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Peachtree Tip:
How to record your collection efforts

If you spend time making collection calls but don’t have any record of them in your system,
consider using the following method to document your efforts.

Method One (Customer by Customer):

1.

2.

Click on the Analysis drop down menu and choose Collection Manager. Then
click on Bracket and set the As of date as shown.

@ Collection Manager
File Edit GoTo Window Help

Close  Ewent Egl?act S E%h( Letter Help

Days Past Due | Total - QsofDa@ |ADI21,2UUS |@

Show all customers with balances over $0.00 and all types.

Total Bracket

Document Due Total
Age Marme Ref Date Date Armount Lelter‘
18 Aldred Builders, Inc. 10332 3/4/03 4/3/03 12997 [ Iﬂ
35  Aldred Builders, Inc. 10129 215/09  347/09 542684 [
27 Archer Scapes and Ponds 10209 2/23/09 3425409 737463 O
18  Archer Scapes and Ponds 10329 3/4/09 443409 53998 [
7 Archer Scapes and Ponds 10317 3415/09 444409 4993 [
7 Archer Scapes and Ponds 345/09 444409 -4993 [
28 Amstrong Landzcaping 10120 2/22/09  3/24/09 555408 [
23 Amstrong Landscaping 10212 2427409 3429409 737463 O v|

Tatal: 917275
If you want to display only invoices over a certain amount, click on select and set
the limit.

& Collection Manager - =

Fie Edt GoTo Window Help Collection Selections g|
C@e EEI = E% oK Include Customers
Cancel | (+ All Customers
Show all customers with balances over $0.00 and all b Help | " Range:
Total From: | =
Age Mame R L E— l:l
18  Aldred Builders, Inc. 10332
35 Aldred Builders, Inc. 10129
27 Archer Scapes and Ponds 10209 V(s :|v
18 Archer Scapes and Ponds 10329 Irelek Bcltmess
7 Acher Scapes and Ponds 10317
7 Amcher Scapes and Ponds Al
28 Amnstiong Landscaping 10120 (% Greater Than: ,7000
23 Amstiong Landzcaping 10212 & Lass Than: ,7
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3. Click Source to drill down to one customer’s invoices, then double click on an

invoice to see the invoice.

stomer Deta
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Close  Ewent e P Grapl Elgeg Jgrmigce}éq) Lefter Help
Customer. Chapple Law Offices / Tems: 2% T8, Met 30 Day
Cantact/Ph: Francis Chapple, 770-555-8858 Credit Limit: 50,000,
Fax 770-555-8360
Age Ref Doc Date | Di =
FEEDET] e | 3 File Edit GoTe Window Help
Ty < = = B

7 | 10913 31508 | 37 @ EH:Hs: &= ¥. & By BH. [ P m @ @B, @, 0
Cloze  Mew List M Save T Fint T E-mal De\ete' Recur BmI?dlcast Fiowv Serigl Mo Mate  Joumal  Ewvent Layuut' Hapurt; Attach
Customer ID: | SRS Q InvoiceE

Bill To: Chapple Law Offices Ship To: ship to 1 | ~ Date: | Mar 14, 2009 |8 I
12554 Lawrencevile Hay.
Liburn, GA 30095-1120 Copy zl Chapman-Murshy Law Offices Inveice No.: [ 10341
12554 Lawrenceville Hwy, [ brop Ship
PAST DUE Liburn [Ga [30095-1120
Customer PO Ship Via Ship Date Terms Sales Rep
56123 Mone w |iz8| » | DGROSS Q
Apply to Sales Order: 0.00 I Apply to Sales: 35.00 1
Quantity Item um Description Unit Price  Tax Amount Job
| | Misc Fee

[ .00] 1] 35.00]
4. Close the invoice then using the phone information displayed, call the customer
and click on Event.

® Create Event

Maote:

Spoke to Franciz about outstanding bills. Emailed $#103471 and 10313 to bum

[ Dneplay in Action ltems | ||:Iays |

[+ Completed on @

J the event date.
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Cloze e Save  Delete Recur Help
Te | 1 o @ 0w rroe
Chapple Law Offices # Franciz Chapple / 770-555-3858
Event Tope: i - | |
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i i




Stewart Technologies, Inc.

Certified Consultant

5. Record the notes from the phone call. Be sure to mark the task completed.

If you need to email the invoices, you can do so by double clicking on them and
clicking the email button. If you need to print a collection letter, click on the letter
button.

Method Two (Invoice by invoice):

Under Tasks / Action Items,

Click Options (first time only) and make sure that under the transactions tab, you
are creating and displaying events for Customer Invoices Due.

Double click the invoice you are calling about and enter notes. As long at that
invoice is open, the notes can be added to.

s BEE|
———— —
=) = . =
Cloze fr':t Delete = E-mail EEH EEI I-’Eaﬂ:
Date: @ 's and Events ﬂ
Filtered to display event twpes of zelected activitkﬁ selected A/F tranzactions, selected A/P transactions, and paychecks.
Alerts T ToDo T\ Events ]
Tuesday. April 21, 2009
Company Mame |

¥ 2 Achvities A
1| 4/21/09 | CHAPPLE | Chapple Law Offices | Call T\ | Spoke to Francis about outstanding bills. Emailed

| 3/2/03 | ARMSTRC| 4

¥ 8 Seles Orders to Ship Action Items and Event Loy Options

| 3/22/07 | TEESDALI| T Activlies |llansaclmns] Start Up ]

| 3/31/07 | ARMSTRC| 4

3l 3/31/07 | FREEMON| F If you'd like an event far the event lag created for each transaction of a certain type oK —

that you create, check the Create Event checkbox nest bo the transaction type, [f —

C) 3415/09 | CHAPPLE | g you'd like to have that event dizplaped in the Action lkems, check the Dizplay in Cahcel

| 315/09 | FROST Fl | Action ltems checkbox.

1| 317/09 | ALDRED | 4 ﬁ

| 4/4/09 | ARCHER | 4 [
| 44409 | CUMMING| Event Tupe ve on lte [
¥ G4 Customer Invoices Dug] || Quotes Sent LA [ 0 |before the event date e

| 2117/07 | Sala of || Buotes Expiring LA [ 0 |before the event date — -
| amem7 | showDEl| of || Sales Orders to Ship LA LA 0 |before the event date T
| 32207 | HEMTON | H || Invoices Sent LA — 0 [before the event date T
| 32307 | THURMA T || Customer Invoices Due @ @ 0 [before the event date T
| 257 | everey | H || Customer Credit Memos| G — 0 [befare the event date v T
1| 3/25/07 | ARCHER | 4 [
1| 3/28/07 | &RMSTRC| 4 [
| 3/30/07 | SNYDER | SPITer oo LI (1= | B AR i LT B g e I
1 3/30/07 | THURMAM | Thurman Galf Course D | Customer Iy | #10130 sent 2/28/09 $3,260.83

| 3/30/07 | Sala Saia's Meighborhood Mi| Customer [re | #10212 gent 2/28/09 $317.84 W




