
 
 

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. 

 
 
4. Set the date range (week, month, etc) and any other desired parameters. 
5. Click on Search to build the list. 
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6. Click on the Print button to gain access to output options. 

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

 
 
8. Choose the sorting parameter and click Print. See sample report on next page. 
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Sample report page with contact information and work details highlighted: 
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