
Letter Production: 
 

 

 

This allows the user to create and send letters through Suburban. 

Note: To produce delinquent letters use the Create Delinquent Letter Option on 

the Delinquency Control Menu. 

 

  



Letter Production Menu: 
 

 

 

Use this menu 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 to receive letters. 

 Print and/or Email Sales Letters.  



Create Letter Document 
 

 

 

Choose between creating and editing letter, or document through an external 

application such as Microsoft Word or through Suburban legacy letter documents. 

 

  



Creating/ Editing Document Using External Application: 
 

 

 

Purpose: 1. Allows the user to select which letter is to be written or 
modified from existing examples. 
 

2. Also, shows the available “SSS Merge Codes” that can be 
integrated into any document. 

 

 

 

 

 

 

 

 



File Picker Option: 
 

 

 

Use the “File Picker Option” to either select from existing letter document templates or 

add a new document template.  



Merge Code Document: 
 

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. 

  



Select Customers Individually: 
 

 

 

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

Note: 1. Choose what type of letter is to be sent by the 2 Character 
Letter Number. 

 
2. 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. 

 

 

 

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: 
 

Purpose: Allows the user to print selected letters. 
 

Note: Choose source of letter format before clicking {Continue} 
 

 

 



 

 

Click on the grid below the letter source which will allow you to modify the user defined 

settings for any defined letter types if desired. 


