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Run the Dunning Letter Process 
You can create Dunning (Late Notice) letters to alert customers of overdue items and expedite the 
collection of outstanding accounts receivable. 

After the Dunning Letter process is run, you will be able to preview, edit, print, review, delete an item, 
and delete the entire letter. 

Step 1: Run the Dunning Letter Process 

1. Navigate to the Extract Dunning Letter Info page using one of the options below. 

Navigation Options Navigation Path 

Navigation Collection Accounting, Accounts Receivables, Customer Interactions, left-menu, 
Dunning letters, Extract Dunning Letter Info. 

WorkCenter Accounting, Accounts Receivables, Receivables WorkCenter, left-menu, 
Reports/Processes section, Customer Interactions, Extract Dunning Letter 
Info. 

2. Enter an existing Run Control ID or add a new Run Control ID.  
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3. Enter parameters on the Dunning Letters Parameters page as described below. 

 

Field Name Field Description 

*As of Date Defaults to the current date. It is important to enter the 
date you want to use to run the Dunning process. If you 
don't change the date, the process will run for the date 
entered in the field. 
Note: Dunning letters will be created for Open Items that 
are overdue as of this date. 

*SetID Enter a SetID (usually the same as your Business Unit). 

*Unit Enter your Business Unit. 

Customer ID Optionally, enter a Customer ID to run the process for the 
customer. If you don’t select a Customer ID, the process 
will run for all customers in the selected Business Unit. 

Correspondence 
Customer 

Optionally, enter a Correspondence Customer ID to run 
the process for the correspondence customer. If you don’t 
select a Correspondence Customer, the process will run 
for all. 

Dunning Group The field is not used in the State of Minnesota. 
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Field Name Field Description 

Letter Options Options include: 
-Use the Severest Dunning Letter 
-Use Modest Dunning Letter 
The appropriate letter will be sent. The level of the letter 
depends on how it was set up. It also is determined 
according to the information in the customer account. 

 

4. Click the Run button. The Process Scheduler Request page displays. 

5. WARNING! Select the AR Dunning process.  
Note: If you select the Dunning Letters or Dunning for all Levels job, you will not be able to 
change the text or delete unwanted letters before printing. 

 



 

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

6. Click the OK button. You are returned to the Dunning Letters Parameters page. 

7. Click the Process Monitor link. The Process List page displays. 

 

8. Click the Refresh button until the Run Status shows “Success” and the Distribution shows 
“Posted”. 

9. Next, because this is not a multiple job process, click on the Details link to display the Process 
Detail page. 

10. Click on the Message Log link to view the results of running the Dunning Letter process and 
make note of the Dunning ID (Dunning Number) which you will need for upcoming steps. 
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• In this example, the Dunning Number = 1843. It will be helpful to make note of the Dunning 
Number for future reference when previewing, printing, reviewing and deleting a Dunning 
Letter. 

• It is also important to see the total number of customers it picked up. In this example, it picked 
up 1 customer. 

• If you did not set the parameters to run for a specific customer, and only entered the Business 
Unit, it would have picked up all the customers for the Business Unit you entered. 

After you have successfully run the Dunning Letter process, refer to the additional topics to preview, 
edit, and print the Dunning Letter(s). 
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