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            What should you look for in Collection Software?
Introduction
The Office of Court Administration's (OCA) Collection Improvement Program is a set of principles and processes designed to assist cities and counties with collecting court costs, fees, and fines assessed against persons convicted of misdemeanor or felony charges when they are not prepared to pay all court costs, fees, and fines, at the time of assessment and when time to pay is requested. 

Why invest in Collections Software? Information management for the courts is typically the function of the jurisdiction’s case management system (CMS) software.   Historically these systems have mirrored processes required by the courts, which focused very heavily on case processing and had limited fee collection functionality beyond generic bookkeeping and receipting.   With the creation and development of more innovative approaches to collecting court costs, fees, and fines – such as the Collection Improvement Program – the need for expanded or enhanced collection modules for CMS, as well as standalone judicial/court collections systems/software are critical to the successful management of court revenues.  
Judicial Collection software is a critical tool for improving collection rates.  Without a quality information management system, the Collection Improvement Program can be difficult – if not impossible – to implement and maintain.  The purpose of this document is to provide a broad prospective of the different software features that affect the workflow and effectiveness of Collection Improvement Programs.  If your Collection/Compliance staff has the capability to perform all the functions described in this document, then your Collection Improvement Program is likely performing at the level achieved by the best programs in Texas.
Less time entering data = More time motivating defendants. It is important to note the distinction between standard accounts receivable collections and court collections.  Court collections or judicial compliance is significantly different from that of standard collections.  Generally the ultimate penalty for defaulting on standard collections is not time in jail.  Other collectors don’t have to balance their efforts between a simple financial issue and a complicated criminal justice system.  In addition, if you speak with a group of judicial enforcement officers or court collectors, you will find they have a few things in common.  Perhaps more impressive is the enormous variation in the details of how they perform the collection process.  If their information management system isn’t designed specifically for judicial or court collections, excessive time is required to fulfill administrative duties, with less capacity to work directly with defendants… and working with defendants is the key to success.  
Software Selection Guidance 
It is recommended to review the following detail requirements list, prioritizing items for your specific workflow as “Required,” “Nice to have,” or “Unneeded”, using the What to look for in Collection Software Checklist.  Then, continue using the checklist to compare specific vendor features. The checklist has columns for evaluating each vendor’s capability as to “Provided,” “Partially provided,” or “Not provided” by the vendor’s software.   This document provides a detailed description for each requirement on the checklist.
Functionality Requirements Overview

	Major Function
	Description & Relevance

	a. Interface to Case Management Software
(Detail 1 item)
	Interface capability provides for automated transfer of status and defendant assessment information from the Judicial Case database to the Fee Collection database.  Without this feature, data entry performed on the Case Management database would have to be repeated within the Court Collection database. 

	b. Manage Defendant Payment Plans
(Detail Items 2-11)
	Payment plan functionality must accommodate all the different payment schedule options used by the Collector, as well as providing for special handling of juveniles/multiple defendant cases and suspension of case activity.

	c. Track Cashier Transactions
(Detail Items 12-16)
	In many counties and municipalities, the cashiering activity occurs independently/separately from the collections office.  However, information must flow from cashiering to update the collection record.

	d. Generate Defendant Letters
(Detail Items 17 – 27)
	Basic capability includes generation of ‘form’ dunning letters.  However, government collectors need flexibility to accommodate multiple different dunning letter templates – based on rules or defendant behavior events. Collectors may prefer availability of English and Spanish letter options.

	e. Printing/Capabilities
(Detail Items 28 – 31)
	Collection software must support printing on a wide variety of letter, postcard and label stocks – including multiple colors, sizes, etc.  Collectors may prefer software that avoids sending a letter when the amount due is below a set minimum.

	f. Produce case related documents/ communications
(Detail Items 32 – 33)
	Collection software should support printing court documents, such as Return to Court and Warrant Request.  Communication with probation officers, attorneys, and case workers should be enhanced through report filtering, which automatically selects/lists only those defendants who are associated with the specific professional’s caseload and also match the requested compliance condition. 

	g. Log contact history and provide case alerts
(Detail Items 34 – 37)
	Collection software must maintain a complete case history, providing automatic, non-editable time stamps on case notes.  Collectors may prefer case alerts to display critical case profile warnings each time a case is read/accessed.  Reminder notification alerts prompt the collector to perform an action (such as a follow-up contact).

	h. Report generation, filing & distributing
(Detail Items 38 – 49)
	Many reports are required for administrative management.  Collection software must be able to generate a report of current data summaries.  The software must support saving/filing an electronic copy of the report and distributing the report.

	i. Perform Data Import
(Detail Items 50 – 51)
	Collectors require timely case assessment status and defendant payment information.

	j. Perform Data Export

     (Detail Items 52 – 54)
	Various agencies and third party contractors depend upon timely collections information to perform activities such as skip tracing.

	k. Compatibility with Automatic Voice Notification Systems
(Detail Items 55 – 57)
	Automatic Voice Notification Systems (AVN) support contacting defendants through recorded telephone messages.

	l. Provide Additional Features

(Detail Items 58 – 65)
	Additional features, such as the ability to capture defendant photographs within the collector’s database, support innovative techniques and continuing improvement of the collections program.

	m. Collection Administrative Management
(Detail Items 66 – 70)
	Features such as collector caseload management, access security levels and protection of data history (backup/restore) promote effective management of collection teams.


Functionality Requirements Detail

a. Interface to Case Management Software

1. Ability of current case management system to provide information to the collection system.
Recognize that significant additional manual effort and coordination will be required if there is limited or no data transfer between your Case Management system and the Court Collection system.  You should ask your case management system vendor; “Can you give us the ability to produce an electronic list of transactions (date, receipt #, case number, and maybe payment method) for defendants who paid yesterday?”  A negative answer may cause inefficiencies, such as double data entry of case information into “standalone” collection software.   However, as explained in the following list of features, ‘modules’ added onto existing case management software may not provide the robust performance needed for your court’s anticipated transaction volume.
It might be time to ask; “Is my case management system doing all it should?  Is it time to get another case management system that will work seamlessly with the court collection system?”   Alternatively, the existing case management system may support routine data transfer (see also item #50).
(Bookmark: Back to Functionality Requirements Overview)
b.  Manage Defendant Payment Plans
This sounds easy, or at least basic, but for government collectors, there are a number of different issues that impact payment plan management.
2. User-defined assessment codes
For some judicial court collectors, the actual detailed assessments are not significant; some of them use a single code, CCFF, for consolidated court costs, fees, and fines – and a single total amount due.  However, to facilitate the Office of Court Administration (OCA) collection reports, court costs and fees need to be segregated from fines.  Other jurisdictions require a detailed breakdown of assessments.  Does the vendor’s software provide user-defined assessment codes that are appropriate for your jurisdiction?
3. Create Payment Plan based on payment amount
It is very convenient to simply specify a fixed amount, say $100 to be paid weekly, bi-weekly, or monthly and let the collection software calculate the plan.  Does the vendor’s software perform this calculation, including any projected time payment and/or transaction fees?
4. Create Payment Plan based on duration
If there is a rigid timeline to be followed, the payment plan may simply specify the number of weekly, bi-weekly, or monthly payments necessary to fulfill the total assessment.  Does the vendor’s software calculate the payment amount, including any projected time payment and/or transaction fees, with weekly, bi-weekly and monthly options?
5. Create Payment Plan based on rule
If the court has a policy that utilizes different pre-defined payment plans, based on the total amount due, then the collector’s software should enable creation and automatic selection of the appropriate payment plan.  Does the vendor’s software provide payment plan selection guidance based upon user-input rules?  Before a plan is saved and assigned to a specific defendant, does the software allow the collection officer to appropriately customize the rule-generated payment plan, as appropriate for the jurisdiction’s policy?
6. Create Payment Plan based on explicit manual entry
Sometimes, the payment plan cannot be calculated automatically, due to ‘unequal’ initial or final payments (balloon payments) or other irregular requirements.  Does the vendor’s software allow the user to define an explicit payment plan, where each payment amount is individually assigned?
7. Manage Cash Bond
Cash Bonds can be tricky, because the amount is not included in a payment plan, but in some jurisdictions the collector cannot consider the plan status satisfied until the bond amount is actually received.  Does the vendor’s software have the ability to manage cash bond amount due separately from the court costs/fees/fines payment plan?
8. Automatic adjustment of next payment amount due
If the defendant is supposed to pay $100 per month, but this month pays $125, how much does he or she owe next month?  If your answer is $75, then your plan is “Flexible”.  If your answer is $100, then your plan is “Rigid”.  Does the vendor’s software accept ‘advance’ payments and the flexibly to adjust the next month due?
9. Convert Payment Schedule to Community Service Schedule
Ordinarily, court-ordered probation is supervised by Probation Officers.  However, in some jurisdictions, the collector is authorized to convert a payment schedule to a community service schedule, if the defendant is or becomes unable to pay monetarily (i.e. unemployed) and is able to perform community service.   Does the vendor’s software allow for creating a plan in terms of hours due, and recording hours served?  Does the software convert service hours to dollars as appropriate for reporting purposes?
10. Special handling for juveniles (Split & Joint Responsibility)
This can be an extremely difficult situation for government collectors.  There is only one case number and yet the court orders individual payment responsibility--for the mother, father, and in some cases, even the child.  This is further complicated when none of them live at the same address.  On the same case there may be additional assessments where it doesn’t matter who pays as long as someone does.   Instead of one case, there may be multiple companion cases involving several minors and their parents.  Does the vendor’s software have functionality to manage multiple defendants for one court obligation?
11. Suspend case collection activity
Especially with a fully automatic process, it is important for the collector to be able to suspend all activity (dunning letters, etc.) for a specific case.  Does the vendor’s software have functionality to temporarily suspend all case activity, including documenting the reasons for the suspension and the ability to re-activate the case as appropriate?
(Bookmark: Back to Functionality Requirements Overview)
c.  Track Cashier Transactions
Handling receipts can be tricky for government collectors, because it is often the case that payments are actually physically received (‘cashiered’) at another office location (not part of ‘collections office’).  
12. Receipt Tracking
Does the vendor’s software allow collectors to designate receipts as ‘not required’?  How does the vendor’s software handle ‘cashiering’ as an activity that is independent (or located at a site other than the ‘collection’ location)?
13. Data Import of Receipts
Several issues regarding importing data are addressed below, but receipts in particular are worth emphasizing, due to the frequent separation of ‘cashiering’ from ‘collection’ activity.  If there is a separate system used for handling payment transactions, does the Cashier system generate a receipt import file (containing minimal information, such as case, receipt number, etc.) that can be imported by the Fee Collection system? 

14. Quick-cashiering
If an import process is not possible, due to limitations of the cashiering system, then the collection software needs a “quick cashiering” functionality to allows collectors to record multiple receipts from a “hard copy” report.  Does the vendor’s software provide for tracking external cashiering activity with manual ‘batch’ or ‘quick’ data entry functionality?
15. Prorating/Allocating Receipt Disbursals
Court costs are comprised of a number of smaller fees; often more than a dozen of them.  Distributing the money collected to the correct detailed fee is so difficult that many counties employ a general formula applied to total monthly collections, allocating each payment.  This “educated guess” is used for actual disbursal.  Note: For the OCA collection reports, court costs and fees need to be segregated from fines. Does the vendor’s software prorate/allocate individual receipts according to local policy?  
16. Individually Disburse, Track & Report Victim Restitution
The cashiering function typically totals multiple fine payments, with a single disbursal to the designated government agency (or combination of agencies.)  However, victim Restitution requires special handling, because unlike other assessments, victim restitution is naturally disbursed to the individual victim.  Does the vendor’s collection software calculate and produce monthly disbursal reports for victim restitution, complete with individual victim references? 
(Bookmark: Back to Functionality Requirements Overview)
d. Generate Defendant Letters
17.  Daily automatic letter generation, with English/Spanish preference for each defendant
“Automatic” by the collection software’s definition, means that when the collector gets to work in the morning, all time-sensitive letters and documents are already queued up and ready to print.  Language preference, when desired, should be noted at the time the payment plan is established so you don’t have to worry about it again.  Does the vendor’s software assign a language preference for all defendant mailings?  Does the software automatically generate letters?
18. User-defined Dunning Letter templates
Most collectors have a set of standard documents used in support of their local collection policy.  These can be fairly generic or highly customized to the individual court.  Does the vendor’s software provide for customization of dunning letters?  Does the vendor’s software automatically select the appropriate letter, in response to defendant’s compliance behavior?

19. Standard Dunning Letters (by rule—15, 30, 60 days)
In some jurisdictions, the pre-defined rules from the court define the dunning letters, sometimes based on a fixed interval from the sentence date.  Does the vendor’s software generate dunning letters based upon user-designated intervals?
20. Collection for non-adjudicated cases
If the collector will be responsible for non-adjudicated cases, a completely different set of letters is required.  Some jurisdictions even include tear-off plea agreements as part of the notification.  There is also special handling of non-adjudicated cases with regard to the OCA collection report.  Does the vendor’s software have options for non-adjudication?
21. No Payment Plan Status (no-show)
Another set of custom letters is used when defendants are instructed to report directly to the collector from court, but do not.  Does the vendor’s software include a standard letter for non-appearance?
22. Deferred Adjudication warning letters
For defendants on deferred adjudication, some collectors print special documents for those individuals who are approaching their probation expiration date, yet have past due payments.  Does the vendor’s software provide a summary report of individuals with deferred adjudication?  Does the vendor’s software batch print locally-required deferred adjudication documents?
23. Dunning letters after Show Cause
After a defendant fails to meet his or her obligations, many jurisdictions bring the defendant back to court for a show cause hearing to determine if the defendant should be jailed or returned to a payment plan.  If the latter is chosen, and the defendant again fails to comply, then most collectors want to send a different set of dunning letters.  Does the vendor’s software include assignment of a different set of dunning letters after a show cause hearing?
24. Before inmate release
Defendants complete a fixed jail term and are released without supervision.  Many of these would never be heard from again.  The collection software needs a custom configuration, or “path” wherein a notice is sent to the defendant automatically two weeks before the known release date.  The scheduling is done in some cases, over a year in advance.  Does the vendor’s software include tracking of inmate release date, and automatic letter generation based upon that date?
25. Special announcements, such as change of court address
From time to time there is a need to communicate with defendants, either individually, a subset, or even all of them, regarding special information.  It could be a change of address for the court or an important change in policy, for example.  When this occurs, the collector needs a fast way to identify the defendants to receive the notice and produce the letters without interfering with any other scheduled process.   Does the vendor’s software include batch generation of court announcement letters, separate from payment plan communications?
26. Warrant round-up
Collectors who participate in warrant round-ups need to be able to do so without interfering with scheduled processes.  However, mailings have to be isolated to meet subsequent reporting requirements regarding; “How many of the defendants contacted actually responded?”   Does the vendor’s software track warrant round-up related activity?
27. Configurable to individual courts
Regardless of the collection process adhered to in any jurisdiction, there is always the possibility that the rules will be different for a particular court.  This may be due to court specialization or personal concerns of an individual judge.  The collector needs to be confident that all collection processes may be customized to meet the specific needs of each court.  Does the vendor’s software accommodate different dunning letter rules/communication plans for different courts sharing the same system?
(Bookmark: Back to Functionality Requirements Overview)
e.  Printing/mailing capabilities
Innovative collection practices include using multiple different types of letter/postcard stock, including rules for using colored paper.
28. Prints letters, post cards, or labels
Does the vendor software provide automatic layout to standard sizes for postcards and multiple size labels, as well as standard letter-size paper?  Does paper selection include a ‘print preview’ for the selected size?
29. If post cards, batched by type (yellow, red, etc.)
Local policies and preferences vary greatly, but if you are using pre-printed post cards, you certainly want to be able to match printed batches with the correct post card stock.  Often in this case, the first post card may be one color and subsequent and final notices may be a different color.  Does the vendor software provide user warning/confirmation of correct color stock loading before mass printing?  Does the vendor’s printer hardware accommodate multiple different paper loading drawers?
30. Skip printing a letter if amount due is below user-assigned minimum
Some jurisdictions prefer to send a letter if the amount due is greater than zero; others prefer to avoid sending intermediate notifications when the payment due is under a fixed amount.  (For example, ‘Pay $0.25 or be subject to warrant.)  Note:  This is not forgiving any debt—the collector is simply waiting for the next payment instead of sending a letter demanding a “small change” payment amount.   Does the vendor’s software filter out accounts that are ‘below minimum amount due’ within the process of batch printing dunning letters?
31. Change of address – automatic re-queue
Bad addresses happen.  Government collectors utilize whatever means are at their disposal, including online skip tracing, to seek correct addresses; when they do, it is very convenient when a single click can 1) enable them to select that address from a list, 2) update the defendant’s address record, 3) store the old address in a history file for future reference, 4) cause the system to recognize and ask, “there are cases in a SENT status, would you like to SEND these letters to the new address?”, and 5) put the appropriate document(s) in the print queue.   Does the vendor’s software enable easy data entry of new defendant addresses?  Does it automatically re-send letters?
(Bookmark: Back to Functionality Requirements Overview)
f.  Produce case related documents/communications
Collectors may have responsibility to provide timely case progress communication and documents to support various other justice agencies.
32. Court Documents
Typical documents include:  1) the Return to Court, which may include details regarding the failed payment plan and/or the collector’s recommendation for further action and 2) the Warrant Request, which may be a request for a capias pro fine warrant or even take the form of the actual warrant to be processed.  Does the vendor’s software produce all locally required court reports and documents? 
33. Probation/Parole Officers, Case Workers, Attorneys, etc.  

Collection software should enable communications with other justice professionals, such as probation officers, parole officers, case workers or attorneys.  A particular defendant and case should be associated to a specific professional’s caseload.  For example, it may include the statement, “The following defendants from your caseload…”  Does the vendor software include the ability to send a report listing all of the defendants from a professional’s caseload who meet the compliance condition that prompted the communication (i.e. apply multiple report filters)?
(Bookmark: Back to Functionality Requirements Overview)
g.  Log contact history and provide case alerts
34. Due diligence notes (time stamped)
The collector needs the ability to log all defendant contact, including telephone calls and office visits, with specific information relevant to the defendant’s payment plan.  Furthermore, this information should be computer time-stamped, such that the collector may produce an incontrovertible chronological report of all events.  This is the ultimate proof of due diligence by the collector, who will undoubtedly be challenged by a defendant at some point.  Does the vendor software enable collectors to easily log contact activity, providing an accurate, non-editable time stamp history?
35. Case Notes
In addition to summary due diligence notes, the collector needs to be able to write detailed case notes regarding the defendant’s payment plan progress.  Case notes enable the collector or the court to review complete information regarding the case.  Does the vendor software enable collectors to maintain detailed case commentary?
36. Case Read/Access Alerts
Some due diligence notes are so important; they must be prominently displayed any time that the case is read/accessed.  For example, “Contact Sheriff if defendant seen,” could be a notice that you might want the collector to receive without having to peruse the entire due diligence event log.  Does the vendor software provide case alerts?
37. Alert reminder notices for due diligence follow-up
Often, due diligence events are recorded because the defendant is reporting some significant future event, such as, “Defendant to start new  job next week,” or “Payment plan suspended due to medical issues until…”.  It is useful for the collector to be able to record the future date so that when the time comes, a pop-up message alerts the collector to the fact that it is time to make a follow-up contact.  Does the vendor’s software provide alert reminder notices?
(Bookmark: Back to Functionality Requirements Overview)
h.  Report Generation, Filing & Distributing
Collectors typically require a significant number of progress and management reports, performing calculations and summaries.  Does the vendor software generate the following standard reports?  Is an ‘electronic’ copy of the report saved/filed for future access?  Does the vendor software support efficient report distribution, by enabling report recipients to view reports in commonly available file formats, such as Microsoft Adobe, Word, Excel, etc?
38. Monthly Office of Court Administration
Instructions by the OCA are quite specific when it comes to monthly reporting.  
39. Periodic Activity (OCA with wider scope)
While the OCA report is very useful, it may not meet local needs.  For example, the OCA report is exclusively monthly and does not include non-adjudicated cases.  A Periodic Activity Report should follow the OCA format, but include all cases for any date range as required for local analysis.

40. Quarterly Activity
The quarterly activity report is used to depict year-at-a glance totals based on OCA criteria.  This means that for a given month, the system counts how much was assessed and how much was collected.  The amount collected could be greater than the amount assessed, because most of the money collected during a given month is the result of the prior month’s assessments.
41. Quarterly Compliance (Assessment/Aging-based)
Rather than answer the question, “How much money was collected during a specific time frame?” a quarterly compliance report responds to this:  “For those assessments that were made during a given month, how long did it take to receive payment?”

42. Probation Expiration 
Some jurisdictions find it very helpful to review a report that answers the question, “How many defendants are approaching the end of their probationary period, yet are currently behind in their payments?”

43. Receipt Activity
The ability to itemize receipts by various combinations of date range, receipt number, court(s), collector, workstation, and payment type can be very helpful to the collector, management, treasurer, and auditor.

44. Daily Deposit Report
If the collector handles payment transactions, it is vital that a report be produced at the end of the day to itemize and total every payment transaction.  This is an essential component of end-of-day processing and reconciliation.

45. Prorating/Disbursement Allocation Report
A detailed report with itemized prorating is essential, when the collection system is to be used to disburse monies according to individual assessments, many of which may be associated with court costs, or victim restitution.
46. Warrant Report (by address/zip)
If the collector is required to provide warrant officers with reports identifying the recipients of capias pro fine warrants; it is extremely helpful if these reports are sorted by either address or zip code to facilitate processing.  Optional inclusion of warrant officer notes, address history, and vehicle information may also be helpful.
47. System Blueprint Report
Especially if the local configuration is complex and perhaps even varies between courts, the collector needs an easy-to-follow road map that depicts the entire process, identifying the time and event triggers.  This report explains what documents and statuses will occur in the collection process, the sequence and the time interval between each event/status.
48. Case Status
Report filtering criteria should be available to facilitate a variety of case status related reports.  These criteria might include:  case status, status date range, sentence date range, court(s), collector(s), amount due, total balance, etc.

49. Browse 
While a hard copy of these reports may be helpful, it can be even more convenient to browse through just the reported cases online.   However, for this capability to be functional, the user must be able to look up and edit other records while maintaining the ability to return to the report browser.
(Bookmark: Back to Functionality Requirements Overview)
i.  Import data
Importing data may not be necessary if the case management system has an integrated collection module.  However, the available case management collection module may not have all the features/functionality that is available in software specifically designed for performing justice-related collections.  Generally, standalone collection software should be able to accomplish more of the requirements listed in this document.  Without appropriate automation, a collector spends an inordinate amount of time researching case status.  With a fully automated system, case status is displayed concurrently with the collection case information.
50. Assessment and payment Information
Integration is often misunderstood within the context of collections.  What the collector absolutely requires is assessment and payment information.  The collector needs to be given current information before the decision to print documents has been made.  (Note that additional steps/processes may need to be implemented for a nonintegrated system but these steps/processes may be easy to implement depending on the particular case management and collection software.)  Does the vendor software enable routine export from the case management system and import of current payment and assessment information into the collection system?
51. Other case information
Although importing other case information may be helpful, it is not always a necessity.  Even counties that import most of their collection data may reject mailing address information, because they would rather use the mailing address from their defendant applications.  Therefore, even with the availability of import, the collectors may still prefer to manually enter certain defendant data. What level of integration/compatibility between collections and case management is appropriate for your collection caseload?
(Bookmark: Back to Functionality Requirements Overview)
j.  Export data
Like any other software, the collection system should support export of data to a file - in any format required.   Typically, collectors need to routinely provide data exchange/file interface to other justice information systems.  Examples include:

52. OmniBase System
This database is used to prevent a defendant from registering a vehicle as long as court costs, fees, and fines remain unpaid.
53. Export to third party
Many jurisdictions utilize third party collection contracts to manage those defendants who fail to respond to the internal effort.
54. Data exchange/interface with skip tracing software
Does the collection software produce export data in a format required for skip tracing?  Ideally, the collection software is able to 1) transmit data for skip tracing, 2) receive a real-time response, 3) provide a list of choices, and upon the collector’s selection 4) update the base record, 5) place the old address in a history file, 6) recognize that there are letters that have been sent recently and ask if the collector wants to resend them, and 7) places them in the print queue—all with a couple of clicks.
(Bookmark: Back to Functionality Requirements Overview)
k.  Compatibility with Automatic Voice Notification (AVN)
These systems support automatically contacting defendants through recorded telephone messages.  There has been growing interest in these systems lately.  Collection software features provide various levels of AVN integration.  Does the vendor’s software provide AVN capabilities that are appropriate for the jurisdiction?
55. Simple AVN target file (data file)
The simplest approach is to create a text file in the format required by the AVN system.  From there, some collectors utilize hardware that automatically “sees” the file, extracts the data, and performs telephone calls as scheduled.  Others utilize an online program that allows them to “pick up/upload” the file and place it in a remote queue for automated processing/telephone calling.
56. Automated (data file + transmission)
With the AVN vendor’s cooperation, the collection software is able to not only create the export file, but also transmit the data to the remote vendor at the same time.
57. Advanced (data file + two-way transmission)
In this process, the collection software creates the export file, transmits it, and waits for a return file from the AVN vendor with information that is used to produce a due diligence event record of telephone call results.
(Bookmark: Back to Functionality Requirements Overview)
l. Additional Features
Does the vendor’s software provide any of these enhanced features?
58. Attach photographs
Some collectors keep a digital camera on hand to include a snapshot of defendants to be included with basic defendant information.  Those that do, report that they find it easier to remember the particulars of a defendant’s case given the photographic reminder of the specific defendant.  This quick recall is vital to the success of defendant interviews and telephone calls, when the collector must actively engage/motivate the defendant.
59. Attach scanned images
Images may be court documents or perhaps the signed application for the payment plan.  The collector may find it convenient to scan images of documents and attach them to the defendant’s online record.

60. References/Associates
Most collectors gather reference information for each defendant and, of course, collection software must accommodate this.  In some communities, it can also be very helpful to link references by association with the defendant (friend, co-worker, parent, etc.).  With the most advanced software, the associates for all defendants are linked such that the collector can find a friend of a friend’s co-worker’s mother simply by asking, “Who is associated with this defendant?”

61. Multiple search options
Obviously there must be a capability to search by full or partial name, case number, or any of several other recorded numbers.  Even better is the ability to search for any combination of defendant address information.  Imagine a defendant’s mother too upset to communicate clearly.  She has just come out of the rain and hands the collector a soggy court document from which it is determined that the last 3 digits of the phone number are” 257,” the address includes the letters “arker,” and the zip code ends with “22.”  Is that enough information for a reasonable search in the collection software?
62. Keystroke shortcuts (Ctrl C, Q, L, etc.)
Even with a well designed, intuitive layout, collectors familiar with their software prefer the ability to perform critical functions and navigation with a minimal number of clicks or keystrokes.  Keystroke shortcuts help in this regard.
63. Address & phone number history
Experienced collectors will tell you that many of their clients tend to move back and forth between two or three addresses.  Maintaining a good address history is a convenient way of spotting when this is occurring, which in turn greatly aids the collector in locating a defendant.

64. Vehicle information
Vehicle information is useful for warrant officers; therefore, it is convenient to provide them with a report that includes a list of all defendants with outstanding capias pro fine warrants, complete with vehicle information and address history, sorted by the zip codes of current addresses.
65. Warrant Officer Notes
If the collector is required to provide warrant officers with reports identifying the recipients of capias pro fine warrants; it is helpful if the warrant officer’s notes, defendant’s address history, and vehicle information is captured.
(Bookmark: Back to Functionality Requirements Overview)
m.  Collection Administrative Management
66. Role-based security and menu privileges
In larger departments, there may be a degree of specialization for various individuals working in the collection department.  In this situation, the supervisor may desire to limit individual system access to particular features.  The Collection Manager should be able to activate and suspend individual access rights as required.
67. Caseload assignment
In some collection departments, cases are all worked equally among all collectors; there is no real “ownership” of a particular case.  Some prefer to distribute cases equally amongst collectors as they come in.  Still others prefer to assign collectors to a particular court.  The local collection software administrator needs a complete tool set to not only manage these issues, but also to handle other “special” circumstances, such as moving an entire caseload from one collector to another.  The collector should be able to browse through just those cases that are of immediate interest, whether by assignment, case status or any of a wide range of criteria (sentence date, due amount range, assessment amount range, etc.)
68. System configuration and management tools
As should be apparent by this point, quite a few characteristics of the system will vary according to local needs and policy.  The local collection software administrator needs specialized software tools to setup and manage the collection software parameters so that the required functionality is tailored to the individual collection department.  Additional administration software is needed to handle other “special” (yet recurring) circumstances, such as resetting a print queue.  As another example, software tools can aid in the transition of assessment fees, phasing in calculations based upon the legal ‘effective date’ for the fee structure.

69. System Backup
Where is the data stored and how often is it backed up?  As automated systems keep more and more information, would you be able to retrieve yesterday’s information if you had a disaster such as a tornado, a flood, etc. that hit last night?  Is the backup process easy to run?  Is it automatically or manually scheduled?

70. Procedures while the system is down 
You will need manual procedures to handle unavoidable events while the collection software is inoperable.  The collection software needs to allow the entering of the manually recorded information once the system is operable, while also continuing to process normal transactions.
(Bookmark: Back to Functionality Requirements Overview)
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