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INTRODUCTION
This service pack updates Debtors Ledger to provide a new feature which allows users to specify and produce a wide range of user definable letters (in PDF format) which can be printed or delivered via email.

	The changes introduce a new feature within Debtors Ledger. The new feature allows multiple letters to be created within a new letter definition function. Letters can then be generated for either a single customer (within account maintenance or enquiries) or a range of customers via a new letter generation program. 
Each letter consists of up to fifteen segments, each segment contains an item such as the customer address, account balances or free form text. Most of the items have more than one layout option (for example, when the ‘date’ is included in a segment it can be optionally left or right aligned). 
Each letter can (optionally) have its own backdrop.

	Note, letters are only produced in PDF format and always in portrait orientation.

	Debtors Ledger has been updated as follows:
· A maintenance program has been created to configure letters (‘Letter Specification’) available from the system maintenance menu.
· A letter generation program DLM has been created (‘Letter Generation’) available from the reports and statistics menu.
· The DL (reports and statistics) menu has been updated to include new options to run the new letter specification and letter generation programs.
· Account maintenance and account enquiries have been updated to modify the handling of the ‘Letter’ button so that if any letters have been defined within ‘Letter Specification Maintenance’ they are listed allowing individual letters to be produced for the selected customer. If no letters have been defined within ‘Letter Specification Maintenance’ then the export feature is invoked as before.  In this case the letter will be stored as an attachment for the account.



DL – Letter Specification Window
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	Purpose
	This window enables you to create and maintain a set of user defined letters which can be produced for either a single customer (within account maintenance and account enquiries) or for a range of customers via the Letter Generation option. 


The prompts are:
	Letter Id
	This is used to uniquely identify each letter.  

	Letter name
	A description/name for the letter.   

	Font
	(Optional). This can be set if you wish to use a specific font for the letter.

	Font size
	(Optional). This can be set if you wish to use a specific font size for the letter.

	Backdrop
	(Optional). This is the default backdrop for the letter. It can be overridden when the letter is produced. Enter the filename for backdrop image file (excluding the image folder), alternatively press the ‘Backdrops’ button to select an existing backdrop (associated with this letter) or upload a new backdrop. 

	Segment content 1…15
	Each letter is made up from up to 15 segments, each segment contains information to be included in the letter. For each segment you can select one of the following content types which in some cases can be preceded and suffixed by user defined text:
Not used.
Account address.
Company address.
Current date.
Salutation.
Fixed text (specified using the ‘Text’ button).
Blank line.
Account balance details.
Last payment information.
Trading terms.
Contact name.
Account details.
Specified date (the date is specified when the letter is produced).

	Content variant 1…15
	(Available depending on the content selected for the corresponding segment). Some content types have multiple layout variants. For example, if the segment content is set to the date it can be either left justified or right justified.   

	Prefix text 1…15
	(Display Only). This indicates whether the segment is configured to allow prefix text.  Prefix text is controlled via the ‘Text’ button.

	Suffix text 1…15
	(Display Only). This indicates whether the segment is configured to allow suffix text.  Suffix text is controlled via the ‘Text’ button.


The buttons are:
	 Search
	When pressed this will initiate a look-up search if one is available.

	Email Text
	Press this to supply default body text for the emails sent when the letter is delivered via email. It can be modified when the letter is produced if required.

	 Preview
	Display a preview of the letter. 

	Backdrops
	Press this to list backdrops associated with the current letter or to upload and associate a new backdrop for the current letter. This also allows the backdrop origin settings (for those backdrops already associated with the letter) to be amended.

	Text
	Press this to set the fixed text for the segment. Additionally, it is used to specify prefix and suffix text for its associated segment.



DL – Letter Specification Text Options Window
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	Purpose
	This window enables you to specify whether the segment has prefix and suffix text along with whether or not the text is joined to the segment content. 


The prompts are:
	Prefix text?
	Set this if you wish to specify prefix text for the segment.

	Join segment content to prefix text?
	(Not available for all segment variants). When set the segment content will be appended to the last line of prefix text. Warning if the length of the text and segment content is longer than a single line (132 characters) the overflowing text is ignored.   

	Suffix text?
	Set this if you wish to specify suffix text for the segment.

	Join suffix text to segment content?
	(Not available for all segment variants). When set the first line of prefix text will be appended to the segment content (which itself may have been appended to the last line of prefix text). Warning if the length of the text and segment content is longer than a single line (132 characters) the overflowing text is ignored.   





DL – Customer Maintenance – General Details Window
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	Letter
	When pressed the system checks to see if any letters have been defined within ‘Letter Specification Maintenance’ and if so lists them allowing individual letters to be produced for the selected customer (and stored as an attachment to the customer account). If no letters have been defined within ‘Letter Specification Maintenance’ then the export feature is invoked for the selected customer. This option prompts you for the contact and address to be used, and is designed for exporting letters, address labels, etc




DL – Customer Enquiries Window
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	Letter
	When pressed the system checks to see if any letters have been defined within ‘Letter Specification Maintenance’ and if so lists them allowing individual letters to be produced for the selected customer (and stored as an attachment to the customer account). If no letters have been defined within ‘Letter Specification Maintenance’ then the export feature is invoked for the selected customer. This option prompts you for the contact and address to be used, and is designed for exporting letters, address labels, etc





DL – Letter Generation Set-up Window
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	Purpose
	This window enables you to produce letters previously defined within ‘Letter Specification’.


The prompts are:
	Letter Id
	This is used to uniquely identify each letter. A search is available.  

	Letter name
	(Display Only). The description/name of the letter.

	Backdrop
	(Optional). This is the backdrop for the letter. Enter the filename for backdrop image file (excluding the image folder), a search is available. 

	Specified date
	If the selected letter contains a ‘Specified date’ segment, then enter the date to be used here.

	Deliver letters via email where available?
	Set this to deliver letters via email where available. This uses the same email address as that used for customer statements. By default, letters will be printed for any customers that do not have an email address set up. However, this can be overridden in the ‘Customer list’ window. Letters delivered via email are also stored as an attachment to the customer account (this is not possible for printed letters which are collated into a single PDF document).

	Only include customers over their credit limit?
	Set this if you only want to send the letters to customers that are over their credit limit.

	Only include customers with an overdue balance?
	Set this if you only want to send letters to customers that have an overdue balance. 

	Number of days overdue
	(Only when limiting letters to customers with an overdue balance). Set the number of days a balance must be overdue before the customer qualifies for a letter. Leave this set to zero if you want letters sent to every customer with an overdue balance.

	Company
	The company to produce letters for. A search is available in multi-company systems.

	Customer From…To
	Specify the range of customers to receive the letter (leave the ‘from’ customer blank to start from the first customer and leave the ‘to’ customer blank to continue to the last customer). A search is available.

	Terms 
	Set this to limit customers receiving the letter to those with specific trading terms. A search is available.

	Credit rating
	Set this to limit customers receiving the letter to those with a specific credit rating. A search is available.

	Sales Rep.
	Set this to limit customers receiving the letter to those with a specific sales representative. A search is available.

	Territory
	Set this to limit customers receiving the letter to those for a specific territory. A search is available.

	Account currency
	(Only available in multi-currency systems). Set this to limit customers receiving the letter to those with a specific account currency. A search is available.

	Account status
	Set this to limit customers receiving the letter to those with a specific account status. A search is available.

	Customer classification 1…4
	Set this to limit customers receiving the letter based on their customer classifications. A search is available for each classification that is in use.


The buttons are:
	 Search
	When pressed, this will initiate a look-up search if one is available.

	OK
	When pressed, a list of customers eligible for the letter is displayed, you can then manually fine tune the list before generating the letters. 

	Cancel
	Cancel letter generation and return to the menu.




DL – Letter Generation – Customer List Window
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	Purpose
	This window lists customers eligible for the current letter, you can then manually fine tune the list including email addresses to be used before generating the letters.


The prompts are:
	Customer
	(Display Only). The customer code and name.

	Via Email?
	This is set for customers receiving the letter via email.

	Email address
	(Only for customers receiving the letter via email). The email address to which the letter will be sent.



The buttons are:
	Amend
	Press this to amend whether the selected customer has a letter printed or emailed and the email address the letter is to be sent to, if required.

	Delete
	Press this to remove the customer from the list of customers receiving the letter.

	 Generate Letters
	[bookmark: _GoBack]When pressed, this will initiate the letter generation. A customer action will be created to record the fact that a letter has been produced.

	Note
	All letters (not being emailed) are collated in a single PDF format file, as such when this option is chosen the letters are not stored as attachments against the individual customer accounts. Letters delivered via email are stored as attachments against their customer account.

	< Back
	Press this to return to the Letter Generation Set-up window.
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