
All client communication (other than legal) is now initiated from the Accounts tab in the debtor screen.  
Do NOT use the Request Correspondence button for client correspondence.

Steps:
1. Select the accounts you wish included in the correspondence.  You can hold down the <CTRL> key 

and click each account you want included or click the first account, hold down the <SHIFT> key 
and click the last account to include all accounts between.

2. Click  whichever of the three orange buttons at bottom right you need:  Req I.S., or Dispute, or 
Info>Clt.  This will open the Client Letter window:

3. Client are now all notated with a field indicating their preferred communication method, mail, 
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3. Client are now all notated with a field indicating their preferred communication method, mail, 
email, fax, or FTP.  The system will automatically use that method.  

4. You can change the contact & email address (or fax number) but do not unless you are sure you 
need to.

5. Enter any extra notes you want the client to see.
6. Click Attach File if there are any files that need to be included.
7. You can click Preview to see what the letter looks like if you want.
8. Click Send.
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