a debit order a request should be made by
the third party debiting the client’s account.

For example, let’s say you have a cellular phone contract with EZConnect Cellular Service Provider. You agree
to a monthly debit order that will be deducted from your bank account on the 25th of each month until you
decide to terminate the contract. The amount that will be deducted from your account, however, will not be
the same every month, depending on your cellular usage. If the contract that you signed for is, for example,
R450 per month, and you run out of minutes or data, your cellular phone services will not be terminated but
billed to your name, in which case an amount larger than R450 will be deducted from your account on the
25th. The amount that will be deducted will never be less than R450, but depending on your usage it can be
more than R450.

Debit Order Mandate

The debit order mandate refers to the authorisation that you as the account holder give to the third party
company that will collect monies from your account. The mandate constitutes as a formal agreement that all
parties involved should adhere to. As the account holder and debtor, you are obliged to honour the agreement
in terms of the Common Law principles. When you supply a mandate for a debit order on your account, you
are liable to ensure that the full amount to pay the debit order instalment is available on the date of the debit
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order deduction. You should also fully understand the terms and conditions of the debit
order as well as the role of each of the involved parties. Should you fail to comply, you will
be held accountable for any losses suffered by the involved parties as per your initial agreement.

Types of Debit Orders

There are three types of debit orders that can be implemented to address different needs. In order to decide
which payment method would be best suited to you, you would first need to have a clear understanding of the
three major collection methods: Electronic Funds Transfer (EFT), Non-authenticated Early Debit Order
(NAEDO) and Authenticated Early Debit Order (AEDO).

EFT

The Electronic Funds Transfer (EFT) service is the oldest and most widely used method of payment
and payment collection. It is a service that is provided by various participating banks that enables
companies to process payments automatically (that is, by computerised means). The service can be
used for both credit and debit transactions which means that payment can either be made or
deducted via a participating bank. The EFT service is similar to the regular method that most users of
internet banking are familiar with, where you can make electronic payments for bills and so forth.

NAEDO

Non-authenticated Early Debit Order (NAEDO) is an automatic service that can be used by a third party
orabankin order to deduct a certain amount from a payer’s bank account. This service is only
available for payment collections and does not make provision for credit facilities. In the case of credit
payments, a regular EFT will be used. NAEDOs ensure that the beneficiary will receive payment as it
has the added benefit of priority debiting and credit tracking. Priority debiting means that a NAEDO
will usually be processed before other debit orders as it is an ‘early debit order’. The NAEDO will be
executed immediately after the credit transactions have taken place on an account which means that
the account holder will have less time to withdraw funds before debit orders are executed on the
account. In order to implement an early debit order on an account a mandate should be in place for
each contract. ANAEDO transaction can, however, be disputed as there is no authentication by the
account holder at the time of the mandate, meaning that the account holder doesn’t enter a PIN to
authenticate the transaction on the account because it is an automated process.

AEDO

Authenticated Early Debit Order (AEDO) transactions are similar to NAEDO transactions in most
respects; the only difference is that they cannot be easily disputed as the instruction to debit the
account is initiated by the account holder via a card and PIN input. This service is beneficial in the
sense that collection risks are mitigated and that defaults on payments can be set.

Debit Order Instalments

Debit order instalments refer to the agreed upon monthly/weekly/biweekly payment that will be deducted
from a debtor’s bank account via the implemented debit order service. The instalments may differ depending
on the contract between the account holder and the third party beneficiary, due to interest or for any other
reason deemed necessary by the third party beneficiary as agreed to by the account holder.

Debit Order Arrangements



A debit order arrangement refers to the formal agreement between an account holder and

a beneficiary for a debit order to be implemented on the debtor’s account in order for the

beneficiary to collect payment for services rendered. The arrangement elucidates the terms and conditions of
the debit order instalments in terms of the date on which the debit order will be executed as well as the
amount that will be subtracted from the debtor’s account. An account holder can have more than one debit
order arrangement with numerous beneficiaries.

Debit Order Service Providers

A debit order service provider serves as the mediator between the account holder and the beneficiary in the
sense that the service provider submits and collects debit orders on behalf of the beneficiary.

References

For more information on debit orders and related topics, please refer to the following links:

http://www.corporatecollect.co.za/request-a-debit-order-solution-quote/fag-about-debit-orders-south-afr
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http://www.paym8.co.za/financial-collections/standard-debit-orders/south-africa

http://www.paym8.co.za/products/financial-collections/naedo/south-africa

http://www.r za/index.php/real-pay- h-africa/n

http://www.pasa.org.za/more _consumerguide do.html#DO 9

https://www.mercantile.co.za/Electronic_Banking Services/Pages/Naedo.aspx

http://secure.businessonline.standardbank.co.za/bebhelp/operational regulations.pdf

SECTION 2 THE SOLUTION

Please note that our solutions are highly customisable and integratable, which means that if there is
something that you need that the system cannot currently provide, feel free to contact us and we will look into
the possibility of developing a suitable solution that meets your requirements.

Introduction

As mentioned above, debit orders can prove to be a laborious method of business when you consider the
regulatory procedures that need to be contended with in order to get them done. Even with the help of a
service provider, it could still leave you flustered. Case Manager has come up with an all-in-one solution with
which you can manage the submission of debit orders: the Debit Order Extension. The Debit Order Extension
provides you with the necessary tools to effectively manage and maintain your submissions and collections by
integrating with some of the leading service providers in the business. The extension consists of two parts: the
Debit Order Plug-in and the Debit Order Manager.

In this chapter an overview of the functionality of the Case Manager Debit Order Extension will be provided in
order to give the reader a better understanding of the mechanics of the extension.

Debit Order Plug-in Functionality Overview
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Aplug-inis defined as a hardware or software module that adds a specific feature or service
to a larger system. This means that the Debit Order Plug-in adds the service of maintaining
and automating debit order arrangements in Case Manager.

Once the plug-in has been installed on your system, a new action button will appear in the home screen
toolbar at the top (Figure 1):

The Debit Order
Arrangement button is

mow displayed in the
toolbar.

=L 7 L ‘03
S “ o H@ 0000000003 799:03:35
Debit Order Arrangement
istrator -1| Set up or alter the debit order arrangement of the
case
name,Company Mame b

Figure 1: Debit Order Arrangement button displayed in the toolbar.

This button can be used on a case that has an active debit order arrangement or on one that you want to add
a debit order arrangement to. The Debit Order Plug-in can be used to set up arrangements as well as
instalments on cases in Case Manager. The plug-in manages the parameters for the execution of the debit
order.

In the window that is displayed when you click on the Debit Order Arrangement button (Figure 2), you can
make the necessary modifications for the debit order to be executed according to the specifications of the
client in terms of dates, instalments and bank particulars:




Any changes made to the banking details,
arrangements and instalments will be lopged
in the Change Log. Click this button to access
the Change Log.

;|

In the Client Bank Details section the
particulars of the debtor's bank account can
be entered and altered, These are the account
details that will be used when an instalment
of this arrangement is submitted.

| mn:Tm:|um O -~
Wl eenchcode: |

Status Date:  [2033{11/18 00:00 <]

In the Debit Order Entity Details section,
|| U= Detut Orcier Ervtrny check the Use Debit Order Entity checkbox
to enter the details of a proxy should the
- service provider not accept a company as a
client entity.

When the window is opened for the first time
on acase the Arrangement Active checkbox

- will be unchecked, Check the checkbex in
order to create a new active arrangement an
the case.
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The Instalment History displays a list of
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Figure 2: Debit Order Arrangement screen displaying details of an example arrangement.

Figure 2 depicts the window that is displayed when you click on the plug-in action button. This window sums
up the main functions of the plug-in:

e Atthetop under Client Bank Details, the particulars of the debtor’s bank account can be entered and
altered. These are the account details that will be used when an instalment of this arrangement is
submitted.

e Many service providers do not accept companies as a client entity, which means that the client entity
should consist of a proxy. This could be for example the company’s CEO or any other responsible
person who can provide a name, surname and ID number. If, however, you do not wish to change the
entire entity’s detail you can make use of the Debit Order Entity Details. Check the Use Debit Order
Entity checkbox to add the proxy’s title, initials, first name, surname and ID number in order to
execute your debit order arrangements without any hassles. Thus, the entity details will remain the
same in Case Manager, but for debit orders a proxy’s details will be used instead of the company’s
details.

e When the window is opened for the first time on a case, the Arrangement Active checkbox will be
unchecked. Check the checkbox in order to create a new active arrangement on the case.

e Under Instalment Interval, the execution interval, day, as well as the amount of the debit order can be
entered or altered. This can also be changed for the next instalment if necessary under the settings for
the Next Instalment.




e TheInstalment History displays a list of previous debit order transactions on a
case as well as their statuses in order for the debt collector to keep track of
collected transactions.

Once the necessary changes have been made, click on the Save button t] at the top of the window.

All the changes that were made to the banking details, arrangements and instalments will be logged. These
changes will be visible in the Change Log (Figure 3) that can be accessed by clicking on the Change Log button

-
"+ intheright-hand corner at the top (Figure 2).

The Arrangement Change Log screen displays (Figure 3):

e Thedate and time of the change;
e adescription of the change;
e and the details of the user that made the change.

& Arrangement Change Log for Test van Schalkwyk

Drag a column header here to group by that column

Date 4 Component Description User

Changed Payment Interval from Weekly to OnceOff,
2013/11/05 13:50 Debit Order Arrangement Interval Offset from Tuesday to MfA, Amount from Admin User
500.00000 to 1.0000000

Changed Unadjusted Effective Date from 2013/11/11
to 2013/11/08, Adjusted Effective Date from

20131105 13:50 Debit Order Instalment 1 2013/11/11 to 2013/11/08, Amount from 500.00000 to Admin User

1.0000000
2013/11/05 13:55 Debit Order Instalment 1 Changed Status from MotSubmitted to Pending VoyagerMetz Extension Autom. ..
2013/11/05 13:55 Debit Order Instalment 1 Changed 5tatus from Pending to Accepted VoyagerMetz Extension Autom...
2013/11/12 13:26 Debit Order Instalment 1 Changed Status from Accepted to Success VoyagerMetz Extension Autom. ..
2013/11/21 10:52 Banking Details Changed Bank Mame from Medbank to FMB South Admin User

Africa, Branch Code from 196005 to 250655

Changed Payment Interval from OnceOff to Monthly,
2013(11/21 10:52 Debit Order Arrangement Interval Offset from MJA to 5th, Amount fram Admin User
10000000 to 1000,0000

Created with Unadjusted Effective Date=2013/11/26,
Adjusted Effective Date=2013/11/26,
Amount=1000.0000, Tracking Days=MULL,

Ctahie =KntShmittad  Artive=Yac

2013/11/21 10:52 Debit Order Instalment 2 Admin User

1<

Figure 3: Arrangement Change Log screen displaying details of any changes made to the arrangement.

Changes that were made by an automatic process, such as a submit process or status update process, will be
logged with the user “Case Manager Extension Automator.”

Debit Order Plug-in Workflow Concepts

When you install the Debit Order Plug-in onto your system, it will automatically add debit order “events” to
your workflow. A workflow is essentially a sequence of processes through which a debit order instalment
passes from creation to settlement and is driven based on whether debit orders are honoured or not. You can
set up these workflow events, and the instructions they will trigger in Configuration Tools under Workflow >
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Event Rules > New. You will be able to add instructions to specific debit order event types,
as indicated in Figure 4:

AT 5 s 5=
Fapmeant Rzburd Transacion & sdded bo e Case
Parpmant Trorsacion @ added o P Case

atthe event MIES 2PPCE Lo alF s e Irarssrien p: it In e Cass

FTF Marager; & Full Fayme fn soospishis brsckef) - besr secsved or s 579
FTF Marageri & rey Promise-ic-Fay Arargenent bs cesoed on the case

Figure 4: Configuration Tools Event Rules screen.
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= ks Cose ek |t See the bottom left screen to
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- ||
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J d _'F'TFA.l"ﬂ'lg:ml:r: Partial Payment In Gracs
IWﬂm ﬂ“ | PTP Arrargement: Mo Pavment In Grace
N Processes || FTP Arrangsmens: fio Fayment fter Grace t:l t'.!" Sove and Close
| FTP Asrargement: Partial 7 L Afber G
@ Activily Bebaviour i = H‘Zm“m e Event Rule Name:!
AMgEmEnt:
I e des “ | PTP Arrangement: Settied Event
Server Scitings al _'51:::.5; BTE Arangement: New Event Type: Pienee selert.. g
| Status: Ful Payment Racehved . 1
e g EventParameler: | T
' || Indude Evert Fues sssocated with Quakfizaton Statusses
Iretructon to sv=nute on rigger af Event
Mete that the event rules sppear im order of execution
Insitruction Type: Please seledt, . .ﬂl
Ingiriction Farameber: al
) Is Actve
Fwert Type: | e e, [+ F | I
Eatch Payment Trareacton i added o the Cxse [ |
frert® il Carallabon Fis Trascsecbon o addeal e e Case
Trerructen & Cnet Trammarbon = atded io the L
Cexnit Croer Irefament siatus changes o Aocephed . 5
R ettt ordier Sataievent stats chencedi o Fallme From th&ld rop Eﬂcrwn arrow under Event Type you will
Diebit Oncer stainent sizhus changed b Mot Subeitied find the six debit order event types. Select one of them
Irstruszan Faransoe ol Orsu ot tus el Rajacus to add an instruction to it, For example, if a debit arder
- i ment mistus changed In Siares I 1
= Iz actve nebtt s Joiment st chenged i Treckng is rejected, you might add an instruction to make a

phone call. Once you have added an Instruction Type
and Parameter, and an Event Rule Name that
corresponds to the selected Event Type, click Save
and Close.

From the moment you create a new Debit Order arrangement, your workflow will kick off.

Debit order arrangements can be in one of six stages of development at any time (according to the status of
the instalment) and some stages may activate certain instructions (event rules) that will aid you in settling the
account and keep you up-to-date with the status of the instalment.

As transactions take place, the service provider-specific Status Updater Program will automatically change the
status of the instalment (see Addendum 1 (PAYM8) or Addendum 2 (Absa’s Business to Business System) for
more information on the specific Status Updater Programs and how they work). The following table explains
the six different statuses that an instalment can have:

Status

Description
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D

Not Submitted The instalment is yet to be submitted to a service provider. If the arrangement is active, this
instalment will show up in the Debit Order Manager.when its effective date falls within the
selected date range. This is the initial status of a new instalment.

Pending The instalment has been submitted to a service provider and is awaiting feedback.
Cancelled The instalment has been cancelled and will not be submitted.
Accepted The instalment has been submitted, and has been acknowledged by the service provider for

further processing.

Rejected The instalment has been rejected by the service provider during the submission process. When
an instalment batch or an individual instalment is rejected, the instalment status updater
process will send an email to the configured address.

Tracking Only relevant for NAEDO instalments. On its effective date, the instalment has entered a tracking
status.
Failure The payment of the instalment failed. The status notes of the instalment in the instalment

history table of the arrangements screen will display the reason why the instalment failed.

Success The payment of the instalment was successful.

Debit Order Manager Functionality Overview

The Debit Order Manager is an application service that works in conjunction with the Debit Order Plug-in. The
Debit Order Manager is a stand-alone service in the sense that it isn’t accessible from a button within Case
Manager.

The Debit Order Manager:

e functions as a submission tool as it submits the debit order instalments to the various service
providers;
is a bulk action utility in the sense that bulk changes can be made as well as bulk submissions;
displays all the debit order instalments that are due up until a specifically selected date;

e provides you the ability to manage the submission of your instalments and track the instalments for
collection purposes.

When you log into the Debit Order Manager, the following window is displayed (Figure 5):
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l Voysgerblele Debil Order Manager

In the Preview s=ction
you can salect the data
up until which you would
ik o view due
instalments.

Figure 5: Debit Order Manager home screen displaying details of all due instalments up until a selected date.

Editing Instalments

List of all instalments
that are dua up fo a
specific date,

In the Bulk Changes
saction you can change
the effective date (the day
the instalment is
execuled), and the
number of tracking days
{tracks when credit
fransactions have taken
place on an account far
MNAEDO debit orders) for a
single instalment or for all
instalments.

el S

File  Help

Selacted Service Provider: Absa
Frevew
Preview instalments that are due up ta | 2012/05/25 %]

EBuk Charges

Trackng Days:  Thres Days a mu!J Effecte Dabe: | 201208/ | wruu mu“ muuﬂ

nDrag a colimn header here to group by that column

" | case Reference Debtar's Bank " Type

] B - -t 2rica " 1283 50000 | Three Days []
DKRAD24E FHE South Affica MAEDC Urwerified 1026 308.00 Trvee Days ]
TETI801 FHE Soth Africa MAEDD Lirrvarifizd e el P 20000 Thre=Days I!]
6761902 FHE Sauth Africa MAEDC Urwerified 00926 250.00 TrreeDaye =]
BODE401 snza MAEDO Lirarifisd S EETES 120.00 Three Days =
GE44501 FHE Sauth Africa MAEDC Urverified 00826 250.00 TrreeDays =]
5058701 FHE South Africa MAEDD Urwerifisd 010926 10000 Trree Days ]
1280501 FHE South Africa MAEDC Urverified e T 500.00 Trree Days =
6615601 FHE South Africa MAEDD Ureerified MW 1CC.00 Three Days 5]
G4TAT0L asa MAEDC Urvarifisd R 250.00 Trree Days =
9191101 Standard Bank of 5., MAEDO Ureerified Mz 250.00 Trree Days 1l
BTRIMIL FHA South Africs MAEDO Lirnvmrifisd 201EDA 10000 Thre= Days |_u]
ST FHE Sauth Africa MAEDO Lverified 012k 150,00 Treee Davs I ﬂ

Submit Count: 172 . Totl Amount: 5142712 Save Save ad 1 T

If you click on Sawe, all
changes made to the
instalmants will be saved.
If you click on Sawve and
Submit, all instalments
chiecked “Active” will ba
saved and submitted to
the preferred active
sarvice provider,
Instalments markad as
“Inactive” will be cancelled
and rescheduled in the
interval of the
arrangamaent,

In the above table (Figure 4), the instalments that are due up until the selected date (2012/09/26) are
displayed. In this table, the effective date (day on which the instalment is executed), amount, and the number
of tracking days (tracks when credit transactions have taken place on an account for NAEDO debit orders) can
be altered for a single instalment or for all instalments as can be seen in the Bulk Changes section of the

window above.

In order to open a debit order arrangement, click on the corresponding row and the debit order arrangement
will open in a new window. The same window that is displayed in Case Manager when you use the Debit Order
Plug-in will appear (Figure 6):
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¥ Debit Order Arrangement: for Test van Schalkwyk

Client Bank Details
Account Number: |23432345234 | Account Type: ‘ () Cheque (®) Savings ‘
BankMame:  |Capitec b  BranchCode: |00 |
Verified Status: | No Response | StatusDate: |2013/11/18 00:00 v
Verified Notes: | |
|| Use Debit Order Entity
Debit Order Entity Details
Title: |Test | mitials: |Test |
FirstName: |Test | suname: |van Schakwyk |
IDhumber: 230115 |

Instalment Interval

Interval: |I\J'I::r'|1i'1I5-I El Day of month: |1 Amount: 0.00 a
Mext Instalment

Date:  |2014/07/01 | Amount: Is Active

Instalment History

Failure 2013/11/25 Banking Details incorrect

Total Amount: 1.00 &

Figure 6: Debit Order Arrangement screen opened from the Debit Order Manager.

Saving and Submitting Instalments

In the Debit Order Manager, if you click on Save, all the changes made to the instalments on the table
will be saved.

If you click on Save and Submit all the instalments marked “Active” will be saved and submitted to the
preferred active service provider. Instalments marked as “Inactive” will be cancelled and rescheduled
in the interval of the arrangement.

During the submission process a new, future instalment is automatically created for the arrangement
of each instalment that appears in the table where the interval of the arrangement is not “once-off”.

Error Handling

If the effective date of any instalment is earlier than the soonest allowable effective date when you
submit, the Debit Order Manager will prompt you to set the date to the soonest possible date.

If the balance of the applicable case of any instalment is less than the amount of the instalment, the
Debit Order Manager will propose setting the amount of the instalment to the case balance that is
forecast for the effective date of the instalment.

If the balance of the case is 0, the Debit Order Manager will propose deactivating the arrangement.

Submission Settings
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The debit order submission settings can be changed for each case in terms of submission

time, service provider as well as service provider specific settings. In order to change these

settings click on File in the Debit Order Manager home screen and then on Settings, as indicated below (Figure
7):

¥ voyagerNelz Debilt Drder Manager
_File | Help .

Manage Plaintiff Banking Details...

Configure Banks...

Sethings...
Exit

Figure 7: Debit Order Manager File and Settings tabs.

The following window is displayed once you have clicked on Settings (Figure 8):

semoo- U U I the General secton, you can change:

tj t‘-‘ Save and Close 1. Submission Cut-off Time - this seting denates the
latest time at which instalmenis may be submitted for the
Generel h next day that i not a Sunday or & public holiday.
- o 2. Service Provider - depending on the available service
Submisson Cut-off Tme: 02007 g I Mow inalainents on e providers, a service provider of your choice can be
- Automatically Disable faled nstaiments selected from the drop-down box,
St ki Al g 4 3. Allow users to change Debit Order Entity Details -
L - : 1 check this box if you wanl o wiew and change the entily
(S o users to change Debit Order Entity Detals ditails on 1 plug-n,
4, Allow instalments on Saturdays - check this bos if
Absa Settngs you wanl to allow debil order arrangements ta be
NAEDD | enecuted on Saturdays.
5. Automatically Disable failed instalments - check this
1 bowx if you want o automatically deactivate the entire
o Folder: Brawss... ¥o
put arrangemeant whan an instalment fails due to insufficient
Absa Ussr Code: EB Code: fumds or ks rejectad by the cliant.
EB User Name: [
Trans. Sequence Number: | | Gan. Sequence Number: [
User Sequence Nurber: 1 The setlings for the selected serdice provider an
| g W displayed in this section.
T |
Output Folder: Erowse... |
Absa User Code: EB Code: |
£8 User Name:
Trans. Sequence Number: | | | Gen. Sequence Mumber:
User Sequence Number: | 18

Figure 8: Debit Order Manager Settings screen
Here you can make the necessary changes according to the client’s specifications.

e The General section of the Settings window has a setting called Submission Cut-Off Time with the
default value of 14:00. This setting denotes the latest time at which instalments may be submitted for
the next day that is not a Sunday or a public holiday. If the current time of day is later than this value,
the soonest allowable date would be the first day that is not a Sunday or a public holiday after the next
day.

e Depending on the available service providers, a service provider of your choice can be selected from
the Service Provider drop-down box. The settings for the chosen service provider will be displayed
beneath the General section, as can be seen in Figure 8. To save your changes, click on the Save

button ﬂ .
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The General settings contain settings that can be applied for all submissions in order to
enhance your submission experience.

e The Allow users to change Debit Order Entity Details can be activated if you want to view and change
the entity details on the plug-in.

e Ifyou check the Allow instalments on Saturdays checkbox, debit order arrangements will be executed
on Saturdays. If this checkbox is unchecked, debit order arrangements will be executed as per usual.

e [fthe Automatically Disable failed instalments checkbox is checked, instalments sent to the service
provider that failed due to insufficient funds or that are rejected by a client, will automatically
deactivate the entire arrangement. This means that the instalment will not be rescheduled in the
interval of the arrangement until it has been activated again. This can be done by preference of the
user.

Plaintiff Banking Details

For some of the service providers you are required to set up the banking details for each plaintiff. This ensures
that the amount is transferred to the correct bank account depending on the plaintiff of the relevant case. To
set up the plaintiff details, click on File in the Debit Order Manager home screen, then on Manage Plaintiff
Banking Details, as indicated below (Figure 9):

¥ Voyagerietz Debit Order Manager

Help
Manage Plaintiff Banking Details...

Configure Banks...

Settings...

Exit

Figure 9: Debit Order Manager File and Manage Plaintiff Banking Details tabs.

The following window will be displayed once you have clicked on Manage Plaintiff Banking Details (Figure
10):

| Plainti# Banking Details Mana

Plaintiff

CHING CHONG (FTY) LTD Double-click on a selected
, lcm OF ATLANTIS plaintiff to view or alter the
banking details of that
plaintiff.

CLEAR STRATEGY COMPANY

Fun Art & Co.

John, John and John

MARIMNE BLU SECONDARY SCHOOL
MONOPOLY SERVICE PROVIDER CO (PTY) LTD
WEB Credit (PTY) LTD

Figure 10: Plaintiff Banking Details Manager screen.

To view or alter the banking details for a specific plaintiff, double-click on the plaintiff for the following window
to be displayed (Figure 11):
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CITY OF ATLANTIS - Plaintiff Banking Details

Lser Reference: |

Ax:counth.lumber:| | Account Type: | () Chegue () Savings

Bank Mame: Ijl Branch Code: | |

Figure 11: Plaintiff Banking Details screen.

Now the necessary changes can be made or the banking details can be entered for the first time. Once you

have finished the changes click on the Save button E] to save the changes and remain in the window, or
on the Save and Close button to save the changes and close the window.

Bank Configuration

Bank configuration is a tool that can be used to change the configuration of banks and the types of debit
orders that they support. The bank configuration tool serves as a bulk setting in the sense that specifications
with regard to banks can be set for more than a single instalment. In order to do this, click on File in the Debit
Order Manager home screen and then on Configure Banks, as indicated below (Figure 12):

¥ voyagerNetr Daebit Order Manager

Manage Plaintiff Banking Details...

I Configure Banks... I
Settings...
Bt

Figure 12: Debit Order Manager File and Configure Banks tabs.

The following window will be displayed once you have clicked on Configure Banks (Figure 13):

You can add or delete banks
from the below list by clicking
on New or Delete.

This is the list of banks that
can be chosen from when a
debit order arrangemeant is
created or altered

Standard Bark of Sout... NAEDO 051001

Figure 13: Bank Configuration screen.
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The Bank Configuration screen displays a list of banks that can be chosen from when a debit order
arrangement is created or altered. Here you can add or delete banks by clicking on New or Delete as indicated
in Figure 13.

If you click on New a new row will be added to the table; here you can add the Bank’s name, the type of debit
order that will be used to execute the instalments as well as the branch code of each particular bank. For
banks that have a universal branch code, that branch code can be set.

SECTION 3 INSTALLATION, SETUP AND CONFIGURATION

Introduction

Now that we have discussed what the Debit Order Extension can do for you, it is important to understand how
the installation, setup and configuration should be done in order to ensure that you can obtain the utmost
effectivity and efficiency from the plug-in and the application. The set-up of the Debit Order Extension should
be performed by someone with technical experience; this would typically be your Case Manager support team
member, or your company’s customer representative. In this chapter the installation, setup and configuration
of the Debit Order Plug-in as well as the Debit Order Manager will be discussed in order to guide the user.

Setup and Configuration

Before you can install either the Debit Order Plug-in or the Debit Order Manager you first need to ensure that
certain preparations have already been put in place. First and foremost, you should have Case Manager
installed properly on your machine. Secondly, you need to make sure that a DebitOrderExtension folder is
available in the Case ManagerExtensions folder on your server (Figure 14):

|.= E il
r—N - N - - .
@g' o« Local Disk (C:) hl'ufu:.'ageer ¢ VoyagerMetzExtensions I-] w | ¥4 || Search VopogerietzExtensions D

Organize = il Open Include in hbrary = Share with = Burn Mews falder = e O @
i Fovortes Mame [rate modifeed [ype Size

B Desktop | | DebitOrdeEatenson | 21421060906 ..  File folder

4 Downloads

= Recent Places

Figure 14: DebitOrderExtension folder in the Case ManagerExtensions folder.

Furthermore, you should have an active licence for the Debit Order System. The edition of your Case Manager
Debit Order System licence determines how many active debit order arrangements you will be permitted to
have at a time. The maximum number of arrangements available for each edition is conveyed in the following
table. Please contact your Case Manager support team for the latest prices of each edition.

17




Edition Maximum No. of Arrangements
Express 50

Standard 500

Professional 2000

Enterprise No Limit

Once you have ascertained that the above-mentioned folders are in place on your server, you are ready to
install the Debit Order Plug-in and Manager.

Installing the Debit Order Manager

The Debit Order Manager is a click-once .NET application that is used to submit instalments to a service
provider. In order to install the Debit Order Manager, you need to execute the DebitOrderManager.application
file in the Agent folder (or open Default.html with your internet browser). The Agent folder as well as the
Default.html folder (which is located in the Agent folder) can be found by going to the Case Manager folder on
your Local Disk (C:) > Case ManagerExtensions > DebitOrderExtension. If you click the Default.html folder the
following window will open (Figure 15) (please note that you need internet access to perform this installation):

| WoyagerMetz Debit Crder Mana.,, = "-l~ +

files/ /T VoyagerMetz/VoyagerMetzEstensions/ DebitOrderBxtension/fgent/Default.html c

Microworks

VoyagerNetz Debit Order Manager

Haimie: VoyagerNetz Debk Order Manager
Version: 1.2.5.0
Publisher: Miorowors

The folowing preregusices are regured:

® Windows Installer 3.1

® NET Framework 3.5 5P1

IF these components are aready installed, you can Bunch the application now, Otherwise, cick
the button below to instal the prerequisites and run the appication,

- Click on Install to start the
configuration of the Debit Order
installer.

Figure 15: Debit Order Manager installation application.

e Clickon Install to start the configuration of the Debit Order installer.
A setup.exe file will be downloaded. Follow the installation prompts on the wizard and click Finish.
Once you have completed the installation, the upgrades on your Case Manager database will be
performed when the Debit Order Manager runs for the first time after you have logged in.
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Installing the Debit Order Plug-in

The Debit Order Plug-in is a Case Manager plug-in that is used to set up debit order arrangements and
instalments on cases in Case Manager. The plug-in can be found in the Pluglns folder in the
DebitOrderExtension folder. To install the plug-in open the Case Manager Configuration tool. The following
screen will be displayed where you must click on Plug-in Actions (Figure 16):

- Woyageriietz & Contact Centre Configuration

'l Gw s e
3

|

Click on Plug-in

Figure 16: Configuration Tools home screen displaying the Plug-in Actions tab.

The following window will be displayed once you have clicked on Plug-in Actions (Figure 17):

EalNirdeasp

Click on the Add
Plug-in button to add
a plug-in.

I

3

Epkw

{

Figure 17: Plug-in Actions screen displaying the Add Plug-in button.
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To add a plug-in, click on the Add Plug-in button as indicated in Figure 16. The following
window will be displayed (Figure 18):

Organize « Mew folder
¥ Fovorites Mame Date modified Type Size
- Dﬂl.'hup |%| Microworks Voyager. Plugin.DebitOrderPl... | 200410727 03:27 ... Application extens... 132 KB
A

Select the Microworks.voyager,.Plugin,
DebitOrderPlugin.dll file for installation.

Figure 18: Action Plug-in Library displaying the DebitOrderPlugin.dll file.

Choose and open the DebitOrderPlugin.dll file, and the following screen will be displayed (Figure 19):

[". voyagethelz 5 Contact Cantre Confiquration T E®|

File Help

Sl o Plug-in Actions
o

Software Licenses [n...

Viopagertiets Seltings
Caily Mainkerance Se...
Ciary

FTF Sittinga

Caze Form Customiza. ..

N e s

B Liorary MName: Miroworks. Yoyager Plugn,Deib iOnderfugn. d

Cuslom Came Ralde
Mcallaness Seld D, .. T

@ Pugn Actons

The Debit Order Plug-in is now
successfully installed on your
syslem.

Temnplales
Workflow
Server Settings
ohjrcts
Employers
Slahees
Courts

EoEE

E @ bk

Flaintiffs

Figure 19: The Plug-in Actions screen displaying the installed Debit Order Plug-in.

You have now successfully installed the plug-in on your system. When you open a case in Case Manager the
following button will appear in the toolbar at the top (Figure 20):
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The Debit Order
Arrangement button is

now displayed in the
toolbar.

1 =2 ' =t s L - o
@ > H | H ) 0000000003 799:03:35
Debit Order Arrangement
istrator I Set up or alter the debit order arrangement of the
| cass
nameCompany MName b

Figure 20: Debit Order Arrangement button displayed in the toolbar.

This button can now be used to set up or alter the debit order arrangement for a case.

SECTION 4 COMMON PROBLEMS

Introduction

Sometimes when you are working on a system such as Case Manager, a few confusing error messages are
displayed. These error messages are, however, easy to clear. The Case Manager team strives for simplicity
which is why we always ensure that our customers reap the most benefits from the system that they can
muster. In order to do that we need to make sure that the users of the system know the basics of problem
solving in Case Manager. In this chapter, common problems and their solutions will be discussed in order to
guide you, the user, through simple steps to optimal usage.

Licence Renewals

A software licence is important as it governs the use and redistribution of software. Nearly all
applications/platforms/plug-ins are rather licenced than sold. When you buy the right to use software you buy
software licences. These licences will dictate the functionality of the software that is available to you as well as
how many active arrangements are available for use. It is necessary to renew your licences every once in a
while in order to maintain access to the software and to update the licence agreement if it has recently been
modified.

License Expired

el The Debit Order System Licernse Expired. Would you Bke to renew fverify the licemnse?

Mo

Click on Yes to renaw your licence if you
have an intemet connection.

Figure 21: Licence Expired warning message prompting user to renew licence.

If a warning message is displayed when you launch Case Manager prompting you to renew your licence you
can simply renew it by clicking Yes if you have internet access (Figure 21); if not, another warning message will
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be displayed prompting you to either connect to the internet or contact your Case Manager
support team so that they can transfer the necessary files to renew your licence (Figure 22).

Internet connection reguired

License Renewal requires an internet connection,
Alternatively, a license file supplied by VoyagerMetz Support may be used.

Do you want to connect to the internet now?

Figure 22: Internet connection required warning message prompting you to connect to the internet or contact Case Manager Support
to renew your licence.

Once your licence has been renewed, the following message will be displayed (Figure 23):

License Updated [ 2 |

@ License Updated. Expires: 4 Jun 2014 (1 license)

|.-
£

Figure 23: Licence Updated message.

Please note that this message may differ depending on the specific licence that you have for Case Manager.

Connectivity Issues

If you are experiencing problems with submitting debit orders with the Debit Order Manager, first check your
internet connection as this may be the main cause of the manager’s connection issues. If your internet
connection is working effectively, it is possible that there may be problems with your service provider in which
case you should either contact your service provider consultant or your Case Manager support team.

Installation and upgrade issues

When you update or do an installation on the Debit Order Manager, changes are made that may affect the use
of the path that Case Manager follows to access certain folders and plug-ins due to permission settings or a dip
in the network. This means that Case Manager will not be able to perform certain functions as it cannot access
the necessary files via the provided path. When you launch Case Manager for the first time after an update or
installation and there are issues with the path, the following error message will be displayed (Figure 24):

Action Plugin Error;

Figure 24: Action Plug-in Error Details message.

In order to fix this problem you will have to ensure that the machine that you are working on has access to the
plug-in directory. This means that the machine should have access to the shared folder that yields the plug-in
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files. Check the path and change the settings in the Configuration Tools by clicking on Case
Manager Settings > Other as indicated below (Figure 25):

Voyageriets 5 Confact Centre Configuration

|

i

Softwars Loenses

Eallleea|l’|e
3
®
g

Abtachments Path |uoyager oyagernetz|Voyageristmats Attachments|
rganizaton Type Thrd-Party

sctenfioios [ Mako surm tht i path mathes th path on your machine._| |

i
cocc

Enable Action Plugins ) *'
Action Plugin Repository Path C:\Woyagerbetz ioyageriist:Components Pluglns| g
& Employers
& Stalisss Open Case Nabfication Limit
& Courts
W Fanufi
[ —]

Figure 25: Configuration Tools screen displaying the Action Plugin Repository Path.

Under Action Plug-ins you can alter the Action Plugin Repository Path according to the path on your
machine, click on the save button at the top and relaunch Case Manager. If your problem persists please
contact your Case Manager support team for a solution.

SECTION 5 SUBMISSION OF DEBIT ORDERS

Introduction

The Case Manager Debit Order Extension can be integrated with various service providers that provide
computerised debt collection services depending on policies and procedures. These service providers manage
debit order submissions while acting as a mediator between the beneficiary, the bank and the debtor in order
to execute a debit order.



