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Introduction

From the moment your company sells goods or services, you need to monitor incoming payments to
ensure that your customers pay their bills on time. When debts become overdue, collection activities
are required. Dunning is the process of sending dunning notices to customers with overdue payment
items, requesting payment of the outstanding amount by a specified date.

To help you track open invoices and monitor the payment behavior of your customers, SAP Business
One includes the dunning wizard. This wizard monitors all outstanding documents and transactions
that represent overdue debt and automatically generates late notices that increase in urgency over
time. In addition, the dunning wizard lets you share customer payment information with other
departments within your company.

Access to the Dunning Functions

Superusers and users with full authorizations can access the dunning functions. For more information
about authorizations, see the document How to Define Authorizations in Releases 2007 A and 2007 B
in the documentation area of SAP Business One Customer Portal
(http://service.sap.com/smb/sbocustomer/documentation).

By default, the Dunning Levels menu option in the SAP Business One Main Menu is hidden. When it is
visible, this option displays the Dunning Levels — Setup window, in which you see the default dunning
levels. These defaults also appear in the Dunning Terms — Setup window.

To make the Dunning Levels menu option visible, in the menu bar, choose Tools — Form Settings.
Alternatively, click @ (Form Settings) in the toolbar.

About This Guide

The information in this guide is a review for all users, and it helps new users to understand, define,
and automate the dunning process.

The first section is an overview of dunning, which includes a glossary of terms. Next, is an explanation
of the dunning setup process, including examples of dunning terms. These examples can help you
decide how to use dunning terms at your company. Finally, this guide includes the procedures
required to automate the dunning process.

© SAP AG 2009 3
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The Dunning Process in SAP Business One

This section shows you how the dunning process works. It also lists terminology and the specific
elements of dunning that you must consider before setting up this process for your company.

Introduction

The dunning process in SAP Business One helps you monitor customer payments, track payment
history, and send letters to customers with overdue invoices. You define when to send letters for
overdue invoices. Each date you set, for example, 30, 60, and 90 days overdue, is called a dunning
level. You can charge increasingly higher letter fees and interest on outstanding balances with each
successive dunning level.

The dunning levels, plus any fees and the dunning interest rate applied to the customer’s account
are called the dunning terms.

Any open customer document that exceeds a dunning level is tracked by the dunning wizard and
displayed in a report. From the report, you can print dunning letters. A typical letter lists the open
documents and the number of days past due and summarizes any fees or interest on the open
documents.

Glossary

The following table lists dunning terms and definitions:

Term Description

Dunning interest rate A late payment fee based on a percentage of the
overdue amounts in unpaid invoices.

Dunning letter A reminder or warning letter used to collect
outstanding payments.

Dunning level Level of communication to customers for
accounts receivable.

Dunning is a methodical process of contacting
customers to collect unpaid bills. It generally
starts at the first level with a reminder and
progresses on to warning letters and severe
warnings as accounts become seriously overdue.

Dunning term The fees and interest rate charged to customers
who reach a dunning level.

The dunning wizard compares a selected dunning
level to all open customer documents, such as
A/R invoices. If a customer reaches a dunning
level, the dunning terms are specified in a
dunning letter.

© SAP AG 2009 4
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Term Description

Dunning wizard A tool that enables the creation and transmission
of letters to customers who have not paid their
open invoices within a given time range and
reminds them of overdue payments.

In addition, the dunning wizard keeps track of
customers’ payment behavior in a database to
make this information available to authorities.

About Dunning Terms

Your first consideration when setting up a dunning process should be your customers and their
payment history. If your customers pay their bills on time, you may need only one dunning term, or you
may need several terms with more frequent dunning letters and increased fees and interest.

When you define your dunning terms, you customize the content of the letter layout for each dunning
level. Typically, dunning levels are 30, 60, and 90 days past the invoice due date. You determine the
tone of the letter for each level.

E Example

This example compares two sample dunning terms:
= Standard - for customers who rarely are late with payments
= Advanced - for customers who frequently are late with payments

Standard and Advanced are sample names.

Fee Per Letter?

Dunning Term

Dunning Levels Dunning Letters Charge Interest?

60, and 75 days
after invoice is due

dunning level
(default). The tone
is frank and
increasingly direct
with each
successive letter.

with each dunning
level

Standard Three: 30, 60, and | 1 letter per No No
90 days after dunning level
invoice is due (default). The tone
is friendly, yet
increasingly firm
with each
successive letter.
Advanced Five: 15, 30, 45, 1 letter per Yes, increases Yes, increases

with each dunning
level

© SAP AG 2009
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Automating the Dunning Process

This procedure gives you an overview of the tasks required to automate the dunning process for your
company.

Procedure
To automate the dunning process, you must do the following:

1. Decide how many dunning levels to use in your company and customize a letter layout for each
level using Print Layout Designer.

For more information, see Customizing Dunning Letter Layouts.

2. Define dunning terms for your customers.

For more information, see Defining Dunning Terms.

3. Specify a default dunning term before using the dunning wizard.

For more information, see Specifying a Default Dunning Term for Customers.

4. Create and run dunning wizards.

For more information, see Creating and Running a Dunning Wizard and Running a Saved
Dunning Wizard.

5. After running your wizards, display dunning wizard history data and refine your dunning process,
as necessary.

For more information, see Displaying the Dunning History Summary Report.

Customizing Dunning Letter Layouts

This procedure shows you how to customize dunning letter layouts with your company’s information
using Print Layout Designer. A dunning letter is required for each dunning level you define. If you plan
to use 6 dunning levels, then you must customize 6 letter layouts.

SAP Business One includes 10 dunning letter layouts. Letter layouts 01, 02, and 03 are predefined as
the first, second, and third late notices. Letter layouts 04 through 10 are blank layouts.

After you have customized the letter layouts for the dunning levels in your company, you can choose
to print the letters generated by the dunning wizard. The letters display your changes and additions, as
well as the details of the customer’s open invoices at the selected dunning level.

For more information about customizing layouts, see the document How to Customize Printing
Layouts with Print Layout Designer in the documentation area of SAP Business One Customer Portal
(http://service.sap.com/smb/sbocustomer/documentation).

Prerequisite

You have read about setting up the dunning process in Automating the Dunning Process.

Procedure

1. From the SAP Business One Main Menu, choose Administration — Setup — Business Partners
— Dunning Terms.

The Dunning Terms — Setup window appears.

2. Choose Tools — Print Layout Designer in the menu bar or click 4 (Print Layout Designer) in
the toolbar.

The Layout Designer — Selection Criteria window appears.

© SAP AG 2009 6
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The Dunning Letter 01 layout appears by default in the Choose Document Type field, as shown

in the following window:

Layout Designer - Selection Criteria

Choose Document Type

Canning Letter 01

#  Layout
1 Dunning Letter O1 [(System])

| Edit

l Ok “ Cancel J l Set as Default

3.

4. Choose the Edit Layout button.

The layout you selected appears.

In the Choose Document Type field, select the dunning letter layout to edit.

o The areas of the layout you need to customize are highlighted.

o The dunning wizard completes the company name and address areas.

The middle part of the layout displays the customer’s overdue documents and their respective

amounts.

© SAP AG 2009
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The following represents the default layout for dunning letter 01:

Dunning Letter 01 {System}) — [ % | Field Index' ok E; % |
(&
T Find Linique 10
- |Company Name
Ui hin} T Content
U |company Address Tel: tel Fae fax e RS SRR ED
: : b Page Header
E-Mail:  email
b Start of Repart
e R R T e e s } Repetitive Area Header()
Company Name S pate Dater) F Repetitive Aread
Address T URiEE Cpage CunentPagé Repetitive Area Foober(
...... : L Repetitive Area Headeri
Account No.: Business Pa
[ F Repetitive Areal
Repetitive Area Footerl
SRR R ¥ End of Report
1st Late Hotice b Page Footer
. [Tear siviadam,
- | Dur records indicate the folloning invoices are curently past due date
! Pleaze review the statement and send vour remittance az soon as possible to avoid additional
~ |1ate payment fees
|# Doc. Mo, Installmert. No. Desoription Actual Balance Amount Due Due Date EQ

| Actual Balance| Remaining Amount|A.l'R Insice -

“Yours sincerely,

If your remittance has alieady been sent, please disregard this notice.

4 prE— =
y Geperal | Content Farmat Border

Colop.

5. Insert your company logo and modify the layout content as necessary.

6. When you have finished, to close Print Layout Designer, choose File — Exit in the menu bar.

A system message is displayed.

7. To save your changes, choose Yes.

You are returned to the Layout Designer — Selection Criteria window. You can either select
another layout for editing or choose the OK button to close the window.

Defining Dunning Terms

Use the Dunning Terms — Setup window to define the terms that are used by the dunning wizard.

As you define dunning terms for your company, note that you are required to create a default dunning

term. The default is applied to new customers as they are created and to all customers without a

dunning term.

The key aspect of the dunning term is the dunning level, which triggers a letter and can include a letter
fee and interest on the customer’s outstanding balance. You can use up to 10 dunning levels.

For more information about setting up the dunning process, see Automating the Dunning

Process.

Prerequisite

You have customized a dunning letter layout for each dunning level in your company.

For more information, see Customizing Dunning Letter Layouts.

© SAP AG 2009
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Procedure

1. From the SAP Business One Main Menu, choose Administration — Setup — Business Partners
— Dunning Terms.

The Dunning Terms — Setup window appears.

Dunning Terms - Setup =l
Code STD Dunning Letter Methad One Letter per BP i
Marne Standard [] apply Letter Lawout by Highest Lewel
Dunning Lewvels
Lewel Letter Layout Effective ARer[Days) Fee Per Letter Minirnurn Balance  Interest
Cunning Letter 01 ™ 30 + 10,00 + 10,00
Cunning Letter 02 ™ 30 + 20,00 + 10,00
Cunning Letter 03 ™ 30 + 30,00 + 10,00
4 Cunning Letter 01
Letter pet BP Term Bank Interast %6
Mimirnurn Balance + 0,00 Murnber of Days in Year 360
Fee Par Letter F 0,00 Annual Interest Rate 0,0000
Inchude Interest Murnber af Duays in Month £
) Lse Original Exchange Rate from Invaoice #) Calculate Interest on Rernaining Amount
) Use Current Exchange Rate ) Caleulabe Interest Walue on Sriginal Sum
I pdate I | Zancel

2. Specify a Cod

e and a Name for the dunning term.

When creating dunning terms, you should use codes and names that the users in your company
can easily understand.

3. The option you select in the Dunning Letter Method field determines which options are displayed
in the Dunning Terms — Setup window. For example, if you select One Letter per Invoice, then
the Apply Letter Layout by Highest Level checkbox as well as the Letter per BP Term and Bank
Interest % options are not displayed.

From the Dun

ning Letter Method dropdown list, select one of the following options:

o One Letter per BP
Generates 1 letter that includes all the overdue invoices for the customer. If you select
this option and the Apply Letter Layout by Highest Level (described in the next step) is
deselected, you can override the dunning terms for each dunning level. To override the
dunning terms for the customer, complete the Letter per BP Term section of the window
as follows:

© SAP AG 2009

Specify a Minimum Balance for all open transactions. A dunning letter is
generated only when the total open amount is above the minimum balance.

Specify a Fee per Letter. The value you specify is a fixed fee for the letter (even
though the letter may reference several invoices). If the customer has multiple
open invoices, and you routinely charge a fee per invoice, you may not want to
use the One Letter per BP option.

To apply interest on all open invoices, select the Include Interest checkbox. You
specify the interest options in the Bank Interest % section of the window.
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o One Letter per Dunning Level
Generates 1 letter that includes all invoices on the same dunning level.

o One Letter per Invoice

Generates 1 dunning letter for each overdue invoice.

4. To use the letter layout of the highest dunning level assigned to the invoices for that dunning
letter, select the Apply Letter Layout by Highest Level checkbox. For example, if there are 2
invoices with a dunning level of 1, and 1 invoice with a dunning level of 2, the letter layout
assigned to dunning level 2 is used.

This option is available only when you select either the One Letter per Dunning Level or the One
Letter per BP option.

5. In the Dunning Level section of the window, either add, edit, or remove dunning levels as

follows:
To...

Add a dunning
level or edit the
default dunning
level values

Do This...

a.

In the Letter Layout column, from the dropdown list select one of
the following:

The dunning letter number that corresponds to the dunning
level. For example, to add dunning level 4, choose
Dunning Letter 04.

The Dunning All layout, which is a general layout suitable for
all dunning levels

In the Effective After(Days) field, specify the number of days
after which the dunning level is effective (required).The value of
the field is accumulative from one level to the next.

For example, two dunning levels are defined. In the Effective
After(Days) field, the value for level 1 is 30 days and the value
for level 2 is 10 days. The level 1 dunning letter becomes
effective 30 days after the due date of the invoice. The level 2
dunning letter becomes effective 10 days after the level 1
dunning letter was generated.

In the Fee Per Letter field, if required, you can specify a fee
(fixed amount) for the dunning level.

If interest is calculated on the amount of the invoice, this fee is
added to the interest.

In the Minimum Balance field, you can specify a minimum
balance amount for the dunning level.

In the Interest field, if required, you can select the checkbox to
calculate interest on the open invoices at the dunning level.

In the Bank Interest % section of the window, proceed as
follows:

i. Inthe Number of Days in Year field, specify a different
number, if required. The default value is 360.

ii. Inthe Annual Interest Rate field, specify the yearly
interest rate.

iii. Inthe Number of Days in Month field, specify a different
number, if required. The default value is 30 days.

To save your changes, choose the Update button.

To add another dunning level, repeat this procedure.

© SAP AG 2009
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To... Do This...
Remove a a. Right-click anywhere on the dunning level row and choose
dunning level Delete Row.

b. To save your changes, choose the Update button.

In the Dunning Terms — Setup window below, the fees, interest, and a fourth dunning level are

specified.

Dunning Terms - Setup = B0 x
Code STD Dunning Letker Mathod Ore Letter per BP w
Marne Standard [] apply Letter Layout by Highest Lewel

Dunning Lewvels

Lewel Letter Layout Effective After[Days) Fee Per Letter Minimurn Balance  Interest

1 Dunning Latter 01 ™ 30 $ 10,00 $ 10,00

z Dunning Latter 02 ™ 30 $ 20,00 $ 10,00

3 Dunning Latter 03 ™ 30 $ 30,00 $ 10,00

4 Cunning Letter 01 E 4 100,00 + 10,00

Letter pet BP Term Bank Interest 36

Mimirnurn Balance + 0,00 Murnber of Days in Year £

Fee Par Letter F 0,00 Annual Interest Rate 0.0000

Inchude Interest Murnber of Days in Month 20

(#) Use Original Exchange Rate from Invaice (#) Calculate Interest on Remaining Srmount

() Use Current Exchange Rate () Caleulate Interest Yalue on Original Sum
[ (a4 I l Zancel I

6. Specify an exchange rate option using the radio buttons as follows:

o To use the exchange rate defined in the invoice, select Use Original Exchange from
Invoice.

o To use the exchange rate defined on the day the dunning letters are generated, select
Use Current Exchange Rate. Use this option when calculating interest in foreign
currency.

7. Specify an interest calculation option using the radio buttons as follows:

o To calculate interest on the remaining sum of the debt, select Calculate Interest on
Remaining Account. This is the default option.

o To calculate interest on the original sum of the debt, select Calculate Interest Value on
Original Sum.

8. Choose the Add button to save the dunning term.

The Dunning Terms — Setup window appears again, ready for you to define another dunning
term. The dunning level information from the last term defined is displayed in the window by
default.

9. To close the window, either define another dunning term or choose the Cancel button.

© SAP AG 2009 11
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Speciftying a Default Dunning Term for Customers

This procedure shows you how to specify a default dunning term for new customers and how SAP
Business One applies the default to customers without a dunning term.

If you do not want the default applied to all existing customers, you must select a dunning term for
each customer in the Business Partner Master Data window. For more information about selecting
dunning terms for customers, see Working with Dunning Options for Customers.

You can use the Data Transfer Workbench to select dunning terms for customers automatically. For
more information, see the document How to Use Data Transfer Workbench in the documentation area
of SAP Business One Customer Portal (http://service.sap.com/smb/sbocustomer/documentation).

For more information about the dunning set up process, see Automating the Dunning Process.

Prerequisite

Before selecting a default dunning term, at least one dunning term must exist. For more information,
see Defining Dunning Terms.

Procedure

1. From the SAP Business One Main Menu, choose Administration — System Initialization —
General Settings.

The General Settings window appears. The BP tab is displayed by default.

" General Settings

EP | Eudget Services Display Font & EBkgd Path Inwentary
Custormer Activity Restrictions Set Comnrnission b
[ credit Limit AR Invaice [] Sales Employees
[ Commitment Lirnit Delivery [ Ttens

Sales Order [ customers
[ Consider Deliveries Balance Pick List
Dafault Pmt Term For Customer - Zash Basic - -
Default Prot Terrn for Yendor - i_ash Basic - w
Default Payment Method For Custarmer v
Drefault Payment Method For Vendar b
Submit Cradit Wouchers Autornatically b
| Def. Dunning Terrm For Custormer -
activate Approwval Procedures
Display Inactive Business Partners in Reparts
[ Update ] I Cancel I

2. From the Def. (Default) Dunning Term for Customer dropdown list, select a default dunning
term.

This term is the default for all new customers.

CAUTION

SAP Business One applies the default to each existing customer without a dunning term
assigned to them. Consider this when you select the default.

© SAP AG 2009 12
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3. Choose the OK button.

If there are customers who do not have a dunning term assigned to them, a system message
appears. To assign these customers the default dunning term, choose the OK button.

Working with Dunning Options for Customers

This procedure shows you how to use the Business Partner Master Data window to do the following:
e Display the customer’s current dunning term and select a new one
e Block or unblock dunning letters for the customer
e Display the last dunning level reached
e Display the date of the last printed dunning letter

For more information about the dunning setup process, see Automating the Dunning Process.
Procedure

1. From the SAP Business One Main Menu, choose Business Partners — Business Partner
Master Data.

The Business Partner Master Data window appears, displaying the General tab.

Business Partner Master Data

Code il EP Currency i
Marne
Foreign Marne
Group bl Orders 0,00
CUrrency bl Cpportunities
Federal Tax ID
General Payrnent Terrns Payrnent Syshern Accounting Rermarks
Tel 1 Contact Parson
Tel 2 ID Mo, 2
Mobile Phone
Fax
E-Mail Rernarks
Web Site
Shipping Type wi=)
Password
Factoring Indicator Uzer-Defined Cormmission 0,000
Project bl EP Channel Code
Territary
Alias Marne
) Active
T Inactive
) advanced
[ Find I l Cancel ] Related Service Calls Activity Relatad &ctivities

2. Inthe Code field, specify the business partner code.

© SAP AG 2009 13
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3. Choose the Find button.

The window displays the selected customer’s data. The window below shows the Payment

Terms tab, on which you can see and change the dunning term for the customer.

Business Partner Master Data —Aax
Code C1 Customer ™ Lacal Currency w
Marne ity 1 Account Balance v 240,00 |];|]]
Foreign Marme Dreliveries 0,00
aroup Zuskormers - Orders 0,00
Currency S Dollar bl Opportunities
Federal Tax 1T
General |’ Zontact Persons |’ Addraszes /l/ Payrnent Terms} Payrnent Sysbem |’ Accounting |’ Properties |’ Remarks
Payment Terms .+ |- Cash Basic - i Credit Card Type *
Interast on Arrears 3% Credit Card Mo,
Price List Price List 01 - Expiration Crate
Total Discount %% IC Murnber
Credit Limnit 0.00 Average Delay
Cornrnitrnent Limnit 0,00 Priority -
Cunning Termn L 5TD - |
Halidays w
Bank Country E/' Payment Drates E]
Eank
Account Allowe Partial Delivery of Sales Order
Branch Allow Partial Delivery per Row
Chel Int, ID
[ QK ] [ Cancel Related Service Calls ][ Achivity ][ Related Activities
4. Proceed as follows:
To... Do This... ‘
Display or a. Select the Payment Terms tab.
change the

current dunning
term for the
customer

The Dunning Term field is displayed, as shown in the window

above.

b. To change the term, select a new term in the Dunning Term
field.

c. Choose the Update button.

The new term is used in future dunning wizard runs.

© SAP AG 2009
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To... Do This...
Block or a. Select the Accounting tab.
unblock dunning The General subtab is displayed by default. The dunning fields
letters for the are at the bottom of the tab, as shown in the window below.
customer _
b. Select or deselect the Block Dunning Letters checkbox.
kY cAUTION
When this checkbox is selected, the customer is excluded
during a dunning wizard run. Therefore, letters for the customer
cannot be generated and the wizard cannot track the customer’s
payment behavior. Note that you can include a customer in a
dunning wizard run but choose not to print letters for that
customer.
c. Choose the Update button.
Display dunning a. Select the Accounting tab.
level 'and b. The dunning fields, shown in the window below, are read-only
dunning date . N S
. . and display the following information:
information
®=  Dunning Level refers to the highest dunning level of an
open document for the customer at the time of the last
dunning wizard run.
= Dunning Date refers to the last date that dunning letters
were printed for the customer.

Business Partner Master Data =0
Code <1 Customer 7 Local Currancy hd
Marne Cityl Account Balance -240.00 |];|]]
Foreign Mame Deliverias 0,00
Eroup Customers bl Orders 0.00
Currency LIS Dollar i Opportunities

Federal Tax I

Gegerall’ Contactpergonsl’ &ddressesl’ PaymentTermsl’ Pavrnent Systermn /V."-\ccgunting} Droperti_es|’ Remarks

Tax

General

Consalidating BP

(®) Payment Consalidation
Control Accounts
Accounts Receivablz
Payment Advances

- 12100000-01-001-01

Accounting

() Delivery Consalidation

Accounts Receivable - Domestic (HO, USA, GA )

[ ] Black Dunming Letters
Dunning Lewel i

Dunning Date 0416409

ek ][ concel |

I Related Service Callz ” Activity “ Related Activities

5. If you made changes, choose the Update button.

6. To close the window, choose the OK button.

© SAP AG 2009
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The Dunning Wizard

This section describes the transactions and documents that the dunning wizard analyzes. It also gives
you an overview of how customer credit memos and payments are checked, calculated, and displayed
by the dunning wizard.

For more information about how the dunning wizard processes credit memos and payments, see
Creating and Running a Dunning Wizard.

The dunning wizard tracks the following transactions and documents:
e Open A/R invoices (including partially paid and partially credited invoices)
e A/R credit memos
e Manual journal entries with at least one row posted to a customer
e Opening and closing balance transactions
e Incoming payments

For more information about the dunning setup process, see Automating the Dunning Process.

Credit Memos and Incoming Payments Not Based on an Invoice

If a customer has credit memos or incoming payments that are not based on invoices, and the option
to include memos and payments not based on invoices is selected, the credit postings are displayed in
the dunning wizard’s recommendation report (step 5 of the wizard).

Whether or not the credit memos or incoming payments are displayed depends on the dunning terms
defined for the customer. If the One Letter per BP dunning option is selected, credit memos and
incoming payments are displayed at the beginning of the recommendation report, and SAP Business
One includes them in the calculation and when checking the Minimal Balance field.

When you print the dunning letters, credit memos and incoming payments are displayed with a
negative

sign (—). If the dunning term One Letter per Invoice or One letter per Dunning Level is specified for
the customer, the credit memos and incoming payments are displayed at the end of the
recommendation report. These documents are set to dunning level 0 and, therefore, are excluded
from the dunning letter.

Due Dates in Credit Memos and Incoming Payments

If the due date for credit memos or incoming payments is less than or equal to the dunning wizard’s
run date, the document appears in the recommendation report and the displayed due date is the
wizard’s run date. If the due date of the credit posting is a future date, credit memos and incoming
payments do not appear in the report and are not taken into account.

Invoices with Several Payments

If an invoice has several payments applied, each payment appears as a separate invoice in the
recommendation report. Since payments may have different due dates, it is possible that each
payment is assigned to a different dunning level.

© SAP AG 2009 16
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Creating and Running a Dunning Wizard

This procedure shows you to how to select the customers and types of documents to include in a
wizard, how to work with the wizard’s recommendations, and how to print dunning letters or select
other processing options.

For more information about the dunning setup process, see Automating the Dunning Process.

Prerequisites

You have used the following procedures to exclude specific invoices and customers from the wizard:

e To exclude a specific invoice, proceed as follows:

a.

b
c.
d

From the SAP Business One Main Menu, choose Sales A/R — A/R Invoice.
In the A/R Invoice window, specify the customer and the invoice to exclude.
Select the Logistics tab.

Select the Block Dunning Letters checkbox and choose the Add button.

To include the invoice in future runs, after the dunning run, deselect the checkbox.

e To exclude a customer and all their invoices, proceed as follows:

a.

From the SAP Business One Main Menu, choose Business Partners — Business Partner
Master Data.

In the Business Partner Master Data window, specify the business partner code in the
Code field and choose the Find button.

On the Accounting tab, select the General subtab.

Select the Block Dunning Letters checkbox and choose the Update button.

To include the customer’s invoices in future runs, after the dunning run, deselect the
checkbox.
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Procedure

1. From the SAP Business One Main Menu, choose Sales — A/R — Dunning Wizard.

The dunning wizard appears. Use the navigation buttons as follows:

o To close the wizard without saving your changes, choose the Cancel button.

o To return to the previous window, choose the Back button.

o To go to the next step in the wizard, choose the Next button.

Dunning Wizard

Dunning Wizard

The Dunning YWizard enables wou to create and send letters to customers that have not
paid their open invaices within a given time range and reminds them of their owverdus
pawrnents,

Additionally, the dunning wizard keeps track of a customer's "payment-behavior” in
the database in order to make this important information available to the appropriate
organizations,

Cancel = Eacl.:_ | Mext =
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2. Choose the Next button.
The Wizard Options window appears.
‘Dunning Wizasd ~ _ax
¥Wizard Options

In this step you can choose to run a mew dunning run, or load a saved dunning
run

(%) Start a Mew Wizard
() Load a Saved Wifizard

#  Dunning FMarme [rate Skabus
1 Dun2009046n2 0df16 09 Executed, Mot Yet Printed YWizard
2 Dun20090416n1 0df16 09 Executed and Printed Wizard
Step 1 of 6 l Cancel I l = Back I l Mext =

3. Select the Start a New Wizard radio button and choose the Next button.

The General Parameters window appears. Use this window to change the Dunning Name value
and specify the Dunning Level and Dunning Term values.

Dunning Wizard -
General Parameters
In this step, enter the dunning level (can be a specific level or Al
Canning Marne
Crate of Dunning Run 01609
Dunning Lewel all hd
Cunning Term All -
Step 2 of 6 l Cancel I l = Back I l Mext =
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SApd

4. Complete the fields on the General Parameters window as follows:

Field User Action and Values

Dunning Name

By default, the Dunning Name value is calculated according to the
formula: Dun + system date + incremental number. You
can change the name if necessary.

Date of Dunning Run

Displays the current date. This field is not editable.

Dunning Level

From the dropdown list, select a dunning level or select All, which
combines the dunning levels together.

Dunning Term

Select a particular dunning term or select All. The terms available are
taken from the Dunning Terms — Setup window.

If you select All, all customers who are assigned a dunning term and
have at least one open document are included in the run.

If you select a particular dunning term, only customers with the
selected dunning term assigned to them are included in the dunning
run.

5. Choose the Next button.

The Business Partners — Selection Criteria window appears.

Dunning Yizard X
Business Partners - Selection Criteria
In this step you can select the range of customers For the Dunning Repoart
# EP Code EP MHarne
1 | Cityl
s S oS Ciimg Crang
l Clear Table I
| add |
L | k
[T tnelude Customers with Credit or Zera Balance
Step 3 of 6 l Cancel I l = Back I l Mext =

6. Specify the customers to include in the wizard, as follows:

o Toremove all existing customers from the selection table, choose the Clear Table

button.

o To display the BP Properties window, which lets you specify a range of customers to
include in the dunning wizard, choose the Add button.
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o Toinclude customers with a zero balance who may have unpaid or partially paid A/R
invoices, and other open transactions, select the checkbox Include Customers with
Credit or Zero Balance.

D Note

If the Block Dunning Letters checkbox in the Business Partner Master Data window is
selected, you cannot select a customer for inclusion in a dunning wizard run.

7. Choose the Next button.

The Document Parameters window appears. Use this window to specify the range of invoice
dates and define the document types and letter parameters.

Dunning VWizard X

Document Parameters

Select inwoices ta be included in the dunning run by paosting date, due date, and
docurment bype

Pasting Drate From  |01/01/09 To 0441609

Due Crate From [F]  To  04f16/09
Crocurnent Types Letber Pararneters

Include Payments Mot Based on Invoice [T Allow Megative Dunning Leter
Include Credit Marmos Mot Based an Invoices [7] Digplay All Opean Iterms

Include Marwal Journal Entries

Step 4 of 6 Cancel || =Back || Mext=

8. Select the range of invoices to include by posting date, due date, or both. Click to select From
and To dates.

D Note

The To fields display the current date by default. You can change the date, if necessary.

9. Select one or more of the following options in the Document Types section of the window:

o Include Payments Not Based on Invoice
Automatically includes payments not based on invoices in the dunning wizard (as long as
the payments have not been internally reconciled). These payments appear with a
negative
sign (—) in a separate row of the dunning wizard. Installment payments for invoices are
not displayed in a separate row, but still figure into the calculation, since the wizard runs
only on the open amount.

o Include Credit Memos Not Based on Invoices
Automatically includes credit memos that are not based on invoices in the dunning
wizard (as long as the payments have not been internally reconciled). These credit
memos appear with a negative sign (—) in a separate row of the dunning wizard. Credit
memos based on invoices are not displayed in a separate row in the wizard, but still
figure into the calculation, since the wizard runs only on the open amount.

© SAP AG 2009 21



How to Set Up an Automated Dunning Process E?

o Include Manual Journal Entries
Considers manual journal entries created for the selected customers. The wizard
considers the following as manual journal entries:

= Journal entries created in the Journal Entry or the Journal Vouchers window

= Entries created using the opening balances or the period end closing function

If the customer is debited (or credited with a negative amount) in the manual journal
entry, the journal entry is considered an A/R invoice. If the customer is credited (or
debited with a negative amount) in the journal entry, the journal entry is considered an
A/R credit memo.

g Note

If the creator of a journal entry selects the Block Dunning Letters checkbox in the Form
Settings — Journal Entry window, the journal entry does not appear in the wizard’s
recommendation report

10. Inthe Letter Parameters section of the window, select one or both of the following options:

o Allow Negative Dunning Letter
Allows an overall dunning letter amount that is negative, which is possible since the
dunning wizard tracks credit memos and manual journal entries.

o Display All Open Iltems
Includes invoices and manual journal entries for invoices that are not yet eligible for a
new dunning letter (at a higher dunning level) or any dunning letter. When you choose
this option, the dunning letter shows all open invoices (regardless of due date) that have
not been paid, credited, or reconciled. This field is visible only if you have selected All in
the Dunning Level field in the General Parameters window, above.

11. Choose the Next button.

The Recommendation Report window appears. Use this window to review and change the
dunning wizard’s recommendations for the dunning letters to generate for open invoices.
Overdue invoices and the transactions to be included in dunning letters are displayed for each

customer.
Dunning Wizard -
Recommendation Report
In thiz step you can zet the date by which you expect payment from the
customner, modify the relewant columnz, and change the zelection of invoices to
be dunned
39PN User manager
Mew Due Drate I = |
# Custorner Code  Letter Mo, Level  Customer Mame  Cioc, Mo, Due Date Last Lewel Update Crate Last Cunning Crate o
1 w C1 City1
2 P
3 IMF/ 0310409
4 IM9/1 030109
5 2 Ding Dong
3 P
7 1 IM 81 040109
g - 2
] E 1 IM 1041 0371509
4 .3
To see print preview ar ba print dunning letber, select the rave whers
the number of the specific letter is displayed, | Expand &l | | Caollapze all |
Step 5of 6 | Cancel | | = Back | | MHext = |
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The Recommendation Report window above displays the left half of the report. The report
contains 8 fields that you can modify, if necessary. Three of these fields are highlighted in the
window. The other fields that you can modify are in the right half of the window, which is shown
in a later step.

12. Review or change the fields in the left half of the report, as follows:

Field ‘ User Action or Field Description Values

New Due Date You can specify the date by which payments for the open invoices
are expected. This date is printed in the dunning letter, but does
not update the invoices or other transactions included in the letter.
To specify a date, double-click in the field to display a calendar.

User and Time These fields display the user who initiated the dunning wizard run
and the time the recommendation report was generated.
Transactions and documents that are posted after the displayed
time are not included in the report, even if they meet the report
parameters.

Checkbox column Deselect the checkbox for each customer or document you want to
exclude from this wizard run. All invoices, excluding those for
customers with a credit balance, are selected by default.

Customer Code The business partner codes of the selected customers.

To display the details of the documents and transactions for the
customers, choose the Expand All button.

To display only the Customer Code and Customer Name
information, choose the Collapse All button.

Letter No. The number of the dunning letters that are recommended for a
specific customer.

The number depends on the dunning terms defined for the
customer. For example, if the dunning term is 1 letter per dunning
level, the same number is set for all invoices assigned to that
dunning level. If a dunning term of 1 letter per invoice is defined for
the customer, an incremental letter number is assigned to each
invoice.

Level Dunning level associated with the respective document or
transaction. If required, you can change this value, but only up to
the level defined in the dunning term assigned to the customer.
Following the wizard’s run; the level set for this field appears on the
affected invoice and in the customer master data.

Customer Name The name of the selected customer.
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Field ‘ User Action or Field Description Values

Doc. No. Displays the document type, document number, and the specific
document row number to which the dunning run is applied.

For example, the value IN 172/1 indicates that the dunning run is
applied to A/R invoice number 172, row number 1 in the journal
entry created by the A/R invoice.

If the document type is JE (journal entry), OB (opening balance), or
BC (closing balance), the row numbering starts with 0 and not with
1. The value JE 285/0 represents the first row in journal entry

number 285.

Due Date The due date of the document or transaction included in this
dunning run.

Last Dunning Date Date of the last dunning run, if a transaction or document was

included in a previous dunning run.

Last Level Update Date | The last date on which the dunning level was updated.

13. To display the right half of the report, scroll to the right.
The window below highlights the fields that you can modify:

.D-unr;ing Wizard

Recommendation Report

In this step wou can set the date by which vou expect payment from the

custorner, modify the relewant columns, and change the selection of invoices to

be dunned

31 39PM User rmanager
Mew Due Date [ [
# Custamer Code  Document Surn Open Surm Interest Days  Inberest 96 Interest Arncunk Tatal Fee Surmn
1 - C1 i
z £ BE,00 £ 66,00 $0,05 $66,15  $1000 §76IS
3 £ 320,00 £30,00 % 0z $0.06 % 30,06
4 £ 26,00 $ 36,00 45 0.5 $0.09 % 36,09
5 - 2
B £ 25,00 £ 25,00 $£000 $2500 %100.00 % 12500
7 #2500 F 25,00 15 000 F 2500
8 £ 55,00 £55,00 $£000 $55,00 $100.00 % 15500
3 £ 55,00 $55,00 31 $0.00 % 55,00
L | 3
To see print preview or bo print dunning letter, select the row where
the rurnber of the specific letter is displayed. l Expand Al I l Callapze Al l
Step 5 of 6 l Cancel | | = Back ] l MHext = |
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14. Review or change the fields appearing in the right half of the report, as follows:

Field ‘ User Action or Field Description Values

Document Sum The original total amount of the document or journal entry.
Negative amounts represent transactions for which the customer is
credited, such as incoming payments or credit memos.

Open Sum The amount of the document or transaction that is not yet paid,
credited, or reconciled. This is the amount included in this dunning
run. Negative amounts represent transactions that credit the
customer, such as A/R credit memos. These transactions are not
included in the run.

Interest Days The number of days for which interest is calculated. You can
change this value, if required.

The days are counted from the due date of the document or
transaction and are based on the number of days in one month, as
defined in the Dunning Terms — Setup window.

Interest % The interest rate for the dunning period. You can change this value,
if required.

The calculation is based on a formula that uses the annual interest
rate and the number of interest days in the year, as defined in the
Dunning Terms — Setup window. For example:

Number of days in year: 360
Annual interest rate: 14%
Interest days: 53

Interest % = Interest days multiplied by the annual interest rate,
divided by the number of days in year, or:

(53 x 14%) / 360 = 2.06%

Interest Amount The interest amount calculated for this document or transaction.
You can change this value, if required.

The calculation is based on the definitions in the DunningTerms —
Setup window.

Total The total amount tracked by the wizard per document or
transaction, including the interest, if any. You can change this
value, if required.

In the letter row, the total is the amount included in this letter (from
all the transactions and documents), including the interest amounts
for each document or transaction. If you change the total or interest
amount of a specific transaction or document, the total of the letter
is updated accordingly.

Fee The fee per letter, as defined in the Dunning Terms — Setup
window. If you change this amount, the new fee is applicable to the
current letter only.

Sum The total amount per letter, including the interest and fee.
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15. Choose the Next button.

The Processing window appears:

Dunning Wizard

Processing

(®) Save Selection Parameter and Exit
() Save Recommendation Repaort as Draft and Exit
) Execute Cnby, Print Later and Exit

Print Dunning Letters and Exit

Zancel | | = Back | [ Finish I

16. Select a processing option for the wizard from among the following:

o Save Selection Parameter and Exit
Saves the selection parameters but not the recommendation report. The next time you
run the dunning wizard, the recommendation report may be different due to new or paid
invoices.

o Save Recommendation Report as Draft and Exit
Creates dunning letters in the future based on this recommendation report. In addition,
invoices, credit memos, and payments included in the report may be covered by other
dunning runs. You can cancel the saved recommendation report.

o Execute Only, Print Later and Exit
Runs the wizard and lets you print the dunning letters created by the recommendation
report later. When you want to print the letters, select this dunning run in the first step of
the wizard and select Print Dunning Letters and Exit in the last step.

o Print Dunning Letters and Exit
Prints dunning letters created by the recommendation report.

17. Choose the Finish button.
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Running a Saved Dunning Wizard

Each dunning wizard you create is saved and can be reused. When you select an existing wizard, you
cannot change its parameters, such as which customers and the type of invoices to include in the
wizard. You can run the wizard to see its recommendation report and print the dunning letters, if
necessary.

If you previously created a wizard and selected Execute Only, Print Later and Exit in the final step, you
can run the wizard again and this time choose to print the letters.

For more information about the dunning setup process, see Automating the Dunning Process.

Prerequisite

You have created and saved a wizard. For more information, see Creating and Running a Dunning
Wizard.

Procedure
1. From the SAP Business One Main Menu, choose Sales — A/R — Dunning Wizard.

The Wizard Options window appears. The Load a Saved Wizard radio button is selected by
default.

If you have a long list of dunning wizards, use the Find field to locate a wizard. Specify a partial
or full name of an existing wizard. The first dunning run that matches your search parameters
appears.

Dunning Wizard =8

Wizard Options

In this step you can chaose bo run a new dunning Fun, ar load 3 saved dunning Fun

) Start a Mew Wrizard
#) Load a Saved wizard

|Find [

#  Dwunning Marme Crate Skatuz

1 Dun20090416n3 04,1609 Saved Parameters

2 Dun20030416n2 01716409 Executed, Mot Vet Printed Wizard
3 Dun20030416n1 01,0109 Exacuted and Printad wiizard

| Zarcel || = Back || MHaxt = |

The window displays the existing wizards. You see the name and creation date of the wizard.
You also see the wizard’s status, which can be one of the following:

o Saved Parameters
The dunning wizard has not been run and the recommendation report has not been
created.

o Draft
The recommendation report has been created, but the dunning wizard has not been run.
The report is saved as a draft.
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o Executed and Printed Wizard
The dunning wizard has been run and dunning letters were created.

2. Click to select a wizard.

3. In subsequent windows, keep choosing the Next button until the Processing window appears.

The window below shows that you can review the wizard’s settings, but you cannot change
them.

.Dunning wizard

Processing

(®) Save Selection Parameter and Exit
) Save Recommendation Report as Draf and Exit
) Execute Cnby, Print Later and Exit

Print Dunning Letters and Exit

Zancel | | = Back | [ Finish I

4. Select a processing option for the wizard from among the following:

o Save Selection Parameter and Exit
Saves the selection parameters but does not save the recommendation report. The next
time you run the dunning wizard, the report may be different due to new or paid invoices.

o Save Recommendation Report as Draft and Exit
Creates dunning letters in the future based on this recommendation report. In addition,
invoices, credit memos, and payments included in the report are covered by other
dunning runs. You can cancel the saved report.

o Execute Only, Print Later and Exit
Runs the wizard and lets you print the dunning letters created by the recommendation
report later. When you want to print the letters, select this dunning run in the first step of
the wizard and select Print Dunning Letters and Exit in the last step.

o Print Dunning Letters and Exit
Prints dunning letters created by the recommendation report.

5. Choose the Finish button.
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Displaying the Dunning History Summary Report

After each dunning wizard run, all customer payment information is saved. This procedure shows you
how to work with the Dunning History Summary report, which shows you trends in customer payment
behavior. The dunning letters and invoice details in the report are taken from previous dunning wizard
runs.

For more information about the dunning setup process, see Automating the Dunning Process.

Prerequisite

You have completed one or more dunning wizard runs. For more information, see Creating and
Running a Dunning Wizard or Running a Saved Dunning Wizard.

Procedure

1. From the SAP Business One Main Menu, choose Business Partners — Business Partner
Reports — Dunning History Report.

The Dunning History Report — Selection Criteria window appears. You must specify the BP
Code field; all other fields in the window are optional. The more information you specify, the
more detailed the report.

Dunning History Report - Selection Criteria

EP Code Frorm [ To
iZustorner aroup -
Properties

Crate of Dunning Run Fram To
Cue Date Frorm Ta
Dunning Marne From T
AR Invaice Mo, Frorn To
Cronwry Payrnent Mo, Frarm Ta
[] nclude Deselected Invaices

Dunning Lewvel Al -

[ Ok I l Cancel I

2. Specify the data in the Dunning History Report — Selection Criteria window, as follows:

Field ‘ User Action and Values

BP Code Specify a range of customers to include in the report.

Customer Group To limit the report to customers from one specific group, specify the
group.

Properties To limit the report to customers with a specific property, choose the

Properties button. The Properties window appears, letting you
select one or more customer properties.

Date of Dunning Run Specify a range of dates for dunning wizard runs to include in the
report.
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Field ‘ User Action and Values

Due Date Specify a range of dates. Invoices with due dates within the range
are included in the report.

Dunning Name Specify the dunning wizard names to include in the report.

A/R Invoice No. Specify a range of invoices to include in the report.

Down Payment No. Specify a range of down payment document numbers to include in
the report.

Include Deselected Includes invoices from the dunning recommendation report that

Invoices were deselected (dunning letters not printed).

Dunning Level Select a specific dunning level to include only the invoices related
to that level, or select All to include invoices related to all dunning
levels in the report.

3. Choose the OK button.
The Dunning History Summary report appears.

Dunning History Summary Report —_Bax
[ |
# Dunning Mame Custorner Code | Letter Mo, Lewel Custorner Mame Doc, Mo,  Dunning Address DueDate  LastDunning Date  Document Sum | Open Sum Inberest Days | Interest 96
1 [ | w Dun20090416n1 a
2 [ ] - 2 . Ding Dong usA
B[ ] -1 F 20,00 F 20,00
4+ [ 1 . IN5f1 0301409 0471603 § 20,00 $20.00 45
t [ | w Dun?0090416n2
& [ - C1 . Cityl usA
[ ] -1 $ 30,00 F 30,00
| 1 L IN 41 0301409 0471603 $ 30,00 $30,00 45
3. O v 2 . Ding Dong usA
w ' ] - i $ 10,00 $ 10,00
1 1 o INBAL 030509 0471609 F 10,00 F10.00 41
(] b
Expand &l ] [ Callzpse all
| €

4. Either click & Back to return to the Dunning History Report — Selection Criteria window or
choose the OK button to close the report and the Dunning History Report — Selection Criteria
window.
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Printing Dunning Letters and Dunning Reports

SAP Business One lets you print dunning letters and dunning reports using default printing layouts.

Change to the Dunning Letter Printing Process

In previous releases of SAP Business One, you could print dunning letters from the Customer
Receivables Aging report. This is no longer possible. However, as in the past, you can print dunning
letters for all overdue customer documents—or for specific documents—using the dunning wizard. The
wizard also lets you save and reuse wizards, and you have the option to print letters immediately or in
the future.

For information about defining and customizing dunning letters, see Customizing Dunning Letter
Layouts.

Printing the Dunning Wizard Recommendation Report

Procedure
1. From the SAP Business One Main Menu, choose Sales — A/R — Dunning Wizard.

2. Create and run a dunning wizard. For information, see Creating and Running a Dunning Wizard.

3. When displaying a dunning wizard’s recommendation report (step 5 of the wizard), from the
Tools menu, choose Print Layout Designer, or click & in the toolbar.
Choose the preferred printing layout.

Print the report.

Printing the Dunning History Summary Report
Procedure

1. From the SAP Business One Main Menu, choose Business Partners — Business Partner
Reports — Dunning History Report.

2. Complete the fields in the Dunning History Report — Selection Criteria window and run the
report.

From the Tools menu, choose Print Layout Designer, or click & in the toolbar.
Choose the preferred printing layout.

Print the report.

D Note

You can edit the default layouts or create new ones by using Print Layout Designer
(PLD). For more information about Print Layout Designer, see the document How to
Customize Printing Layouts with Print Layout Designer, which you can download from
the documentation area of SAP Business One Customer Portal
(http://channel.sap.com/sbocustomer).
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Copyrights, Trademarks, and Disclaimers

© Copyright 2009 SAP AG. All rights reserved.

The current version of the copyrights, trademarks, and disclaimers at
http://service.sap.com/smb/sbocustomer/documentation is valid for this document.
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