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Agenda

● Document Template Setup for Collection, 
Cancel and Confirmation Letters

● Collection Letter Processing
● Cancel Letter Processing
● Confirmation Letter Processing 



CONFIDENTIAL | workwave.com
Copyright 2026, WorkWave LLC. All rights reserved.

Document Template Setup
Use the search field to easily find the letter you want to work with.  Collection and Cancel letters 
are similar since they can both have the form layout edited. 
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Letter Setup - Collection and Cancel
There are generic templates that can be cloned and edited.   The main 
differences is the layout (header): logo, no header or generic.

Basic will print company 
information at top
Logo - pulls in the company logo 
No header - blank at top for 
pre-printed paper.
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Letter Setup - Collection and Cancel
Both Collection and Cancel Letters can have multiple 
versions created with different letter text to match the 
aging bucket or cancel reason.
Select the template layout you prefer, select ‘clone’, give it a 
name, and save.
Find the new template and select to edit.
The data fields can be moved and deleted.
Data fields can be added by dragging and dropping from 
the left side panel.
Create / edit the letter text and save.
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Letter Setup - Confirmation Letters
Unlike the Cancel and Collection letters, only the text can be added or 
edited for Confirmation letters. 
You can quickly create a new template by adding a name, selecting 
the type and category then adding your own text. 
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Collection Letters
It is recommended to create different 
letters for each of the aging categories 
you would like to send letters to. 

Letters can be printed individually or in 
bulk. 

For a single letter you have the option to 
select the letter from a drop down list. 
If you print letters in bulk you have the 
option to select the appropriate letter for 
each aging bucket. 
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Cancel Letters
It is recommended that letters 

with different text are 
assigned to the cancel 

reasons. 

Only assign a letter to the 
cancel reasons that you are 

planning to send to your 
customers. 

Letters can be pulled in bulk 
or for an individual customer. 
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Confirmation Letters
• Confirmation Letter have a set format that currently can’t be edited.
• They are created more like prepay letters than the other letter forms.
• A wizard format starts with picking data related to the general customer 

settings
• The next step uses the customers from step 1 to filter down to those 

with selected program/job settings
• The last step is how the information is to be displayed
• Program/Services can be selected to be shown on step 2, and only if the 

details of the services are selected on step 3 will they be shown.  
(Essentially, if not selected on step 3 the jobs are the same as ‘group by program’ within 
prepay letters) 

• It’s best to preview the possible views to determine the best one for you. 
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Confirmation Letters - step 1 and 2 
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Confirmation Letters - step 3
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Session Feedback

• Login to the Event Mobile App
• Add this session to your schedule
• Click Survey
• Give it a rating 1-5 stars
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Questions?


