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OVERVIEW 
 

The Collection Software package is an extension of VIEW.  All notes, communications, and member collection 
activities take place within VIEW.   The information is online so users can interact instantly without re-keying 
or the hassles of a third-party solution.  The software also eliminates the need to maintain card files for each 
member.   
 
Collection records may be automatically or manually created for loans and overdrawn share accounts.  
Promise to pay records can be maintained based on communication between the member and the collection 
department.  Promise to pay records are automatically tracked by the system.  Fulfilled and unfulfilled 
promises are reported on demand.  The loan or share account will remain in the active collection queue until 
it no longer meets the collection setup criteria. 

 
Collection Letters can be customized by the credit union.  The individualized collection letters are created on 
demand in a fillable PDF format. 

 
Highlights 

 
• Real Time documented notes 
• On Demand Custom Collection Notices 
• Automatically tracked promises to pay 
• Ability to assign to a loan officer 
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GETTING STARTED 
 
Setting up Collections requires optional software and initial setup.    Contact Customer Service for more 
information. 
 

Third Party Setup 
 
There are no third-party setups needed. 
 

Hardware Setup 
 
The only hardware needed is a network/local laser printer to print collection notices/letters. 
 

Teller Security 
 
Collection security is required for staff that will access to the Collection Software.  [Main Ribbon > System 
Settings > Tellers > Basic Tab > Collections]. 
 

Setup Screens 
 
Collections has the following initial setup screen that need to be completed: 

• Collections Setup 
• Collection Notices/Letters 
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COLLECTION SETUP 
  

The collection setup screen contains the parameters for the collections queue.  [Main Ribbon > System 
Settings > Collections Setup]. 

 
 

 
 

Field Comments 
Missed 1st Payment Selection to display loans that 1st payment was missed 

 Include 
Exclude 

Delinquent Selection to display delinquent loan accounts 
 Include – stays in queue regardless of days delinquent 
 Include 

Exclude 
Delinquent Calendar Days Number of days delinquent before account displays in collection queue 
Overdrawn Share Selection to display overdrawn share accounts (Suffixes 00-01, 70-74) 

 Include 
Exclude 

Overdrawn Calendar Days Number of days overdrawn before account displays in collection queue 
Collector Selection on who is assigned the collection record 

 Set to unassigned 
Set to Loan Officer 



      

 
Collections | Collection Queue 

D a t a m a t I c                                                                                                  
    Page  6                                                     

COLLECTION QUEUE 
 
The Collection queue displays all loan and share suffixes in collections.  Collection records are automatically 
created by the system based off the parameters used Collections Setup. [Main Ribbon > System Settings > 
Collections Setup].    
 
Collections queue is located in [Main Ribbon > Lending > Collections]. 
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Field Comments 
Name  Primary Name 
Account Loan account number 

Reason 

Reason the account is in collection 

 

Delinquent 
Manual Entry 
Missed 1st Pmt 
Overdrawn Acct 

Amount Promise to Pay Amount 
Date Promise to Pay Date 
Days Number of days delinquent or overdrawn 
Paid Amount paid towards the promise to pay amount 
Collector Assigned collector number 

 Collection account is not past the promise to pay date 

 Collection account is past the promise to pay date 
 

 
Note 
List order is defined by the Collections sort option [Main Ribbon > Tools > Options > Lending Tab]. 
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Add Collection 
 
The Add Collection wizard screen allows user to enter a manual collection record.   The screen can be launched 
by: 
  

Click Right Click Shortcut Key 

 

 
 

 

 
 

Field Comments 
Account Number Account Base – Check Digit – Suffix 

 Search for Account 
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Field Comments 

Assigned Collector  Teller Number to assigned to the collection record.  Defaults to current 
teller number. 

Promise to Pay Amount of promises to pay 
Promise Date Date of promise to pay 

 Search for Account 

 Calendar 
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Edit Collection 
 
The Edit Collection screen allows user to modify the collection record.   The screen can be launched by: 
 

Double Click Right Click Shortcut Key 

Item None 
 

 
 

 
 
 

General 
At a glance view of the collection record 
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Promises 
Field Comments 
Promise to Pay Amount of Promise to Pay 
Promise Date Date of Promise to Pay 
Paid on Promise Amount that has been paid since the Promise to Pay amount was entered 
Collector Assigned Teller Number  
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Comments 
Field Comments 
Date Date the comment was added 
New Comment Text for comment 

 
Adds comment to display list below 

List  Displays a list of previously added comments  
 

 
Note 
Comments cannot be edited or deleted. 
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Delete Collection 
 
Collection records can be deleted by: 
 

Click Right Click Shortcut Key 

 

 
 

 

 
Note 
Only manually entered collection records can be removed. 
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COLLECTION NOTICES 
 
The collection notice wizard is used to print a collection notice.  Notices can be printed for both share and loan 
suffixes.  Notices or collection letters display after completing the wizard as a PDF document.  This allows the 
user to add any comments on the document before printing. 
 
Collection notices can be printed by right clicking on a selected collection record. 
 

 
 

 
 
Field Comments 
Name List of names on the collection record available to print. 
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Field Comments 
Documents List of collection notices 
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AUDIT COLLECTION 
 
The Collection Audit inquiry displays any changes made to the Promise to Pay Fields.  [Main Ribbon > Inquiry > 
Audit > Collection] or [Member Ribbon > Inquiry > Audit > Collection] 
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COLLECTION INQUIRY 
 
The Collection Comments Inquiry displays the comments on the collection record.  Main Ribbon > Inquiry > 
Collection Comments] or [Member Ribbon > Inquiry > Collection Comments] 
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