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Reminders can be used to remind customers about overdue amounts. They can also be used to calculate finance charges such as interest or fees and include them on the reminder. Use finance charge memos if you want to charge interest and/or fees to the customer without reminding them. 
Before reminders can be created, reminder terms must be set up and assigned to customers. 
Setting Up Reminder Terms
1. In the Search box, enter Reminder Terms, and then choose the related link.
2. On the Home tab, New group, select New.
3. In the Code field, enter a unique code for terms
4. In the Description field, enter a description for the terms
5. In the Max. No. of Reminders field enter the number of reminders the terms code will allow.
6. Check the box for Post Interest if you want the system to post the ledger entries when the reminders are issued.
7. Check the box for Post Additional Fees if you want the system to post ledger entries when the reminders are issued. 
8. In the Minimum Amount field, enter a minimum interest amount that would have to calculate in order for the reminder to generate. 

Once reminder terms are set up, they must be assigned to customers. 
1. In the Search box, enter Customer, and then choose the related link.
2. Choose the customer to assign the finance charge terms to and on the Home tab, Manage group, choose Edit.
3. On the Payments FastTab in the Reminder Terms field, use the pull down and select the code. 
Creating Reminders
4. In the Search box, enter Reminders, and then choose the related periodic activity link.
5. On the Home tab, Process group, choose Create Reminders.
1. On the Options tab 
1. Enter a Posting Date and a Document Date for the reminders. The document date also determines the due date of the finance charges. 
2. Only Entries with Overdue Amounts: Insert a check mark in this field if you want the batch job to insert only open customer entries with a due date earlier than the document date you indicated in the field above. 
3. Include Entries On Hold: Insert a check mark in this field if you want the reminders to include a list of open entries that are on hold. If the field does not contain a check mark, entries that are on hold are not included on reminders. If the field contains a check mark, open entries on hold are listed at the bottom of the reminder. All open entries on hold (due as well as undue) will be listed.
4. Use Header Level: Insert a check mark in this field if you want the batch job to apply the condition of the reminder level to all the reminder lines. (Reminder levels are optional)
2. Enter any desired filters.
3. Click the OK button to start the batch job. 
Reviewing Reminders before Issuing
From here you can View, Edit or Delete documents generated by choosing the appropriate action from the menu selection on the Home tab, Manage group. 

You can also update the finance charge memo text using the following steps while in the Edit mode of the document:
1. On the Actions tab, in the Functions group, choose Update Reminder Text. The Update Reminder Text window opens.
2. On the Reminders Header FastTab, you can set a filter if you want to update several reminders.
3. Choose the OK button to update the beginning and ending texts.
Issue the Reminders 
1. On the Home tab, Process group, choose Issue… 
2. On the Options tab
1. Check the Print box if you want the document to print.
2. Check the Replace Posting Date box if you want to update the posting date from the date entered in the options when creating the finance charge memos. 
3. In the Posting Date field, enter the updated posting date. 
4. In the Reminder No. Filter field, leave the field blank to run all or enter a reminder number to limit. 
3. Enter any filters necessary. (Optional)
4. Click the OK button.
Viewing Reminder Charge Entries
This is only applicable if interest or fees were posted during the process.
1. In the Search box, enter Customers, and then choose the related link.
2. Open the relevant customer card.
3. On the Navigate tab, in the History group, choose Ledger Entries. The Customer Ledger Entries window opens.
4. Select the line with the ledger entry you want to see the reminder entries for. On the Navigate tab, in the Entry group, choose Reminder/Fin. Charge Entries.

For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. You can also search the HELP files by searching “Reminders” or visit the Microsoft Dynamics NAV library at http://msdn.microsoft.com/en-us/library/hh168590(v=nav.71).aspx
Vertex Systems, 460 Polaris Parkway, Columbus, OH 43082 

Page 1


image1.jpg




