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This manual is designed to help you and your team with our 
advanced accounts rendered management module OneCollect  
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Administra+on se.ngs  
  

AR Statuses  
 
Set up and edit AR Statuses in the Administra1on Tab under “Manage Codes.” Click the green plus to add new 
or the grey cog to edit exis1ng. See Figure 1 below. 
 

 
   

 Figure 1.  
  
  

Document Templates  
 
Set up and edit document templates in the Administra1on tab under Document Templates. Three groups of 
templates - documents, email and text messaging (SMS) can be set up. Click the green plus to add new 
templates or the grey cog to edit exis1ng ones. See Figure 2 below. 
  

 
  

 Figure 2. 
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When crea1ng a template for an email or text (SMS) message, you can use merge fields (field names) to bring 
client data into the body of your message (see Figures 3 & 4 below). 
  

 
  

 Figure 3.  
  

 
 

Figure 4. 
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Roles and Permissions  
 
Set up permissions for OneCollect user/s by going into the Administra1on tab and clicking “Roles” (See Figure 
5 below). Create a new role or add to an exis1ng role.  
 
Select “Choose Permissions” and select “Use OneCollect – Allows user to access the OneCollect ribbon tab.” 
 
Select “Choose Reports” and select “OneCollect AR Ac1on List.” 
  

 
  

 Figure 5. 
  

  

OneCollect Search  
   
In the OneCollect tab use the search filters to run an A/R search to bring up A/R records (see Figure 6 below).  
 
You can search on: 
 
 +     Ac1on date due 

+ A/Rs older than a certain amount of days  
+ Amounts over  
+ Status  
+ Within a date range  
+ All A/Rs  
+ All A/Rs excluded from statements   
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You can further define the search by: 
 

+ Authors – by client or matter author  
+ Teams  

 
Click the “Search” bu\on to return your selected results.  
 

 
 

Figure 6. 

 

 Report Prin+ng   
  
Place a 1ck in the box at the top of the column to select all clients or manually select which records you want 
to report on by 1cking only that record in the list – the print bu\on will become live (as per Figure 7 below).  
 
The print bu\on will print the informa1on as you see it on the screen. You can re-sort the informa1on on the 
screen by clicking the header fields (i.e. click “Client” to sort by client, click “Age” to sort by age etc.).    
 

 
  

 Figure 7. 
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Account Rendered Processing   
 

Process Single  
 
Process single allows you to select a few transac1ons for processing with the flexibility to add specific dates 
and notes in rela1on to that account rendered record as you process it. See Figure 8 below. 
 

1. Run your account rendered search and select records for single processing 
2. Click “Process Single” bu\on. This will open the A/R processing screen 
3. Clicking the blue invoice number hyperlink will open the Account Rendered Maintenance screen 
4. Add debt collec1on notes by clicking on the A/R notes tab and the green plus. This will open the 

“Add new note” screen 
5. Add note and click “Save & Close” 

 

 
 

Figure 8. 
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In the Account Rendered Maintenance screen, you can also produce a Payment Agreement Document and 
record payment terms (See Figure 9 below).  
 

 
   

Figure 9. 
 
 
Example of Payment Agreement Document: 

 
   

   Figure 10. 
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Complete the required fields in the A/R Processing screen shown in Figure 11 below.  
 

+ Status - use the dropdown menu to move the A/R to the next status, if desired 
 

+ Next Action Date – either advance the next action date a certain number of days or pick a date 
using the date picker 
 

+ If processing an email, SMS (text message) or a document ensure you select a template from the 
dropdown menu.  (See administration settings for template maintenance) 
 

+ Click “Create” to generate an email and/or a document  
 

+ Click “Send Now” to send SMS 
 
NOTE: If the email address or phone number informa1on is missing, this can be filled in if available at this stage 
and 1cking the “Save changes to contact details” box will save this informa1on back to the client profile.   
 

+ Click “A/R statement” to produce an account rendered in PDF form 
 

+ When finished updating details on the A/R processing screen click “Process & Save” - this will 
then move to the next record 
 

+ Click “Skip” to move forward to the next record if the current record on the screen needs no 
changes/actions or maintenance (via the hyperlink) 
 

+ Click “Close” to shut down the A/R processing screen – ending your process single session 
  
  

 
 

Figure 11. 
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Process bulk  
 
“Process Bulk” allows you to process a large number of accounts rendered records at one 1me. Run your 
account rendered search and select records for processing. Click the “Process Bulk” bu\on to open the 
OneCollect – Follow-up Ac1ons screen. 
 
In the following example, we are going to process an email batch.  
 

 
   

 Figure 12. 
 
As shown in Figure 12 above, I have put a 1ck in the send email box and selected my email template from the 
dropdown menu. This will auto-1ck the email field of all the records.    
 
I have chosen my advance next ac1on date of 14 days. The selected records will then not appear in the list for 
another 14 days. Running an “All” account rendered search will s1ll find these records if amendments or ac1ons 
are required sooner.   
 
I have 1cked my “change status” box to move my “batch” to the next processing stage. In this case my Final 
Reminder stage.    
 
Some of my records show a red box around the email field for that record. This indicates there is no email 
address set for this client/account rendered contact. The grey cog to the right allows you to edit the client 
details and add an email address without needing to exit this screen. Click the grey cog to open the Primary 
A/R Addresses screen. Add in details and “Save & Close” (as per Figure 13 below).  
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Figure 13. 
  
The Process Bulk screen will not process if any records show a red box. If you don’t have the details (email 
address, phone number or address) to add then you will need to deselect the record before processing. You 
can s1ll advance and change the status of a record if you choose – by leaving the 1cks in the “Status” and 
“Date” fields. Clicking “Process” will automa1cally generate and send emails. See Figure 14 below. 
 
 

 
   

Figure 14. 
 
On comple1on, the following message will display.  
 

 
 

Figure 15. 
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SMS log  
 
The “SMS Log” bu\on reports on SMS messages sent. This will let you know that SMS messages have been 
successfully sent and received. Use the green dot to refresh this screen. See Figure 16 below. 
 

 
 

Figure 16. 
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