
 

 

 

 

 

 

 

 

Debt Help System User 

Manual 
 

 



Debt Help System User Manual 

 1 

Table of Contents 
1. Home ............................................................................................................................................... 2 

2. Landing Screen ................................................................................................................................ 2 

3. Login Procedure .............................................................................................................................. 2 

4. Dashboard ....................................................................................................................................... 2 

5. Search and Manage Consumer(s) ................................................................................................... 3 

5.1 Manage Consumer(s) ................................................................................................................ 3 

5.2 Search Consumer by Filter ........................................................................................................ 3 

5.3 Load New Consumer Profile ..................................................................................................... 4 

5.4 Update Existing Consumer Profile ............................................................................................ 4 

5.5 View Consumer Summary Information .................................................................................... 5 

5.6 Update Consumer Status Code ................................................................................................. 5 

5.7 Request to Reinstate Consumer ............................................................................................... 6 

5.8 View Consumer Status History ................................................................................................. 6 

5.9 Suspend Debt Counsellor Services ............................................................................................ 7 

5.10 Unsuspend Debt Counsellor Services ..................................................................................... 7 

6. Request and Manage Consumer Transfers ..................................................................................... 8 

6.1 Request New Transfer .............................................................................................................. 8 

6.2 Preview Requested Transfer ..................................................................................................... 9 

6.3 Withdraw Requested Transfer .................................................................................................. 9 

7. View Requested Transfer(s) Pending My Approval ...................................................................... 10 

7.1 Approve Pending Request....................................................................................................... 10 

7.2 Decline Pending Request ........................................................................................................ 11 

8. Reports Management ................................................................................................................... 11 

8.1 View Consumer(s) Summary Report ....................................................................................... 12 

8.2 View Status Summary Report ................................................................................................. 12 

8.3 View Number of Case(s) per Status Code (By Transfered) Report ......................................... 13 

9. Update Your Profile....................................................................................................................... 13 

10. Change Password ........................................................................................................................ 13 

11. Status Code Description .............................................................................................................. 14 



Debt Help System User Manual 

 2 

1. Home 

 

Debt Help System   

 User Manual 

2. Landing Screen 

   

3. Login Procedure 
This screen will require the registered Debt Counsellor to login using their NCR 

Registration Number together with the password provided by the NCR. Once the account 

details have been provided the Debt Counsellor will have to proceed by clicking "Proceed | 

Login" button provided on the screen. 

The Debt Counsellors will be able to retrieve their forgotten password by clicking on the 

highlighted link below. 

 

4. Dashboard 
Once the Debt Counsellor has successfully logged in, the below menu options will be 

displayed allowing the Debt Counsellor to select their next move. 
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5. Search and Manage Consumer(s) 

5.1 Manage Consumer(s) 
Search and Manage Consumer(s) screen will allow the Debt Counsellor to search a 

consumer, update consumer profile, update consumer status, view status history, view 

summarised information and be able to request consumer re-instatement if the consumer 

status is on an inactive status code. 

 

  

5.2 Search Consumer by Filter 
The below screen allows the Debt Counsellor to search for a consumer using the following 

options: Consumer RSA ID or Passport, Surname, First Name(s), Gender, Province or by 

Registration Date(s) and can also display records based on selected order.  
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5.3 Load New Consumer Profile 
The Debt Counsellor can load a new consumer by clicking on  Register 

Consumer Button as highlighted below. 

 

  

The below screen will be displayed allowing the Debt Counsellor to capture consumer`s 

details. 

 

5.4 Update Existing Consumer Profile 
The Debt Counsellor can only update consumers listed under their profile, this can be 

achieved by selecting EDIT Menu  button as highlighted below. 

 

  

The below screen will be displayed allowing the Debt Counsellor to update the 

consumer`s profile. 
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5.5 View Consumer Summary Information 
The below screen will allow the Debt Counsellor to view summarized consumer 

information, by selecting View Consumer Summary Information button as highlighted 

below. 

 

  

 

5.6 Update Consumer Status Code 
The Debt Counsellor can update the consumer`s status code by selecting Change 

Consumer Status Menu button as highlighted below. 
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5.7 Request to Reinstate Consumer 
The Debt Counsellor will be able to request for a re-instatement when the consumer is on 

an inactive status code.This can be achieved by selecting Re-Instate Consumer Menu 

button as highlighted below. User will notice this button will be inactive if the consumer is 

already on an active on Debt Help System. 

 

The below screen will be displayed for the Debt Counsellor to request reinstatement. 

 

5.8 View Consumer Status History 
The Debt Counsellor will be able to view consumer status history. This can be 

achieved by selecting View Consumer Status History button as highlighted below. 
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5.9 Suspend Debt Counsellor Services 
In a case where by a Debt Counsellor want to suspend services on consumers, Debt 

Counsellor will have to selecting Suspend Consumer Services button as highlighted 

below. 

 

As the Debt Counsellor clicks the menu as explained below screen will appear allowing 

Debt Counsellor to Type in a reason for suspending services on a selected consumer. 

Once the reason for suspending services, DC will be required to click Suspend 

Consumer Debt Counsellor Services button to complete the process.  

 

5.10 Unsuspend Debt Counsellor Services 
In a case where by a Debt Counsellor has already suspended services and want to 

unsuspend services on consumers, Debt Counsellor will have to selecting Unsuspend 

Consumer Services button as highlighted below. 

 

As the Debt Counsellor clicks the menu as explained above, below screen will appear 

allowing Debt Counsellor to Type in a reason for unsuspending services on a selected 

consumer. Once the reason for unsuspending services, DC will be required to click 

Unsuspend Consumer Debt Counsellor Services button to complete the process.  
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6. Request and Manage Consumer 

Transfers 
This screen will allow the Debt Counsellor to request the new transfer and view previously 

requested transfer(s). This can be achieved by clicking Request and Manage Consumer 

Transfer(s) Menu on Dashboard. 

 

  

6.1 Request New Transfer 
The Debt Counsellor can request a transfer by clicking Request Transfer Button 

as  highlighted below. 

 

The below screen will be displayed allowing the Debt Counsellor to log a transfer request. 

It will require the Debt Counsellor to type in the Consumer`s RSA ID or Passport, then 

click Apply Filter to retrieve the consumer`s profile. Once the consumer`s profile is loaded 

for Reinstatement or a transfer, the Debt Counsellor will have to click a button associated 

with the record e.g R for Re-Instate if the consumer is current on an inactive status or T 

for Transfer if the consumer profile is on an active status. 

e.g. for the below profile, Consumer will be Reinstated. 
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Or  

 

If the Consumer`s profile is on an inactive status, the below screen will be displayed 

allowing the Debt Counsellor to request the reinstatement for the consumer.  

 

If the consumer`s profile is on an active status, the below screen will be displayed allowing 

the Debt Counsellor to Request for transfer. For the transfer request to be logged 

successfully, the Debt Counsellor will have to attach the required documents.  

 

6.2 Preview Requested Transfer 
The Debt Counsellor can preview previously requested transfers. This can be 

achieved by selecting Preview Menu button as highlighted below. 

6.3 Withdraw Requested Transfer 
The Debt Counsellor can Withdraw previously requested transfer(s). This can be 

achieved by selecting Withdraw Menu  button as highlighted below. 
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7. View Requested Transfer(s) Pending 

My Approval 
To view requested transfers by other Debt Counsellors for approval, this can be achieved 

by clicking menu as highlighted below. 

 

The below screen will appear listing all pending requests for the Debt Counsellor`s 

approval. 

 

7.1 Approve Pending Request 
To approve the requested transfers, the Debt Counsellor will be required to click on the 

button as highlighted below. 

 

The below screen will appear allowing the Debt Counsellor to either Approve the transfer 

request. When the Debt Counsellor clicks on Accept Request , the consumer will be 

transfered to the new Debt Counsellor. If this request is not attanded to within 5 working 

days, the system will automatically transfer the consumer to the new Debt Counsellor. 
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7.2 Decline Pending Request 
To decline transfer`s requests, the Debt Counsellor will be required to click the button as 

highlighted below. 

 

When the Debt Counsellor clicks decline transfer request, the below screen will appear 

requiring the Debt Counsellor to provide the reason for declining the request. 

 

8. Reports Management 
The  Debt Counsellor can pull the reports by selecting on highlighted menu options as 

illustrated below. 
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8.1 View Consumer(s) Summary Report 
The Debt Counsellor can view Consumer Summary Report by selecting View 

Consumer(s) Summary Report Menu on Dashboard.  

 

8.2 View Status Summary Report 
The Debt Counsellor can view Consumer Status Report by selecting View Consumer(s) 

Status Report Menu on Dashboard. 
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8.3 View Number of Case(s) per Status 

Code (By Transfered) Report 
The Debt Counsellor can view Number of Cases(s) per Status Code (By 

Transfered) Report by selecting View Number of Cases(s) per Status Code (By 

Transfered) Menu on Dashboard. 

 

9. Update Your Profile 
The Debt Counsellor can be able to update their current profile by Clicking on "Update 

your Information" on the Dashboard screen and below screen will be shown. It will allow 

user to update their information as illustrated below. 

 

10. Change Password 
The Debt Counsellor can also change their current password whenever they want, below 

screen will appear allowing user to change password. 
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NB: The system will require Debt Counsellor to change their password every month. 

11. Status Code Description 
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