
 

1 | P a g e - Q u i c k  R e f e r e n c e  G u i d e  

QUICK REFERENCE GUIDE 
November 1, 2019 

Print a Dunning Letter 
You can print Dunning Letters after reviewing and editing them. You will navigate to the Dunning Letter 
Print page and enter the Dunning Number (Dunning ID) that you made note of when running the 
Dunning Letter Process. You’ll then run the Print Letter process, making sure to select the “Dunning 
Letters -- All Levels – ARX33000 – BI Publisher” process. 

Steps to complete: 

• Step 1: Run the Dunning Letter Print Process 

• Step 2: Navigate to the Report Manager to View and Print the Dunning Letters 

Step 1: Run the Dunning Letter Print Process 

1. Navigate to the Print Letter page to print Dunning letters using one of the options listed below. 

Navigation Options Navigation Path 

Navigation Collection Accounting, Accounts Receivable, Customer Interactions, left-menu, 
Dunning Letters, Print Letter. 

WorkCenter Accounting, Accounts Receivable, Receivables WorkCenter, left-menu, 
Reports/Processes section, Customer Interactions, Print Dunning Letters. 

2. At the Print Letter page, enter an existing Run Control ID or add a new Run Control ID. 

3. At the Dunning Letter Print page, make sure to update/enter the Dunning Number (Dunning 
ID) for the Dunning Letter you want to print. 

Note: From the Dunning Number Lookup page, you are able to see if this Dunning Letter has 
been printed before. 
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4. Click the Save button. A warning message displays requesting that you run this process 
immediately. 

 

5. Click the OK button. 

6. Click on the Run button. 

7. Accept the default “Dunning Letters -- All Levels – ARX33000 – BI Publisher process. 

 
8. Click the OK button. You are returned to the Dunning Letter Print page. 

9. Click the Process Monitor link. 

10. At the Process Detail page, view whether the process was successful. You can click on the 
Refresh button to refresh the page. 
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11. Click on the Go Back to Print Letter link. You are returned to the Dunning Letter Print page. 

12. Click on the Report Manager link. 

13. Click on the Administration tab of the Report Manager. 

 

14. Click the “ARX33000_ARX33000.pdf” link in the Description column for the process that you 
ran. 

15. The Report page displays. Click on the “ARX33000.pdf” file in the File List. 
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16. The Dunning Letter displays in a new window. 

 

17. Print or save the file as you would normally and close the window when you’re done. 
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