
Create Client/Prospect Report Designs 
 
 

 

 
 
 
 
 
 
 
 
Features : 
 “Templates” allow you to define 

standard answers to types of report 
designs to speed up their creation 

 Different report layouts might suit 
Credit Control, Prospects, 
Accounting, Management, etc. 

 The report on information recorded 
can also include blank data entry 
forms – used for new contact 
names, contact history, and free 
format comments 

 All the records can be printed in a 
file (eg. Contact History file) or 
just the most recent 4 records, or 
just the last record input. 

 For debtor information, again you 
can elect to print just the unpaid 
invoices – except that full details 
are shown – not just the basic 
unpaid balance – such as contact  

 
 
name, job number, narration, due 
date, any retention, etc. 

 Debtor’s aging can be re-calculated 
as at the date of the report, as well 
as the prior aging history shown 

 Prior payment commitments made 
by a debtor can be shown 

 Sales/profit analysis can be printed 
 The Prospect’s profile can be 

selectively printed, including their 
products/services profile 

 You can print the product item 
purchase history of a customer to 
see prices paid, and profit margins 

 Job history can be shown (last job, 
last 4 “jobs”, or all “jobs”) 

 Report layout is landscape in order 
to maximise the amount of print 
space available 
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This is just one example of a report created using the Report Configurator.  By 
answering the set-up questions differently, the report layout will change 
dramatically. 
 
Of course, even the standard report layout can be personalised to suit. 


