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Letter Production Menu:

Letter Production

This allows the user to:

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

e Select who is to receive Sales Letters either individually by account or globally.

e Deselect accounts not receive letters.

e Print and or EMail letters.



Create Letter Document

Select The Application To Us

@ Create or Edit Document With Office (OpenOffice or MS Word)
) Create or Edit Document With The SSS Propane Program

Please Note: If Office Application is selected, the default application for
the document type will be invoked (such as OpenOffice or Microsoft Word).

0K || Cancel

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:

Select Document

Merge Codes

Subject [ Body Text

¢ Allows the user to select which letter is to be written or modified from existing
examples.

e 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:

Open (e o
v Apps (\\ in) (k) » RPG » DOCUMENTS » TEMPLATES » -
Organize = New folder » [ @
B Desktop i MNarne . Date moedified Type Size
: 2:::?:‘:;; 1 pocx 12/1/2015229PM  File folder
j— . | 2017 Seminar Invitation 3/2/201712:01 PM Microsoft Word D... 112 KB
L Creative Cloud Fi AN Anode Document 6/2/2015242PM  Rich Text Format 52KB
o ANSSS 7/20/20168:45 AM  Rich Text Format 52KB
A Libraries | BBSSS 3/2/20171032 AM  Rich Text Format 55KB
e Documents |3 Budget Plan Rich Text Format 53 KB
d Music (6 Cod Letter /2/20152:45PM  Rich Text Format 52 KB
[ Pictures C6sss 6/2/2015246PM  Rich Text Format 52KB
E Videos C7 Cod Letter Mo Checks 6/2/2015 2:46 PM Rich Text Format 52 KB
8 Compute R c7555 6/2/2015247PM  Rich Text Format 52KB
& Local D1k € CO Cod Letter 6/2/2015248PM  Rich Text Format 51KB
o rege ) 0555 6/2/2015248PM  Rich Text Format 51KB
S i 01 6/2/2015249PM  Rich Text Format 49KB
= _ | D15SS 6/2/2015250PM  Rich Text Format KB
522 Apps (\sssmain) D25sS 6/2/2015250PM  Rich Text Format 49 KB
? pesharelibes i ﬁ% N3sss B/279015 251 PM Rich Text Format 49 KR
File name: ‘ - [Document Files(*.DOC*.DOT;* ']

I Open I [ Cancel ] I

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.

[s8S Merge Codes

The following codes may be used in a Word Document when merging with S55 Letter Writing Features.

[COID]
[STATUS]
[ACCOUNT#]
[COMPANYTANK]
[FULLNAME]
[LASTNAME]
[MIDDLEINIT]
[FIRSTNAME]
[CAREOF]

[STREET]

[CITY]

[=T]

[ZIPCODE]

[ZIP4]

[AREA]

[PHONE]

[TAXCD]

[CREDITCD]
[TYPECUSTOMER]
[FINCHG]
[STATEMENT/INVOICE]
[OPENITEM/BALFWD]
[PRICECLASS]
[TERMS]
[PRODUCTCODE]
[DESCRIPTION]

[Jn

[TYPEZ]

[BALANCE]
[CURRENT]

[OVER30]

[OVERG0]

[OVER90]

[OVER120]
[PASTDUE]
[PREVSTAMTBALANCE]
[DEPOSIT]
[RECEIPTDATE]
[RECEIPTAMOUNT]
[BUDGETRATE]
[BUDGETBALANCE]
[RECOMMENDEDBUDGETRATE]
[STARTDATE]
[CREDITLIMIT]
[DELIVERYCODE]
[USECODE]

[DRIVER]

[ROUTE]
[SEQUENCE]

[TANKSERIAL]
[TANKTYPE]

[TANKUI]

[LOCKCODE]
[TANKSIZE]
[NROFTANKS]
[GAL/DD]

[GAL/DAY]
[LASTDELIVERYDATE]
[PREVIOUSFILLPCT]
[FORECASTEDPCTFULL]
[GASCHECKDATE]
[YTDDELIVERIES]
[YTDGAS]
[LASTYRGAS]
[LASTDELIVEREDGAS]
[DELIVERYSTREET]
[DELIVERYTOWN]
[DELIVERYSTATE]
[DELIVERYZIP]
[TAXID]
[MASTERBILLACCTNR]
[LATITUDE]

[NORTH]

[LONGITUDE]

[WEST]
[STANDINGPO]
[PHONETYPEZ]
[PHONEZ]
[PHONETYPE3]
[PHONE3]
[EMAILADDRESS]
[ELETTER]
[EPOSTCARD]
[ESTATEMENT]
[EINVOICE]
[GAINCODE]
[GAINDATE]
[LOSTCODE]
[LOSTDATE]
[SALESMAN]
[DIRECTIONS]
[DIRECTLINEZ]
[DIRECTLINE3]
[DIRECTLINE4]
[DIRECTLINES]
[CURRENTPRICE]
[PAYBYDATE]



Create or Edit Document with SSS Propane Program:

BB - Budget Billing Letter ~

Allows the user to edit a letter within Suburban.

= DT

M
ZADD
zCTY &5T
*FH
Dear &FN

Thank yvou for allowing us to be your propane provider.
Thank yvou for vour business




Select Customers Individually:

Company |dentification Code
Branch and Account Number

Credit Code
Delivery
Tax Code
Fin Chg
Cust Type

.

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

Note:

e 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.

01 - Your Comp: ~

BB - Budget Billing Letter ~




Remove Accounts from Selected List:

Clear All Currently Selected Accounts

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:

01-Your Comp: ~

BB - Budget Billing Letter ~

08/28/17

Click to Config M Path for Letter Type(s)

Allows the user to print selected letters.

Notes:

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

e 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.

AB. MILLER CONCRETE PROD
BOX 199. BRIDGE STREET
SPRING CITY

eMail Contact Options
. . = e Deli
eMail Address Invoice P Letier Sales Letter
s A-Active ¥ | abmillerconcrete@genericemail.com |B-Print & Email |~ | E-Email only - [N-Neither ~ |[P-Print only « | E-Email only -

Tax Identification Number. _ _ _

Standing Purchase Order

Alternate Phone Number. . _ _ Phone Type -

F5 - Miscellaneous Info | F6 - Timed Deliveries

F1 - General Info

F3 - Forecasting Info




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

Create Letter Document

Select Letter Accounts Individually

Select and List Accounts
Remove Accounts From Selected List
Print Letters
Print Labels

Configure Email Settings

Create or Edit with Office:

Select The Application To Use

@ Create or Edit Document With Office (OpenOffice or MS Word)
' Create or Edit Document With The SS5 Propane Program

Please Note: If Office Application is selected, the default application for
the document type will be invoked (such as OpenOffice or Microsoft Word).

| oK || caneel




Choose Subject/Body Text

Select Document

Merge Codes

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.

[adget Bing LoweiY

BB - Budget Billing Letter

5L - Sales Letter

IN - Seminar Invite

WS - Web Services

BK - Bank Screw Up Response Letter




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:

01 - Suburban § ~

S -Web Services| -

04/19/18

Click to Configure Merge Document Path for Letter Type(s)

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

Confirm 5end

Ready to email documents coded for email.

Do you wish to send?




Configure email Settings:

See E Bill Setup

Company ID: SPI - Ebill Setup Screen

Document Send Method
Insert document into email body

Attach document to the email

Email Settings.

Company Name: Styer Propane Il

Email Server:  smtp.emailsnr.com

SMTP Port: 25 S5L Enabled

From Email:  johnny@suburbansoftware com

Usermame: johnny@suburbansoftware com

sk kA

Password:

Copy To Email:  john@bamajm.net

Username password may not be required for your email
server. Check with your email host to determine if it is needed.

Please Note: The filesize & number of attachments severely affects the time it takes to send the emails.
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