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How to Create a Followup Customer Call Report

1. Go to Reports — Followup tab.
2. Select any FL (follow-up letter) or PC (postcard) entry to access to Followup tabs.
3. Double-click on report name or click Print to begin process.

Repurt Selections 1

[ Follow Up Inventory * Report to Screen

Client management Accounting

(" Report to Printer

*MM - Manual MailMerge Gener =
‘FL - How Did We Do?
FL - Make and Manufacturer 1

FL - Make and Manufacturer 2 HP Officeiet 6300 zeri -
FL - Hew Computer System 1 1cee senes J

FL - Hew Computer System 2
FL - Recommendation for Work 1 . i
FL - Recommendation for Work 2 Mo. of Copies To Frint |1_
FL - Recommendation for Work 3
FL - Thank You 1
FL - Thank You 2

FL - Thank You 3
FL - Thank You 4 Cancel

4. Set the date range (week, month, etc) and any other desired parameters.
5. Click on Search to build the list.

Followup 1
Newlnactive

Selection Criteria

Service Date From | 060172010 |:4 DTD 03/30/2010 E (* Select For Cust.

Category . . . . ... |< All > j (" Select For Yeh.

Select Printer

Selection Method:
Select by Customer for zpecified date range. ﬂ

Selection Filters

Vehicle Make _ . . |< All > ﬂ * This Make only { Exclude thiz Make
ZipCode . . _ . __. |< All > ﬂ * Thiz Zip only " Exclude thiz Zip
Mileage Since Service . . |0 * Include if greater ( Include if lesz

|
Recordz Selected: 0 |

: @ E it
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6. Click on the Print button to gain access to output options.

Followup — Yiew from History 1
Newlnactve
ZipCode I Customer I Yehicle |
0210 McDonnell. Timothy 2004 Acura TL
92070 Xavier, Rene 1994 Mitsubishi Montero SR

| Records Selected: 2

Telephone Clear List

7. Choose ‘Print Customer List’ option and click Continue.

Pn'nting Reports W

2 records have been selected for printing.

" Print Letters/Postcards

" Print Customer List (7 '

" Print Labels

Restart Interrupted Print job
Enter the last name of the last customer printed b&fore interruption

Cancel | ic

8. Choose the sorting parameter and click Print. See sample report on next page.

Sort Customer [ist ]

2 records have been selected for printing.

Sort Customer List by

" Customer Last Name

 Invoice Date —— @

"~ Zip Code

" Technician Last Name

Cancel |
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Sample report page with contact information and work details highlighted:

Customer List Sorted by Invoice Date

Forward Thinking Automotive
1115 Main St
Poway, CA. 90210
Phone - 858-555-1212 Fax - 858-555-1312

From: 06/01/2010

To: 09/30/2010

Print Date : 09/29/2010

06/01/2010
Rene Xavier Home 619-789-4486
9876 Mebula Way
Santa Ysabel CA, 92070
Vehicle: 1994 Mitsubishi - Montero SR- 3.5L, VE, VIM (M), QUTFAR, LastService Date 06/01/2010 Awersge Daily Miesge: 22
Invoice; 146720, Posted On: 06/01/2010, 3W. McDonnell, Tim Odometer in: 0 Odormeter Out: 0
Time Description Part No. Category Technician Gty Sale Extd Price  Rate
1.00 Inspect charging system Charging & Starting Systm Select Plesse 1.00 20.00 20.00 20.00
1.00 Disgnose cause of hestitation, stumble or sag Engine Performance/Fuel Select Please 1.00 50.00 50.00 50.00
Totals for Invoice: Parts Labor Discount Subtotal Haz Mat Supplies Tax Total
.00 130.00 000 18000 3.00 111 .00 134.11
09/28/2010
Timothy McDonnell Home 888-777-1212
7T Sunset Strip Office 888-787-8788
Beverly Hills, CA, 90210
Vehicle: 2004 Acura-TL, DVDSACD, LastService Date 09/28/2010 Average Daily Mileage: 102
Invoice: 146727, Posted On: 09/28/2010, SW: McDaonnell, Tim Odometer in: 108,221 Odometer Out: 0
Time Description Part No. Category Technician Oty Sale Extd Price  Rate
450 TIMING BELT - Remove & Replacs Select Please 480  405.00 405.00 50.00
0.30 (Combination) CAMSHAFT SEAL - Remove & Re Select Flease 0.20 27.00 27.00 50.00
0.20 [Combinstion) CAMSHAFT SPROCHET - Remaow Select Plesss 0.20 18.00 18.00 20.00
0.10 ({Comination) TIMING BELT TENSIONER - Ren Select Plesse 0.10 2.00 9.00 20.00
0.70 WATER PUMP - Remove & Replace - [Includes: Select Flease 0.70 83.00 63.00 50.00
0.00 Multi Ric Bett W1000-117823 Select Plesse 1.00 2738 37,38 37,38
0.00 Timing Belt Kit wic wipmp or hyd.tensnr AB0DS-178022 Select Flease 1.00 18496 18456 154.96
0.00 Water Pump OEM G3000-187T512 Select Plesse 100 126804 128,04 126,04
Totals for Invoice: Parts Labor Dizscount Subtotal Haz Mat Supplies Tax Total
338.38 1. 0.00 880.38 3.00 748 2m 918.63
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