
 

Dole & Bailey, Inc.  
Implementa�on Date: 04/04/2023 
 
 
PURPOSE: customer informa�on and follow ups for AR and OSS  
 
RESPONSIBILITIES: ANYONE WHO HAS ACCESS TO CUSTOMER ACCOUNTS  
 
 
 
In the Accounts Receivable Inquiry Screen you will see CALL CHECK in the gray bar at top  
 

 
 
 

STANDARD OPERATING PROCEDURE 
USING CALL CHECK FOR NOTES AND FOLLOW UPS  



Screen will pop up and you can enter at the highlighted areas 

 
If you want to send via email to someone use the SEND TO: tab magnifying tab and a box will show and 
you choose who to add  

 
TYPE YOUR NOTE IN THE CALL TEXT AREA THEN HIT OK --- YOU WILL SEE IT POP UP BELOW  
HIT EMAIL AND IT WILL EMAIL TO THE PERSON, PERSONS YOU ADDED 

 
 
TO DELETE A NOTE HIGHLIGHT IN THE BOX AND HIT DELETE TAB  


