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Debtor letters can be used to chase customers for outstanding debt.  

They are similar to statements except they can contain some text used to chase debt.  

This text can become more severe as the debt gets further passed its due date.  

Letter Setup 

The first stage is to setup the letters themselves. 

Within the customer module, select the setup menu option and select Debtor Letter.  

 

 

This will open up a screen similar to below: 

Existing letters which have been setup will appear. 

There is a toolbar button to generate a new letter.  

Click the new button to open the letter setup screen.  
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Within the setup for a letter the following can be configured.  

(1) The letter code for the letter can be entered.  This should be kept as short as 
possible. 

(2) The active flag determines if the letter will be displayed for use in the debtor letter 
run.  

(3) The description can be longer than the code (if required) and can contain more 
information.  

(4) The days overdue is used to determine when this letter will be used. 
(5) The message text is the text which will print with the letters.  

The text would usually become more severe on letters which have older debts.    
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Debtor Letter Run 

Once the letters have been setup, the debtor letter run can be processed.   

Within the customer module under Credit Control select Debtor Letter Run.  
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The debtor letter wizard will now run where various filters can be applied. 

(6) Enter the date which the aging for the transactions will be based upon. 
(7) The letters can either be run for all customers or a filter for certain customers can be 

applied. 
(8) Customers with small balances below a certain amount can be excluded using the 

minimum balance field.  
(9) Customers can have a debt chaser assigned to them.  The debt chaser can then be 

used to filter customers in the debtor letter run. 
(10) Customers can have a sales rep assigned to them.  The sales rep can then be used                          

to filter customers in the debtor letter run. 
(11) The ‘Include In dispute Transactions’ option can be ticked if disputed invoices should  

appear on the debtor letter run.  It is recommended that this is ticked to prompt the 
Customer for payment & not hidden from the debtor Letter. 

(12) Once all of the options have been filled in as required, click next to continue the  
wizard.  
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The next page of the wizard will show all of the customer records which meet the criteria 
specified on the previous page.  

(13) The tick box on the left-hand side can be manually ticked to include the customer in  
the letter run.  If the box is unticked the customer won’t be included.  
NB. Any Customer that does not have a letter calculated needs to be  
Unticked. The wizard will not progress to the next page if a Customer is 
ticked & a letter is not selected/calculated. 

(14) This is the letter which has been selected by the system based on their outstanding  
transactions.  This can be overwritten by clicking into the field and using the drop  
down to amend it.  

(15) Select all/none buttons – This can be used to quickly tick all or none of the  
customers to be included in the letter run.  

(16) Once the correct customers have been selected click next to finish the wizard and  
proceed to the printing option.  
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On completion of the wizard, the standard print dialogue screen will appear so that the 
printing preferences (email, printer etc.) can be selected.  

 

 

 

 

 

 

 

 

 

 

The letter will look similar to a statement but will contain a header section with the text 
defined in the letter setup.  

 

 


