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LETTER PRODUCTION 
 



Letter Production Menu: 
 

 

 

This allows the user to: 

• Create or modify either Suburban Legacy letters or External Application 
Documents such as Microsoft Word. 

• Select who is to receive Sales Letters either individually by account or globally. 
• Deselect accounts not receive letters. 
• Print and or EMail letters. 

  



Create Letter Document 
 

 

 

Allows the user to choose between creating and editing a document though an external 
application such as Microsoft Word or through Suburban. 

 

  



Creating/ Editing Document Using External Application: 
 

 

 
• Allows the user to select which letter is to be written or modified from existing 

examples.  
• Shows the available “SSS Merge Codes” that can be integrated into any 

document. 
• Allows you to enter the Subject and Body of the email  

 

  



Select Document: 
 

 

 

Allows the user to select from existing letter document templates or add a new 
document template. 

 

 

 

  



Merge Codes: 
 

Click on Merge Code Document to get a list of all merge codes that can be placed in the 
External Sourced Letter. 

The merge codes below must be placed into the external source document (Word, 
Excel, etc.) Exactly as shown below including the brackets in order to merge Data. 

  



Create or Edit Document with SSS Propane Program: 
 

 

Allows the user to edit a letter within Suburban. 

  



Select Customers Individually: 
 

 

 

Allows the user to choose specific accounts that the letter is to be sent. 

 

Note:  

• Choose what type of letter is to be sent by the 2 Character Letter Number. 
• If the Letter Code does not exist for the letter you have created, you can add it by 

going to the following: Utility Menu > User Defined Fields > Sales Letter 
Codes 

 

 

 

 

 



Select and List Letters Automatically: 
 
The letter can be selected by individual account number one account at a time, or they 
can be selected by group based on the options below. 

 

 

  



Remove Accounts from Selected List: 
 

 

 

Once the accounts are chosen enter the Remove Accounts From Selected List option 
and do a final review all the accounts there that were picked individually or selected as 
a group and de-select any that you do not want to send a letter to. 

 

Proceed with the Final Step to Print Letters. This will merge data requested in the 
External Letter and print out letters to be mailed. 

  



Print Letters: 
 

 

 

Allows the user to print selected letters. 

Notes: 

• The PDF option merges data with a preformatted MS Word or Open Office 
Merge file  

• Allows you to BCC (Blind Carbon Copy). This is used only for E-letters. Leave 
blank if not needed. 

 

  



Email Letters: 
 
To Send an email customers should be setup to receive the type of email that you are 
sending. To do this go into the Customer’s Master file and click on Contact Information. 
Select what type of email you want them to receive. 

 

 

  



Creating an Email: 
Just like printing a letter click on Create Letter Document: 

 

 

Create or Edit with Office: 

 

 

 

 

 



Choose Subject/Body Text 

 

 

Choose what type of letter you are sending from the drop down message and then enter 
the Subject and Body of the email and click Continue to save the letter. Then Exit. 

 



Continue like you would if you were sending out a regular letter, by choosing what 
accounts will receive the email see above: 

Click on Print Letter: 
Fill in the appropriate blanks for the email you are sending. Click BCC for email Address 
if needed and then Continue: 

 

 

A pop up box will appear that will ask are you ready to send email. Click yes to send or 
no to cancel: 

 

  



Configure email Settings: 
 

See E Bill Setup 
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