
Primary Collection Notes 
• Go to left side of the Client Dashboard, midway down click ‘Edit’

• Box will appear for ‘Primary Collection Note,’ type and click Save.

This will show on the left side of the client dashboard after saving. This is also a 
field that can be pulled into many reports. If you make changes to this section they 
will be noted in the system information tab within the edit screen of the client for 
tracking purposes.


