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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. You now have the option to Design or Preview each of the ageing letters.
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Batch Aged Debtor Letters

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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«chent_ttles echent_initals» «chent_sumames Reference: «client_nos/«ematter_no» |
«housen |
carea»
" «postal_townz
«county»
«postcode»
w Re: Invoice Number: «bill no»
- Al the date of this letter, the amiount of Exdedt_held» remains outstanding in our records. It may
be that this has been overiooked and we look forward to recenving settlement. If you require
| further details, please do not hesitate to let us know
If payment has been made within the last few days, please disregard this letter and accept our
B thanks.
" Yours sincerely
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 Reports, Client Financial, Aged Debtors and then Run
Batch Aged Debtor Letters.
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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.



Reports Client Financial Aged Debtors Run Baich Aged Debtor Letters

Q_ Filter (“)Runall

Letter: 0 to 30 Days W

DFEE Earner:

[JWork Type:

Branch: ALL w
Department: ALL w
Currency: Pound Sterling

Min Debt Amount: |0

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 SURMNAME FOREMAME MATTER DESCRIFTION FEE EARNER BRANCH DEPARTMENT DEET AMOUNT SELECT
100003 1 Owilson Purchase & Anfield Road AG % 1 12000.0000
12400001 1 1245 Regr 04 proregr 1245 MH GRD 1 4 1200000 [}
SELDZS z Gustaw Legal Matter for Company Chent GG Ll 2 3400000
WIF02 1 WIPO2SN WIP 2000 WIPO2ZFN MI1P WIP 500 MH GRD 1 4 1530.0000 [ ]

WIPg2 3 WIPOZEN WIP 2000 WIPDZFN M3IPWIFD MH GRD 1 4 10000000
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