
How to get your contact information to appear on a collectors report 
 
 
 
 
 
 
Go to Reports, select Customer Reports, and then select Collectors Report - you need to tick 
the box on left hand side that says contact info and click on apply. This will display the phone 
number, postal address and email address. See attached screenshot. 
 
 
 
Have you considered sharing the file with the person that is doing the collections so that they 
can see the full details if a customer has a query about which invoices are overdue? 
 
 
 
 

 


