
     

 

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

 
2. If you want to display only invoices over a certain amount, click on select and set 

the limit. 

 



     

 

3. Click Source to drill down to one customer’s invoices, then double click on an 
invoice to see the invoice. 

 
4. Close the invoice then using the phone information displayed, call the customer 

and click on Event. 

 



     

 

5. Record the notes from the phone call. Be sure to mark the task completed. 
6.  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):  

1. Under Tasks / Action Items,  
2. Click Options (first time only) and make sure that under the transactions tab, you 

are creating and displaying events for Customer Invoices Due. 
3. Double click the invoice you are calling about and enter notes.  As long at that 

invoice is open, the notes can be added to. 

 


