
 
Adding an Opponent / Debtor 

 
Overview 

This document provides step-by-step instructions for adding an opponent in CMPOnline to guide users 
through the process efficiently and accurately. Please note that certain areas of the opponent screens 
are customizable and can be tailored to meet your firm’s needs, including custom User Defined Fields. 
Additionally, the label for 'Opponent' can be customized based on the Case Type Terminology 
Settings—for example, it might appear as Parties, Defendants, Debtors, or other terms as needed. 

Add an Opponent / Debtor 

●​ Navigate to Case File > Opponents. 
●​ Click the Add Opponent button at the top-right of the screen (indicated below). 
●​ You will be brought to a new opponent screen to fill in appropriate information. 

 

 

 

https://casemasterpro.com/help-documentation/terminology/
https://casemasterpro.com/help-documentation/terminology/


 
Adding an Opponent / Debtor 

 
Contact Tab 

Location: Case File > Opponents > [Opponent Name] > Contact Card 

●​ Type: Select the Type of debtor you are adding to the case file.  Selecting the Type will display 
various fields for the specific type.​
Example: When selecting ‘a Corporation’, the First/Middle/Last fields will change to Contact Names and 
Organization Name accordingly.​

 
●​ Contact/Address Fields: Fill in the appropriate fields, to include first name / middle name / last 

name (for individuals), address, phone number(s) and email address(es). 
●​ Add any necessary hold codes to the opponent as needed. For additional details regarding Hold 

Codes, view our Hold Codes Help Document.​
Note: Hold Codes allow you to tag the opponent with for more information, such as Case Settled or 
opponent in Jail, which are also displayed on the Main > Case File. 

●​ SAVE 
 
Note: It is required to save before navigating to the next tab and recommended to save your data often 
while adjusting additional tabs. 
 

 

https://casemasterpro.com/help-documentation/adding-hold-codes/
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Other Details Tab 

Location: Case File > Opponents > [Opponent Name] > Other Details​
Screen Features: SSN/EIN, Birth Date, Gender, Marital Status, Military/Guarantor, Credit Score, Opposing 
Attorney, Driver’s License #, D/L Expiration Date, Spouse Name / Relationship, Aliases. 

Other Addresses Tab 

Location: Case File > Opponents > [Opponent Name] > Other Addresses​
Screen Features: Physical address (if different from Opponent’s mailing address), Alternate Addresses, 
and Bad Phone Numbers, Email Addresses, and Mailing Addresses. Bad Addresses come in handy when 
mail is returned during collection and litigation tactics, and is an essential tool for skip tracing. For 
additional details, please visit our Editing Bad Phone Numbers and Addresses Help Document. 

Financials Tab 

Location: Case File > Opponents > [Opponent Name] > Financials​
Screen Features: Payment Arrangement setup and arrangement Calculator, along with a Financial 
Calculator to track income, expenses, and assets. For additional details, view our Payment Arrangements 
Help Document. 

User Defined Fields 

Location: Case File > Opponents > [Opponent Name] > User Defined Fields​
Screen Features: User defined fields to add custom fields to various screens for use with general tracking 
of information, as well as in document generation and custom reporting. For additional details, view our 
User Defined Fields Help Document. 

More 

Location: Case File > Opponents > [Opponent Name] > More​
The additional debtor screens located under the ‘More’ tab offer details and settings for things such as 
Litigation, Bankruptcy, Insurance, and Garnishments, which are customizable based on the Case Type 
and can be configured under the Administration area.  For more details, view our Additional 
Opponent/Debtor Screens Help Document. 

Questions? 

https://casemasterpro.com/software-support/  
support@casemasterpro.com 
(386) 675-0177 

 

https://casemasterpro.com/help-documentation/editing-bad-phone-numbers-and-addresses/
https://casemasterpro.com/help-documentation/adding-payment-arrangements/
https://casemasterpro.com/help-documentation/adding-payment-arrangements/
https://casemasterpro.com/help-documentation/user-defined-fields/
https://casemasterpro.com/help-documentation/additional-opponent-debtor-screens/
https://casemasterpro.com/help-documentation/additional-opponent-debtor-screens/
https://casemasterpro.com/software-support/
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