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This guide will demonstrate how to set up and run
your aged debtor letters

Letters to clients who have not yet paid can be batched and printed out at defined intervals. You can
design and preview the letters to be batched according to the age of the debt.

Set up your Aged Debtor letters

Navigate to Supervisor and select Case Management Setup then Standard Documents, followed by Batch
aged debtor letters.

Code setup > Standard documents > Bi
System setup > Email templates Le
Financial setup > Custom data pages

Case management setup > Custom data page fields >
Compliance > Formulae

Integrations > Questionnaire design >

CRM > Workflows

Include documents Tasks

Portal setup > Expert types

Smart actions > Expertise areas

Report type Key date types >

You now have the option to Design or Preview each of the ageing letters.
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Click the Design link on the relevant letter to open the template for the relevant grouping.

When the letter opens you can design the content as required. Simply add any text you wish. You may
also add your headers and footers if required.

There are also a standard set of merge fields available under the Mailings tab which allow you to include
data from Osprey in your Aged Debtor Letters.
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- Al the date of this letter, the amount of Exgebt_held» remains outstanding in our records. It may
be that thes has been overlooked and we look forward 1o recenang seftliemnent. I you requine
further details please do Nol hesitate 10 et uS Know

If payment has been made wathin the last few days, please disregard thes lefter and accept our

- thanks
- Yours sincenely
Accounts Manager

Once you are happy with the template, close Word using the X and then click the save button as you
would with a normal Osprey Approach standard letter.

Preview your Aged Debtor Letters

You can now preview what the letter will look like with some dummy information by clicking on the option
to Preview the relevant one.
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Run the Aged Debtor letters as a batch

You can now run the letters as a batch. Navigate to Accounts, Billing and then Run Batch Aged Debtor
Letters.

Client ledger > Print bills

Billing > View billed time
Nominal ledgers > Run batch aged debtor
Purchase ledgers > Billing guide

Banks & journals >

You can use the drop-down list to select the letter grouping you wish to run the letters for and can also
filter the clients you wish to run the letters for before running them.
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A list of clients that match the criteria will now be shown. You can deselect/select individual clients as you
wish and select ‘Run’. This will run the letters for the selected clients only.

Clicking on ‘Run All’ will run all of the debtor letters for the group you have selected.

CLIENT NO MATTER NO SURMAME FORENAME MATTER DESCRIPTION FEE EARMER BRANCH o
100007 1 igon Prrcruie & Arfund Rosd Al L] L

1 24000010 1 1245 Fiegr 0k pre e 124 § M GRD 1 4

SELOTS | sty Ligsl Matter b Cormpuarry Chent (] 1

WP 1 WIPOZSH WaP 2000 WP WP WP 500 Wi GRED 1 4

WIrOD b ] WAPZSH WAP 000 WAPTEIFN Lk ] i GRED L 4




