Using the DOS word processor
Go to main menu

#1 Customers

#22 Letter section

#1 Letter 

This is where you can edit or create your letters. 

To bring up the Menu XE "Menu"  in the Editor (where you type the letter), press the esc key.  You will see an option on “Codes”, if you select this option, you will be presented with a list of special fieldnames which will be replaced when the letter is printed.  You select the “Code XE "Code" ” you want, and it will be inserted into the letter where the cursor is.

For example, if you wanted to put the total amount owed by a customer, select the @TOTAL code and it will be inserted into the letter.  When the letter is printed, the Code XE "Code"  will be replaced by the Total amount owed by the customer.

When you have typed your letter and included the “CODES”, you must Save it before it can be printed.  This is done using the “Save “menu XE "Menu"  choice.

#3 Set Letter On / Off
This option allows you to set individual customers to ether receive or Not receive a letter.

#6 Print Letters

This option allows you to send “Form Letters” to your Customers.  You use an editor to generate the letter and insert special “Fields” which will be replaced with the contents of Customer’s Name and Address etc. when the letters are printed.

When this option is selected, a list of letters available for printing are displayed.  Select the desired one, and then use the “Print” option from the Editor esc Menu XE "Menu" .

You can select which customers are to receive the letter, and those not to receive it.

#7 Print Labels
This allows you to print “Mailing Labels” for the Customers you have selected.  As before, the customers can be marked for exclusion.  When you select this option, you can select the label style and the Customer Start and End Account numbers.

#8 Bulk Update

This option allows you to set letters On or Off for all Customers who have a certain Category(s).

