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INTRODUCTION AND OVERVIEW \

4

Welcome to Teachucomp, Inc.'s Ad@ﬂced

Peachtree course. This class expands the studer@ skills
In using Peachtree, one of the most popular @ecounting
and bookkeeping programs available today. @s class is
designed to give the student with basic kn@edge of the
program’s capabilities an enhanced skill @t In using the
product. &
Peachtree is a terrific prog@n to learn, as the
skills that we learn in Peachtree save valuable time
and money by automating, orga % and structuring the
bookkeeping of your company.

Peachtree Is a Iusfeatured accounting and
bookkeeping program in m‘kﬁ you can create invoices,
statements, pay your 'Hnsbwrite checks, track inventory,
and manage your payr(%ong with other services.
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CHAPTER 8-
ACCOUNT MANAGEMENT

8.1- WRITING CHECKS O
8.2- YoIDING CHECKS %
8.3- RECONCILING BANK ACCOUNTS @Q

8.4- CHANGING THE ACCOUNTING PERIO QO
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ACCOUNT MANAGEMENT \

8.1- Writing Checks: Q

You can use the “Write Checks” window to quickly write checks and then apply the @rt to one or
more expense accounts. If the payment that you are making doesn’t involve invoices or i tory items,
then this is simply the easiest payment method to use. You can access this window lecting “Tasks|

Write Checks...” from the Menu Bar. ~
" Write Checks
File Edit GoTo Window Help
& O _ - o D. @ q 5
C@e ;415]-\1 ﬁl Se ﬁt v D%etev Hgggr Jo%al Eat Hezgrts I-'I‘ef;:
ayment [«][=]

I~ Bellwether Garden Supply Check Mumber:
Date:
Vendor ID: |ﬂ
Regular Checking Account
Dollars £
T v
Pay to the
Order of: Cash Account Balance
=
Memo: | 4 M
L
Expense Account: Split Descriptons Job: I:g
L

Crder Peachiree tible Chedks and Forms.
You can use this window to pay % e bills, or to write checks to vendors that don’'t have

Vendor IDs. It is basically a simplified ve f the “Payments” window that allows you to enter check
information without having to enter line it ributions.

Enter the Vendor ID of the vendok that is being paid into the “Vendor ID:” field. If you are paying a
vendor without an ID, then leave thi lank and just type the name of the vendor into the “Pay to the
Order of:” field. You can enter in th ress information for the vendor (if they aren’t in your vendors list)
under the “Pay to the Order of:”q, well.

If you plan on printing this check, then leave the “Check Number:” field blank. Otherwise, fill-in the
check number of the check t wrote to the vendor. Enter the date the check was created in the “Date:”
field. Then, enter the am me check into the “Dollars:” field. Enter the account number from which the
check will draw its funds in “Cash Account:” field.

Enter the accountithat you will expense the payment to in the “Expense Account:” field. If you need
to split the expens tween multiple accounts, click the “Split” button. This will open up the “Split
Transaction” wi o@ this window, you can split the value of the check between multiple expense
accounts. CIic% this window to return to the check. You can finish by entering a description of the

payment into t scription:” field.

Startj eachtree 2006, you can make payments electronically by selecting the “Electronic
Payment” kBox'in the upper-left corner of the window. You will notice when you do this, that the “Check
Number:’ nges to say “Electronic” and is grayed-out. When you click the “Save” button, if you have not

yet en% the Peachtree Bill Pay service, you will be prompted to do so by clicking the “Enroll” button. If
y vegdlready enrolled but have not yet activated the service, click the “Activate” button and follow the
S pfesented to you.

©TeachUcomp, Inc. Advanced Peachtree 6



ACCOUNT MANAGEMENT

8.2- Voiding Checks: Q

You can easily void checks in Peachtree. When you void a check, a new transactio@eated with
a check number consisting of the original check number, followed by the letter “V.” This entry will
reverse the entries made to the General Ledger by the original check. Both will still a%r in reports and
the “Account Reconciliation” window when you reconcile your accounts.

To void a check, just open the “Void Existing Checks” window by selecting s| Void Checks...”
from the Menu Bar. In the “Void Existing Checks” window, select the check that y; to void in the list of
checks that appears. Click the “Void” button. This will then prompt you to deci ou really want to void

Aecount (D: @ae: Mar 15, 2007 [5]
MNurnber | Date | Source | Armaurnt | @ |
10213 3807 AP 100,00 Chrdngdhstruction, ke,

10214 31507 AF 100.00g DPH ‘Wb Design

i

&
N

Wiid Cloze Help

=0

8.3- Reconciling Bank Accounts: @

You can reconcile anyJfaccount in Peachtree using the “Account Reconciliation” window. This
window shows your unclear actions that have affected the account balance through the end of the
current accounting perio n use this information to then reconcile the transactions in Peachtree with
your bank account state& s you clear the Peachtree transactions, the “Unreconciled Difference” will
approach zero. Once you have marked all of your cleared transactions, the difference should be zero.
Additional transactions ﬂch as bank service charges can be added while you are reconciling the account
using the “Adjust” t@ in the toolbar. Starting in Peachtree 2004, you can input bank service fees and
interest earned (N fnto the reconciliation window, if desired. You can also use the “Adjust” button, if you
prefer that met arting in Peachtree 2004, clicking the “Adjust” button brings up the “General Journal
Qyou can enter the necessary entries. To bring up the “Account Reconciliation” window,
nt Reconciliation...” from the Menu Bar.
ect the ID of the account that you want to reconcile from the “Account to Reconcile:” drop-
down. MNext,%enter the statement date in the “Statement date:” field. Then, if using Peachtree 2003:2007,
lo iChecks” and “Deposits” lists to find your entered transactions to compare them to your bank
t . Starting in Peachtree 2007, all the bank account transactions are displayed in a single list.
heck the checkbox at the left of any transaction to clear it. After a successful reconciliation,

©TeachUcomp, Inc. Advanced Peachtree 7



ACCOUNT MANAGEMENT \

8.3- Reconciling the Bank Accounts (cont.):

S

these cleared transactions will be removed from your list when you move to the next accoun'eriod.
W

”

You also have some unique buttons on the toolbar in the “Account Reconciliation
click the “OK” button, you will save your changes and close the “Account Reconciliati
return at any time within the accounting period to finish the reconciliation, if nee
“Range” button to enter in a range of check numbers to clear. You can also click
select either “All (checked),” which will check every transaction listed, or “All (u
every transaction listed. The most important button is the “Adjust” button
Peachtree 2003, it will display the “Additional Transactions” window where ya
on your bank statement that aren’t in Peachtree. This is used for things likes&g
Statement. Entries that you make in this window do affect the General ,@
clicking the “Adjust” button simply launches the “General Journal Entr§

dow. If you
indow. You can
u can click the
ow” drop-down to
d),” which will clear
click this button in
enter transactions listed
est Earned” from the Bank
Starting in Peachtree 2004,

# Account Reconciliation =HEEINL X
File Edit GoTo Window Help
¢ = & & | B Q@ ®. 0
Cancel OK Range Tink Find Row 2 Adjust EHEDDIE; Help
Emol s Rem T FeEm T ED Account Reconciliation
Checks and Bank Debits - Cleared 2 for 500.00 - T ==
Show: [Al, Deposits and Bark Credits First | %] - Statement Date: [Mar 31, 2007 /=]
Deposits and Bank Credits - Cleared 2 for 500.00 Show | SPOSITS and Bank Lredis Firs |J tatement ba
Status | Reference | Deposit/Bal Check/Bank Debit | Date | Payee /Description | -
Oa 011607 Jan 15, 2007 Deposit Ticket
| 012007 826,74 Jan 26, 2007 Deposit Ticket
O 021507 434.97 Feb 15, 2007 Deposit Ticket
D 149.97 Mar 2, 2007 Deposit Ticket =
D 160,50 Mar 2, 2007 Deposit Ticket
O 030307 220,31 Mar 3, 2007 Deposit Ticket
O 030407 335.64 Mar 4, 2007 Deposit Ticket
a 26.50 Mar 5, 2007 Deposit Ticket
Oa 0305 5,296.51 Mar 5, 2007 Deposit Ticket
O 40,25 Mar 7, 2007 Deposit Ticket
D 158.74 Mar 7, 2007 Deposit Ticket
D 030 0.00 Mar 7, 2007 Deposit Ticket
Oa 03 5,000.00 Mar 9, 2007 Deposit Ticket
W 2V 50.00 Mar 9, 2007 Payne Enterprises
31807 753.82 Mar 12, 2007 Deposit Ticket
11V 450.00 Mar 12, 2007 Paris Brothers Tree Surgeons
99,98 Mar 13, 2007 Deposit Ticket
0314071 3,178.41 Mar 14, 2007 Deposit Ticket -
ndeared [ Clesred [ Autodeared F New Bank Record
Interest Income: 0,00 Service Charges: 0,00 Statement Ending Balance:
Date: [Mar 31, 2007 Date: [Mar 31,2007 ]  -Outstanding Checks 106,546.34
+ Deposits in Transit 107,773.41
A t: C A t G
ceoun croun =l gL (system) Balance 23,339.83
Imported Interest: D Imported Charges: D  Unrecondied Difference (22,162.78)
Beginning Transactions: EI
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ACCOUNT MANAGEMENT \

8.4- Changing the Accounting Period: Q

When you have entered all of the transactions for the current accounting period, youdvance to

the next accounting period. The “Change Accounting Period” window is used to switch betw accounting
periods within the two open fiscal years. To display this window, select “Tasks| System nge Accounting
Period” from the Menu Bar. Sometimes when performing an account reconciliatio have stepped
forward to perform data entry, you'll have to step backward into the previous accou period to reconcile

the transactions in that period.

In the “Change Accounting Period” window, you just click on the acco
go to in the list of available accounting periods to the left side of the window,
in the toolbar at the top of the window to jump to the selected accountin
asks if you want to print any unprinted reports and items. Usually thisdil

eriod that you want to
hen click the “OK” button
. As you move forward it
d idea. Note that Peachtree
will not ask this of you when you are stepping backwards through perio

@
Cancel ] Help

To change your current accaunting periad, from the Iist@e peniod vau want to operate
in. boving fonward, you should do this at the begin dheath new accounting penod. If a
"lock" icon appears next to periods listed in thébo % by haz been turmed on. This resticts
certain Peachtree uzers from waorking with tr i hat fall in periodz prior ko the cumently
OpEn ONe. K

Open Accounting Periods: @
Current Accounting Period:

01 -Jan 01, 2007 toJan 31, 2007

02 -Feb 01, 2007 to Feb 25, 20l |IIIS - Mar 01, 2007 to Mar 31, 2007
-bar 01, 2007 to Mar 31,

04 -dpr 01, 2007 to Apr 304200

05 - May 01, 2007 to May 3192007

06 -Jun 07, 2007 ta Jun [ Open Fizcal Years:

OF - Jul 01, 2007 to Ju 07

08 -Aug 07, 2007 tao 1. 2007 January 1, 2007 to December 31, 2007
09-5ep 01, 2007 to 0, 2007

10-Oct 01, 2007 to 1. 2007 January 1, 2008 to December 31, 2008

11 - Now 01, 2007 ta Mav 30, 2007
Dec 31,2007

13-Jan 0O = .

14 -F N¥to Feb 29, 2008 Open Payroll T ax Years:

15-Ma to Mar 31,2008

16-4pr 072005 to Apr 30, 2008 January 1, 2007 to December 31, 2007

17 - May 01, 2008 to May 21, 2008
3 2008 taJun 30, 2003 January 1, 2008 to December 31, 2008
L2008 toJul 31, 2008
L2008 to Aug 31, 2008
L2008 to Sep 30, 2008
L2008 to Oct 31, 2008
L2008 ta Moy 30, 2008
L2008 to Dec 31, 2008

©TeachUcomp, Inc. Advanced Peachtree 9



ACTIONS-

WRITING CHECKS:

=

Select “Tasks| Write Checks...” from the Menu Bar.
Enter the vendor id of the vendor that is being paid into the “Vendor ID:” field.
3. Ifyou are paying a vendor without an id, then leave this field blank and just type the@e of the vendor

ACCOUNT MANAGEMENT ~$\,—
O

N

into the “Pay to the Order of:” field. You can enter in the address information for t or (if they aren’t
in your vendors list) under the “Pay to the Order of:” field, as well.

4. If you plan on printing this check, then leave the “Check Number:” field blank.
number of the check that you wrote to the vendor. If you plan to send the p
the “Electronic Payment” checkbox.

ise, fill-in the check
electronically, select

5. Enter the date the check was created in the “Date:” field.

6. Then, enter the amount of the check into the “Dollars:” field. Qa

7. Enter the account number from which the check will draw its funds iﬂ% sh Account:” field.

8. Enter the account that you will expense the payment to in the “Ex e*Account:” field.

9. If you need to split the expense between multiple accounts, click sSplit” button. This will open up the
“Split Transaction” window. In this window, you can split the @ of the check between multiple
expense accounts. Click “OK” in this window to return to the chéek.

10. You can finish by entering a description of the payment i e “Description:” field.

NOTE: If you are making an electronic payment and you @ not yet enrolled in the Peachtree Bill Pay
service, you will be prompted to do so by clickin Enfoll” button. If you have already enrolled but
have not yet activated the service, click the “Acti tton and follow the steps presented to you. You

MUST enroll in the Bill Pay service to send@c payments through Peachtree.
VOIDING CHECKS: \

1. To void a check, just open the “Void @; Checks” window by selecting “Tasks| Void Checks...” from
the Menu Bar. i

2. In the “Void Existing Checks” wimdow, select the check that you wish to void in the list of checks that
appears. @

Click the “Void” button.

This will then prompt you tc&cide if you really want to void the check, click “Yes” if you do, and click

“No” if you don't.

5. Click the “Close” butt you are done.

o
&Q
>
@

Hw
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ACTIONS-

RECONCILING BANK ACCOUNTS- 2003:2005:

ACCOUNT MANAGEMENT X é\

1. Select “Tasks| Account Reconciliation...” from the Menu Bar.

2. First, select the ID of the account that you want to reconcile from the “Account to Reconcilé®”drop-down.

3. Next, enter the statement date in the “Statement date:” field.

4. In the “Statement Ending Balance:” field at the bottom of the “Account Reconcili indow, enter in
the ending balance for this account as shown in your bank statement. This wi be used to figure
out the unreconciled difference.

5. Check the “Clear” check box to clear a transaction marked as “cleared” in y k statement using the
“Checks” or “Deposits” list windows. These items will be removed from y t after you change to the

next accounting period. The “Reference,” “Amount,” “Date,” and “ Payee” fields show that
information for the transaction.
.Begipning Transactions” button to

can enter in transactions that
ffect the General Ledger, they will

6. If you are just beginning to use Peachtree, you may need to click th&
bring up the “Beginning Transactions” window. In this window,
occurred before the Peachtree start date. These transactions wi
only be used for account reconciliation.

7. If using Peachtree 2003, to enter transactions not recorded in chtree click the “Adjust” button. If you
click this button, it will display the “Additional Transactigfs{ window where you can enter transactions
listed on your bank statement that aren’t recorded in%htree. This is used for things like “Bank
Service Fees” or “Interest Earned” from the bank S @ ent. Entries that you make in this window do
affect the General Ledger.

8. If using Peachtree 2004, you can enter the “Se charges:” and “Interest income:” into the text boxes
provided below the “Checks” and “Deposits; ows. If you need to enter in multiple additional
transactions, click the “Adjust” button and en ransactions as General Journal Entries.

9. Once the “Unreconciled Difference” is z ro@“OK” when you are done.

RECONCILING BANK ACCOUNTS- 20

Select “Tasks| Account Reconciliation..”” from the Menu Bar.
Select the ID of the account tha@/vant to reconcile from the “Account to Reconcile:” drop-down.
Enter the statement date in the “Statement Date:” field.
In the “Statement Ending Bﬁce:” field, enter in the ending balance for this account as shown on your
bank statement. You @enter any interest earned or bank service fees into the fields shown.

t

hwbdpE

o

You can select what ransactions you want to see by selecting an option from the “Show:” drop-

down.

6. Check each of the t@nsactions as “Cleared” that appear both on your paper statement from the bank
and on your scrg€f You may notice that when you click a transaction line that a box with an option for
what action ppears. This is a “Quick Action” button. You can click the “Banking” button at the
top of the wi nd select “Quick Action Buttons” to turn this feature on or off.

7. If you are eginning to use Peachtree, you may need to click the “Beginning Transactions” gray
arrow b bring up the “Beginning Transactions” window. In this window, you can enter in
transagti that occurred before the Peachtree start date.

8. Yo also click the “Row” drop-down to select either “All (checked),” which will check every
tra%@n listed, or “All (unchecked),” which will clear every transaction listed.

(Cofit.)

©TeachUcomp, Inc. Advanced Peachtree 11



ACTIONS-

RECONCILING BANK ACCOUNTS- 2006:2012 (CONT.):

ACCOUNT MANAGEMENT %—

9. You can click the “Range” button to enter in a range of check numbers to clear.

10. Click the “Adjust” button to launch the “General Journal Entry” screen where you can r additional
credits and debits to your account such as bank charges and interest earned, if desj necessary.

11. Click the “OK” button to save your changes and close the “Account Reconciliation. W.

CHANGING THE ACCOUNTING PERIOD: %

Period” button in the Status Bar (“Change Accounting Period” in PeacRitreej2006).

2. In the “Change Accounting Period” window, you just click on the ag€ounting period that you want to go
to in the list of available accounting periods to the left side of the

3. Click the “OK” button in the toolbar at the top of the window to jufap tdthe selected accounting period.

1. Select “Tasks| System| Change Accounting Period...” from the Men‘Qor just click the “Current

©TeachUcomp, Inc. Advanced Peachtree 12



CHAPTER 9-
USING SALES TAX
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USING SALES TAX

9.1- The Sales Tax Wizard- 2008:2012: Q

Setting up sales tax is a two-part process. First, you have to set up the sales tax aus that you
will use. Second, you must create the sales tax codes using the sales tax authorities. Sales T&X Authorities
are the tax rates for individual governmental agencies. A sales tax code is a group of more sales tax
authorities. When you create the invoices, the sales tax code is what is used to calc sales tax. You
can see how much sales tax has been collected per authority in the “Taxable/Exem s” report.

In versions of Peachtree prior to Peachtree 2008, you set up your tax auth®ri and the associated
tax codes in two different maintenance windows. Starting in Peachtree 2008, the o0 windows have been
merged together into the “Sales Tax Wizard” within Peachtree. So, for upgrag sers, the new “Sales Tax
Wizard” will seem both familiar and easier-to-use than the separate windows,preVided in the releases prior
to 2008.

To set up your sales tax authorities and sales tax codes iﬂ%tree 2008:2012, you select
“Maintain| Sales Taxes...” from the Menu Bar. Doing this will open théySet Up Sales Tax” window where
you can see your available options for creating, editing, deleting, erwise maintaining your tax codes
and tax agencies.

To set up a new sales tax in this window, select the “Set ®g a new tax” option, and then click the
“Next >” button at the bottom of the window to continue.

The next screen allows you to enter the total rate thagwill be charged for the sales tax into the first
available box. Note that if your sales tax is based Qn ula, then you will leave the percentage box
blank. You then use the drop-down to select the nym effindividual agencies that make up the total tax

that you will be collecting. Once you have made your Ices, you then click the “Next >” button to continue.

The next screen in the window then want 0 set up your taxing authorities for your sales tax.
You must enter the information for each taxing y that you selected on the previous screen. Be sure
to indicate how much of the total tax rate t is%r is collecting, and which account will be used to track
the taxes that you collect. Note that you can drop-down in the middle of the screen to select the “by
formula” option, if you need to enter a s rate that is based on a formula versus a flat percentage.
When you are finished, click the “Next >"pu to continue setting up your tax agencies.

If you have only one agency cd&ing a single tax, or once you have finished entering your taxing
authorities, the last screen will allo to name your sales tax code. You also select whether to charge
tax on shipping, if needed for your@i. Once that information has been entered, you can then click the
“Finish” button to finish creating,the sales tax.

In the future, if you wishdOwedit, delete, or simply review the sales tax codes and sales tax agencies
that you have created, Iso do that from the “Set Up Sales Tax” screen. To edit either the tax
agency information, or t& iated code, select the “Editing an existing sales tax or sales tax agency”
option, and then click the “Next >” button. In the following screens, you can then select to edit either the
code or the agencies afdesired. As when creating the sales tax, you simply change whatever information
is desired in each s@ while clicking the “Next >” button to continue. Then click the “Finish” button when
you have finishe iffg your changes.

K
%‘b
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USING SALES TAX

9.2- Sales Tax Authorities- 2003:2007: Q

Setting up sales tax is a two-part process. First, you have to set up the sales tax aus that you
will use. Second, you must create the sales tax codes using the sales tax authorities. Sales T&X Authorities
are the tax rates for individual governmental agencies. A sales tax code is a group of more sales tax
authorities. When you create the invoices, the sales tax code is what is used to calc sales tax. You
can see how much sales tax has been collected per authority in the “Taxable/Exem

When you need to set up your sales tax authorities, you can do it i aintain Sales Tax
Authorities” window. You can access this window by selecting “Maintai
Authorities...” from the Menu Bar. This window allows you to enter in tax rates
line items, or tax rates that vary based on line item sales or total sales. YQ
percentage changes. Let’s look at the fields in this window.

i» Maintain Sales Tax Authorities
File Edit Window Help

o= g Dm . Q
‘EEQ List Cave Delete  Fin Ner gﬁp

Dezcription

Cherokee County Sales Tax Looo |A
Cobb County Sales Tax 2.00000 |
Fultorn County Sales Tax \ 23100 2.00000
Georgia State Sales Tax ) 23100 4.00000 2
ID: [BEEEINEES | Description: |Cherokeg Collny S ales T ax |
Tax Payable Tea: |G&EE : Georgia Departmant of A everue
Sales Taw Payable G/L Account; F’:'il_ Sales Taw Payable

Tax Calculation

* Single Tax Bate:

" Formula;  Baszed on

&O

In this window, e%er a tax authority identification number into the “ID:” field. Then enter a description
for the authority in escription:” field. In the “Tax Payable To:” field, enter in the vendor that is the

above that charge I:I i

taxing authority ing this tax. In the “Sales Tax Payable G/L Account:” field, select the tax liability
account to whic mount payable to this authority will be posted.
In the “ alculation” section, select the “Single Tax Rate:” option if there is a single tax rate for

the authorit enter the rate as a whole number in the box to the right. Select the “Formula:” option, if
ries based on a limit. Then select either “total taxable sales” or “each taxable line item” from
:" drop-down box. Input the upper limit in the “up to $” text box, and then enter the percentage

ow that limit in the “charge:” text box and the percentage to charge above that limit in the

the “Ba
to chaébe
% charge:” text box. Then click the “Save” button to save the authority.

©TeachUcomp, Inc. Advanced Peachtree 15



USING SALES TAX

9.3- Sales Tax Codes and Exempt Sales- 2003:2007: Q

The “Maintain Sales Tax Codes” window is used to enter, change, and store inf@ion on the
codes used to track and calculate sales tax. Your tax codes are tax groupings made up ne or more
sales tax authorities. You add the authorities to the code, and the cumulative percenta@f the authorities
will make up the total percentage of the tax code.

You can make a tax code that is zero percent for things like out-of-stat
authority that has a zero percent tax in the “Maintain Tax Authorities” window.
authority in the tax code that you set up in this window. It will register as taxable
them an amount.

To view the “Maintain Sales Tax Codes” window, select “Majp ales Taxes| Sales Tax
Codes...” from the Menu Bar.

ales. Just create an
ake them the only
, but you won’t charge

i» Maintain 5Sales Tax Codes
File Edit Window Help

‘EQ lﬁl 'E:;Fj Delete FinE *-....-" v

Sales Tax Code Drezcription
FACHER Cherokee County Sales T ax
GACOBE Cobb County Sales Tax

Dekalb County Sales Tax
Fultan County Sales Tax

Sales Tax Code: [ Tax Freight
Description: |Cherokee Coun |
The above taw code iz made Bllawing taxing autharities:
0 Descriptio Rate G/L Account - Description

GEORGIA

CHEROKEE @
k Total Sales Tax Rate: G, 00000

Create a na f& the tax code and enter it into the “Sales Tax Code:” field. If your state requires
that you chargeia%x on freight, check the “Tax Freight:” check box. Then enter a description in the

“Description:” fiel e tax code. Next, add the authorities or authority for the tax code under the “ID:”
column. You ¢ ~click in the fields under this column, and select the tax authorities from the drop-down
list that app . k “Save” when you have added all of the necessary authorities to the tax code.

%‘b
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USING SALES TAX \

9.4- Collecting Sales Taxes: Q

When you fill out an invoice for a customer, you simply need to record the tax code f t customer
in the invoice. You also need to make sure that you have marked all of your taxable items a ing taxable
in the “Maintain ltems” window. Then when you create your invoices, the sales tax wi calculated and
collected automatically. Then all you need to do is find out how much in sales tax and when you
need to pay it. You can then write a check for that amount to the appropriate vendor

9.5- Paying Sales Taxes: O':

When it comes time to write the checks to the vendors for the axes that you owe, you will
need to find out how much you must pay to each one. You can do thi Ulling up the “Taxable/Exempt
Sales” report. You can access this report by selecting “Report orms (“‘Reports” in Peachtree
2003:2007)| Accounts Receivable...” from the Menu Bar. This will ging*up the “Select a Report or Form”

window.

If using Peachtree 2008:2012, ensure that the “Reports” t%elected, first. Then scroll through the
window on the right side of the screen, and double-click thge Taxable/Exempt Sales” report to preview it.
Ensure that you are viewing the sales taxes collected for th@ct period and edit the report filters to view
this information, if needed.

This report lists the amounts that you have colt c@nd what you owe for the accounting period for

each authority you set up. Just write the checks tothe"aroper authorities to pay your sales tax liabilities.
Make sure that you select the “Sales Tax Payable”@ nt to decrease the value of it when you pay your

sales taxes. 0
&
3
<

s\O

o
@Q
>
.
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ACTIONS-

USING SALES TAX .

USING THE SALES TAX WIZARD- 2008:2012:

1. To set up your sales tax authorities and sales tax codes in Peachtree 2008:2012, you se aintain|
Sales Taxes...” from the Menu Bar. Doing this will open the “Set Up Sales Tax” window € you can
see your available options for creating, editing, deleting, and otherwise maintaining %tax codes and

tax agencies.

2. To setup a new sales tax in this window, select the “Set up a new tax” option, ar@n click the “Next

>” putton at the bottom of the window to continue.

3. The next screen allows you to enter the total rate that will be charged for th tax into the first
available box. Note that if your sales tax is based on a formula, then you ve the percentage box
blank.

you will be collecting.

oo

must enter the information for each taxing authority that you
indicate how much of the total tax rate this vendor is collecting,
the taxes that you collect. Note that you can use the dro@n

Once you have made your choices, you then click the “Next >” butt
The next screen in the window then wants you to set up your tax

4. You then use the drop-down to select the number of individual agen'g make up the total tax that

continue.
thorities for your sales tax. You
fed on the previous screen. Be sure to
afd which account will be used to track
in the middle of the screen to select the

“by formula” option, if you need to enter a sales tax rate that is based on a formula versus a flat

percentage.

N

When you are finished, click the “Next >” button o’ e setting up your tax agencies.

8. If you have only one agency collecting a single taX®r @nce you have finished entering your taxing
authorities, the last screen will allow you to nanfe I sales tax code. You also select whether to

charge tax on shipping, if needed for your st
click the “Finish” button to finish creating. t
9. Inthe future, if you wish to edit, delete, or'si

you have created, you can also do tha%

agency information, or the associated\c
option, and then click the “Next >”

tax.

ce that information has been entered, you can then

review the sales tax codes and sales tax agencies that
e “Set Up Sales Tax” screen. To edit either the tax
, select the “Editing an existing sales tax or sales tax agency”

10. In the following screens, you ca@ select to edit either the code or the agencies, as desired. As

when creating the sales tax, you
click the “Next >” button to tinue.

ly change whatever information is desired in each screen while

11. Click the “Finish” button u have finished making your changes.

R

o
&Q
>
@
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ACTIONS-

CREATING SALES TAX AUTHORITIES- 2003:2007:

USING SALES TAX X é\
@)

1. Select “Maintain| Sales Taxes| Sales Tax Authorities...” from the Menu Bar.

2. Enter a tax authority identification number into the “ID:” field.

3. Then enter a description for the authority in the “Description:” field.

4. In the “Tax Payable To:” field, enter in the vendor that is the taxing authority governi tax.

5. In the “Sales Tax payable G/L Account:” field, select the tax liability account to which’the amount payable
to this authority will be posted.

6. In the “Tax Calculation” section, select the “Single Tax Rate:” option if there i %}Ie tax rate for the

authority. Then enter the rate as a whole number in the box to the right.
7. Select the “Formula:” option, if it varies based on the limit. Then select ej
taxable line item” from the “Based on:” drop-down box. Input the upp
then enter the percentage to charge below that limit in the “charge:”

al taxable sales” or “each
in the “up to $” text box, and
and the percentage to

charge above that limit in the “above that charge:” text box.

8. Click the “Save” button to save the authority
1. To view the “Maintain Sales Tax Codes” window, sele@%im Sales Taxes| Sales Tax Codes...”

from the Menu Bar. ¢
2. Create a name for the tax code and enter it into th%&s Tax Code:” field.
3. If your state requires that you charge sales tax o ight, click the “Tax Freight:” check box.

4. Enter a description in the “Description:” field f:E code.

CREATING SALES TAX CODES- 2003:2007:

5. Add the authorities or authority for the tax cqde er the “ID:” column. You can right-click in the fields
under this column, and select the tax au
6. Click “Save” when you have added all o

from the list that appears.
cessary authorities to the tax code.

CREATING A SALES INVOICE AND CTING SALES TAX:

—

. Select “Tasks| Sales/Invoicing,..” the Menu Bar.
2. Select the customer id from tiﬁiCustomer ID:” drop-down.
. If you plan on printing @ , leave the “Invoice #:” field blank. If the invoice was manually written,

w

enter in the invoice n re.

. Enter the date that the inveice was created into the “Date:” text box.

. If you want to specify a,different shipping address, click the gray arrow button next to “Ship To:” to specify
a different shippipgydddress, or to select a drop ship and then click “OK.”

. If applicable, ent y the purchase order from your customer in the “Customer PO:” text box.

. Select a shippingwmethod by using the drop-down “Ship Via:” field.

. Enter the d l-@ ship the goods by in the “Ship Date” field.

. If applica eléct the “Sales Rep ID:” from the drop-down text box.

0. If you ing a direct sale to a customer, click the “Apply to Sales Tab,” if you are applying the
invoic customer with one or more open sales orders, click the “Apply to Sales Order #’ tab and
ski p 19.

1 n quantity for the first item purchased in the first row under the “Quantity” field.

.

_(

[0

= O 00 N O®
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ACTIONS-

CREATING A SALES INVOICE AND COLLECTING SALES TAX (CONT.):

USING SALES TAX X é\

12. Enter the item identification code in the same row under the “ltem” column.
13. If necessary, you can change the information displayed in the “Description,” “GL Account,™dnit Price,”

“Tax,” and “Amount” fields. @

14. Enter the Accounts Receivable account that this sales order will debit when the it shipped in the
“A/R Account” field, if needed. This account is the last account used on a sales t ction.

15. Enter in the “Sales Tax Code” for the selected customer, if it is not displayed . As long as this
is set correctly, Peachtree will collect the appropriate tax amount.

16. Enter in any freight amounts in the “Freight Amt:” field that are applicable @ transaction.

17. The total of the sales order will appear in the “Invoice Total” field.

18. Click the “Save” button at the top of this window to save this sales or % are now done.

Bg) sales order in the text box

row to select a sales order from

19. If you selected the “Apply to Sales Order #” tab, then enter the num
at the right of the label “Apply to Sales Order #,” or use the drop-do
the list.

20. The items from the sales order will appear below.
21. Enter in the number of each item that is being shipped in the * ed” column next to the appropriate
item.

22. If necessary, you can change the information displayed im¢he “Description,” “GL Account,” “Unit Price,”

“Tax,” and “Amount” fields. Q
23. Enter in the “Sales Tax Code” for the selected cuys X} it is not displayed correctly.
24. Enter in any freight amounts in the “Freight Amt:” at are applicable to this transaction.

25. The total of the sales order will appear in the “| otal” field.

26. Click the “Save” button at the top of this win ave this invoice.

PAYING YOUR SALES TAX: @

1. Select “Tasks| Write Checks...” fro enu Bar.

2. Enter the vendor id of the vendor ou are paying the collected taxes to in the “Vendor ID:” field.

3. If you plan on printing this check, leave the “Check Number:” field blank. Otherwise, fill-in the check

number of the check that yowwrote to the vendor.
Enter the date the check wa ated in the “Date:” field.
. Then, enter the amou ofxes to be paid to the collecting agency into the “Dollars:” field.
. Enter the account num orh which the the check will draw its funds in the “Cash Account:” field.
. Enter the liability account tifat you will reduce by paying the taxes (usually “Sales Tax Payable”) in the

“Expense Account:” @Id.
9. You can finish by ing a description of the tax payment into the “Description:” field.

o ~N oA

up the am at you pay as a bill in the “Purchases/ Receive Inventory” screen, if desired.

o

Note: You ca@e the “Payments” window to enter in a payment to that tax vendor. You can also set
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CHAPTER 10-
UsSING BUOTES

10.2- CONVERTING QU
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USING BUOTES \

10.1- Entering Quotes:

When you have a customer request for pricing for a prospective job, you can creatote. In the
quote, you can enter pricing information about your goods and services for the customer’s f&quest. Since
they haven’t agreed to purchase anything yet, they are only provided with a quote. Qu%o not affect the

General Ledger. They also are very useful, as quotes that the customer accepts ¢ y be converted
into sales orders or sales invoices later.

You can enter a quote for a customer in the “Quotes” window. To acc
“Tasks| Quotes/Sales Orders| Quotes...” from the Menu Bar. This will bring up
we can make up a quote to send to a customer that requests one.

window, just select
uotes” window, where

File Edit Window Help
i == i = = —
= Ej .5&!‘_- I_I e J‘_':? _ E@ rr L El e (=i F@
Cloze [ List M Save T Frint T E-mal Delets Convert Dwv _ﬁofe Jo Templ tnav epu:urt; Hel|:uv
Customer ID; |MCKAY |g| Quote
Bill To: McKay Construction Ship Ta: Ship to 1 Date: |Mar 15, 2007 E
4556 Piedmaont Road N =
Atianta, GA 30344 Copy > * Good Thru: | Apr 14, 2007 [
Quote No.: | Q10202
* -
(] orog Ship
Customer PO Ship Via Ter t Sales Rep
| None llae] 2% 10, Net &QD | [
Quantity Item ion Unit Price  Tax Amount Job
1.00 | AVRY-10150 Gothic Stone Ei pc, Height 28,5 in, Top 21 129.99] 1 129.99
3.00 | MURS-21300 Red Rose rt us 16,99 1 50,97
6.00 | LAND-17700 Group F‘@ tivation Service 29.89| 2 179.94
Sales Tax: 12,67 | GAFULTOM |C{
Customer Account as of Mar 15, 2007 ) h_' 0.00
Balance: 4,492.82 Freight: i
Credit Limit:  50,000.00 Quote Total: 373.57
Credit Status: Motify Over Limit
Order Peachtree compatible Checks an ms.

In the “Quotesy ﬁindow, you begin by entering the ID of the customer or prospect that will be
receiving the g te@ the “Customer ID:” field. You must have the customer in your customer list to
create a quote . If you plan on printing the quote, leave the “Quote #:” field blank. If you manually
created a quo @ d are simply recording it into Peachtree, then enter the quote number you gave to the
customer in QUote No.” field. Enter the date that the quote was created in the “Date:” field. The “Name:”
and “Bill T@®, fields will display the information for the selected customer. You can change the “Ship To:”
field by clieking'the gray arrow next to that field, and selecting a different shipping address for the customer.
You CW specify a drop shipment. The “Good thru:” field will display a date that is one month away from
t tes#field’s value, by default. You can change this, if necessary.
the “Customer PO’ field, enter the customer’s purchase order number, if applicable. Select the
shippifig method from the “Ship Via” field’s drop-down of choices. You can also select the Sales Rep ID

©TeachUcomp, Inc. Advanced Peachtree 22



USING BUOTES \

10.1- Entering Quotes (cont.): QE

from the “Sales Rep ID” field. You can also enter the Accounts Receivable account that th will debit
when it is converted into an invoice into the “A/R Account:” field. This field will default to th&ast account
used in a sales transaction. Change it, if necessary.

Then enter the quantity of the first item ordered in the “Quantity” field. Selec
ordering from the “ltem” field's drop-down of item choices. The description of the sel
the “Description” field. You can enter in a description for items that you don’t tr
“GL Account” field will display the account set up for the selected item.
inventory, the customer’s sales account will display here. You can chang
important to remember that this will not affect the General Ledger until
order or sales invoice. In the “Unit Price” field, you will see the sales p
item that you don’t track as inventory, then you will need to enter in theqati
display the tax type of the selected item. If it isn’t an inventory item, thefiyyou will need to select a tax type in
this field. The “Amount” field will display the “Quantity” times the __URii’Price.” If you are entering a non-
inventory item, enter the total price of the item order in this fiel e quote is for a specific job, you can
also enter the job in the “Job” field. It will not actually be applie the job, however, until the quote is
converted into an invoice.

In the “Sales Tax Code:” field, you will see the sales code for the selected customer. If you need
to change their sales tax code, select one from the Iisg. F@ nter in any freight charges applicable to this
transaction into the “Freight Amt:” field.

When you are done, you can “Print” or “Save@ote using the buttons on the toolbar at the top of
this window.

m that they are
item will display in
ugh inventory. The
rdering items not in
, if necessary. It is also
vert the quote to a sales
the selected item. If it is an
g this field. The “Tax” field will

10.2- Converting Quotes: \

After a customer accepts a quot an convert it into a sales order or a sales invoice easily. Just
select “Tasks| Quotes/Sales Orders|%es...” from the Menu Bar. In the “Quote” window, display the
guote that you want to convert. Th ick'the “Convert” button in the toolbar of the “Quotes” window. This

will bring up the “Convert Quote” dow. Here you have three options for converting a quote under the
“Convert this Quote to a:” sectign: “Sale/Invoice,” “Sale/Invoice and Print Now,” or “Sales Order.” If you
select the first option, then yo use the “Invoice #’ field that appears to enter the invoice number for this
quote if one exists and t doesn’t need to be printed. If you select the last option, you will see the
“SO #:” field become activi&, Her€ you can enter in the sales order number for this quote if one exists and it
doesn’t need to be printed. C

k “OK” when you have selected the options that you want.
Q

%‘b

©TeachUcomp, Inc. Advanced Peachtree 23



ACTIONS-

ENTERING QUOTES:

USING BUOTES X é\

1. Select “Tasks| Quotes/Sales Orders| Quotes...” from the Menu Bar. Q
2. In the “Quotes” window, you begin by entering the customer id of the customer or prospectiVe’customer
that will be receiving the quote in the “Customer ID:” field. %
nual quote,

and you are simply recording it into Peachtree, then enter in the quote number y ve to the customer

3. Next, if you plan on printing the quote, leave the “Quote #:” field blank. If you crea@
in the “Quote No.” field.

4. Enter the date that the quote was created in the “Date:” field.

5. You can change the “Ship To:” field by clicking the gray arrow next to that fj nd selecting a different
address for the customer. You can also specify a drop shipment.

6. The “Good thru:” field will display a date that is one month away from @ te:” field’s value, by default.
You can change this, if necessary.

7. In the “Customer PO’ field, enter the customer’s purchase order n@, if applicable.

8. Select the shipping method from the “Ship Via” field’s drop-dow ices.

9. You can also select the sales rep id from the “Sales Rep ID” fi

10. Then enter the quantity of the first item ordered in the “Quantity™field. Select the item that they are

ordering from the “ltem” field's drop-down of item choice
11. The description of the selected item will display in the “ ription” field. You can enter in a description

for items that you don’t track through inventory.

12. The “GL Account” field will display the account s ? e selected item. When ordering items not in
inventory, the customer’s sales account will disp&? . You can change this, if necessary.

13. In the “Unit Price” field, you will see the sales he selected item. If it is an item that you don’t
track as inventory, then you will need to entegi price in this field.

14. The “Tax” field will display the tax type th%ected item. If it isn’t an inventory item, then you will
need to select a tax type in this field. \

15. The “Amount” field will display the “Qu% imes the “Unit Price.” If you are entering a non-inventory
item, enter the total price of the item Qrd this field.

16. If the quote is for a specific job, yoAalso enter the job in the “Job” field. It will not actually be applied
to the job, however, until the qu converted into an invoice.

17. You can enter the Accounts Re@yle account that the quote will debit when it is converted into an
invoice into the “A/R Account” field. This field will default to the last account used in a sales transaction.
Change it, if necessary. IK

18. In the “Sales Tax Code:” @ you will see the sales tax code for the selected customer. If you need to
change their sales tax elect one from the list.

19. Enter in any freight charges applicable to this transaction into the “Freight Amt:” field.

20. When you are done,ou can “Print” or “Save” the quote using the buttons on the toolbar at the top of
this window.

&\
00)
.
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ACTIONS- N
USING BUOTES , E.: .
<
O

CONVERTING QUOTES:

1. Select “Tasks| Quotes/Sales Orders| Quotes...” from the Menu Bar.

2. In the “Quote” window, display the quote that you want to convert.

3. Click the “Convert” button in the toolbar of the “Quotes” window. This will bring up th@uvert Quote”
window.

4. Here you have three options for converting a quote under the “Convert this Quote ' section:
“Sale/Invoice,” “Sale/Invoice and Print Now,” or “Sales Order.” Select the one want.

5. If you select the first option, then you can use the “Invoice #” field that appea ter the invoice
number for this quote if one exists and the invoice doesn’t need to be prin

6. If you select the last option, you will see the “SO #:” field become active.
order number for this quote if one exists and it doesn’t need to be pri

v& t

7. Click “OK” when you have selected the options that you want to con

©TeachUcomp, Inc. Advanced Peachtree 25



CHAPTER 11-
JOB TRACKING

11.1-
11.2- ¢

11.4- M
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JOB TRACKING

\’
11.1- Setting Up a Job: Qs s

In Peachtree, you can set up “Jobs” for each client. You can then track income apenses for
U

specific projects, including payroll hours or amounts. There are advantages to using . You can
purchase items specifically for a job. When you invoice the client, you can bill them for urchased items
You can also run several types of reports on jobs. While all Peachtree programs ude “Jobs,” the
flexibility and additional features (like Job Costing) are only available in Peachtree te.

To set up a job in Peachtree Complete, select “Maintain| Job Costs| Jobg™ _ffom the Menu Bar. In
Peachtree First Accounting and Peachtree Accounting, select “Maintain| Jobs the Menu Bar. From

the “Maintain Jobs” window, you can set up the jobs for the customers. I@Iook at the fields on the

different tabs in the window.

At the top of the window, start by entering a code for the job int Q)b ID:” field. Then enter in a
description into the “Description:” field. Starting in Peachtree 2011, yo n then enter the actual start date
of the job into the “Start Date:” field. You can then enter a projected e te for the job into the “Projected
End Date:” field. After you have completed the job, be sure to ente tual end date into the “Actual End
Date:” field for reporting purposes. You can then use the “Job '@ :” indicator to select the current job
status.

On the “General” tab, enter the supervisor for the job, the “Supervisor:” field, if applicable. Select
the ID of the customer for whom you are performing thésjob™ from the “For Customer:” field. If using

Peachtree 2006 or later, enter the job address informﬁtio e fields available. If you are using a version
of Peachtree prior to 2011, you then enter the start e job into the “Start Date:” field and enter the
end date of the job into the “End Date:” field when yotNiniSh the job.

In all versions, you can enter the job typ e “Job Type:” field. Job types give you a way to

for the job into the “PO Number:” field, if appli As you complete the job, you can return to this screen
to indicate what percentage of the job is co in the “% Complete:” field. Notice that there is also a
button for beginning balances for the job if’y, eed to enter jobs when initially creating your company file.

If using Peachtree 2008:2012, yQu next enter the custom field values for jobs. In Peachtree
2003:2007, click the “Custom Fields” d then enter information into the fields that you selected to add
to the jobs you perform when you s the “Job Defaults.”

Next, click the “Estimated E@ev.” tab to enter in the estimated expenses and revenues from this
job. You can then enter any ngtes for the job into the “Notes” tab that appears in Peachtree 2009:2012.
Click the “Save” button on th r in this window when you are done.

R

o
&Q
>
@

classify jobs that you perform for reporting pu% nter the purchase order number from the customer
b
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JOB TRACKING

11.2- Setting Job Defaults: Q

If you want to go back and change the custom fields that you use to record job—relat@nrmation in
io

Peachtree, you will need to access the “Job Defaults.” You can access this informat y selecting
“Maintain| Default Information| Jobs...” from the Menu Bar. This will allow you to acc e Job Defaults
window. Here you can set the custom fields (up to five) that you want to track for youkj at you perform

for your customers.

11.3- Entering Beginning Balances for a Job: O':

If you have beginning balance information for your jobs, you ca
figure for the job’s beginning balance. If you use Peachtree Complet igCan make the entries by cost
code or job phase. To set up beginning balances for jobs, select “Mai ob Costs| Jobs...” from the
Menu Bar. In Peachtree First Accounting and Peachtree Accoun lect “Maintain| Jobs...” from the
Menu Bar. This will bring up the “Maintain Jobs” window. On t eral” tab, click the “Job Beginning
Balances” button to display the “Job Beginning Balances” windo ick the “Job Entries for” tab to make
the detail entries for a specific job. Enter a job beginning date for the job beginning balance amount. You
can enter multiple balances for each job. Enter an amoun@xpenses or an amount for revenues. You
can’t enter an expense and a revenue on the same line. | balance for the job will be the net balance
between what you have spent and what you havé @ You will see this information on the “Job

Balances” tab. When you are finished entering in y% inning balances, click the “Save” button to save
the information.

11.4- Making Purchases for a Job: \

As you create purchase orders an r and pay bills for which you want to invoice the customer,
you can simply use the “Job” column at the%ight end of these screens to assign the amount to a customer
job. When you go to invoice the cu in the future, you will be able to bill them for the items and

materials that you purchased for th

11.5- Invoicing for Custom

After you have re& ble expenses incurred from a customer job, you can invoice them for the
amounts. You will need to bring up the “Sales/Invoicing” window, and select the customer that you want to
bill for their job costs. Tifen click the “Apply Tickets/Expenses” button. Peachtree will then display all job-
related expenses. he appropriate tab to view the expenses there, and click the “Use” checkbox for
any listed expen se them in the invoice. To delete any expenses, click the “Delete” checkbox to
remove them fr, window. You can use the “WriteUp” button to markup specified items by an amount
or a percent u could also type in any markups to the amount by manually changing the amounts

©TeachUcomp, Inc. Advanced Peachtree 28



JOB TRACKING \

11.6- Job Tracking: Q

As you are invoicing for your services, you can optionally assign these items ervices to
different jobs. This will allow you to compare your actual costs to your estimated costs. Yol®€an print out
several reports that allow you to track the status of the different jobs. If you want int out a report
showing the transactions for the different jobs that you have, you can run the “Jobs report. You can
access this by selecting “Reports & Forms (“Reports” in Peachtree 2003:2007)| Jobg 4" irom the Menu Bar.
If using Peachtree 2008:2012, ensure that the “Reports” tab has been selec n select the “Jobs
Ledger” from the list of report categories on the right. Click the “Preview” buttor™at the top of the “Select a
Report or Form” window to view the transactions for the different jobs, and th

Notice that there are several different reports that you can pull fo
discuss the features of some of these reports in a later section of this cla,

— — [ESSET 5

& Select a Report or Form

File Edit GoTo Window Help

@ X @ Q [ # MW A | &-| @ o (@
Cloze  Delste Group Print Display Options Columns  Fonts SendTa Styles  Copy '@

Beports ] Forms ] -

[& Accounts Receivable Job Reports: Project Information \
F__ N

&) Accounts Payable I beos code li : showing type and active or inactive status,
Lﬁ Payroll |j Estimated Job Expenses Eor units and expenses vs. actuals (subtotaled by job)

|§:| General Ledger |j Estimated Job Revenue jmated revenues vs, actual revenues (subtotaled by job)
Il JE-E
|j Job Costs by Type and number of units broken down by cost type for jobs that have phases.

1 @ Financial Statements
|j Job Estimates Estimated units and expenses for each job, induding phases and cost codes,
Eiﬁ Inventory \

|j Job Ledger Transactions that are assigned to a job, induding subtotals by phase and job.

& Job Reports |j Job List @ Jobs with starting and ending date, Customer ID, and completion status.

Account Reconciliation |j Job Master File List Jobs with complete detail as entered in Maintain Jobs.
=l |j Job Profitabili Jobs with activity, actual expenses, revenues and gross job profit.
@ Time/Expense Reports
|j Job Registe: Job information, induding transaction activity for a spedfic date and the current balance.
=
Company Reports L
- |j Phase Job phase list showing the active or inactive status and whether a phase uses cost codes.
=1
|.I§lrJ Report Groups |j Ub Expense Expense transactions assigned to jobs that have not been applied to an invoice.
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ACTIONS-
JOB TRACKING .

SETTING UP A JOB: Q

1. Tosetup ajobin Peachtree Complete, select “Maintain| Job Costs| Jobs...” from the ME@H. In
Peachtree First Accounting and Peachtree Accounting, select “Maintain| Jobs...” from the'™Menu Bar.

At the top of the window, start by entering a code for the job into the “Job ID:” field. %

3. Then enter in a description into the “Description:” field.

4. Starting in Peachtree 2011, you can then enter the actual start date of the job int%
You can then enter a projected end date for the job into the “Projected End Date;
completed the job, be sure to enter the actual end date into the “Actual End D&
purposes. You can then use the “Job Status:” indicator to select the curre

5. On the “General” tab, enter the supervisor for the job into the “Supervisgr
ID of the customer for whom you are performing the job from the “F@

S

N

“Start Date:” field.
d. After you have
/ field for reporting

1, if applicable. Select the
mer:” field. If using

ilable. If you are using a

b into the “Start Date:” field
finish the job.

Peachtree 2006 or later, enter the job address information into the f
version of Peachtree prior to 2011, you then enter the start date for
and enter the end date of the job into the “End Date:” field when
6. In all versions, you can enter the job type in the “Job Type:” figld. Job types give you a way to classify
jobs that you perform for reporting purposes. Enter the purchasé@rder number from the customer for the
job into the “PO Number:” field, if applicable. As you co the job, you can return to this screen to
indicate what percentage of the job is complete in the “%"@omplete:” field. Notice that there is also a
button for beginning balances for the job if you negd og er jobs when initially creating your company
file. If using Peachtree 2008:2012, you can next% g’custom field values for jobs. In Peachtree
D

2003:2007, click the “Custom Fields” tab, and th r information into the fields that you selected to
add to the jobs you perform when you set up t efaults.”

7. Next, click the “Estimated Exp./Rev.” tab to egtefiip’the estimated expenses and revenues from this job.
You can then enter any notes for the jo in%‘Notes” tab that appears in Peachtree 2009:2012. Click
the “Save” button on the toolbar in this N

hen you are done.
SETTING YOUR JOB DEFAULTS: :

1. Select “Maintain| Default Inform@Jobs...” from the Menu Bar.

2. This will allow you to access the Defaults window. Here you can set the custom fields (up to five)
that you want to track for youlk jobs that you perform for your customers.

ENTERING BEGINNING CES FOR A JOB:

1. Tosetupajobin Pe/chtree Complete, select “Maintain| Job Costs| Jobs...” from the Menu Bar. If you
are using Peac%@irst Accounting or Peachtree Accounting, select “Maintain| Jobs...” instead.
2. Onthe “GenN , click the “Job Beginning Balances” button to display the “Job Beginning Balances”

window.

3. Click the ¢ tries for” tab to make the detail entries for a specific job.

4. Enter a job ning date for the job beginning balance amount in the “Date” field.

5. Enter ount for expenses or an amount for revenues under either the “Expenses” or “Revenues”
fiel

6. j.\ll u are finished entering in your beginning balances, click the “Save” button to save the
' ation.
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MAKING PURCHASES FOR A JOB:

JOB TRACKING X é\

1. Select “Tasks| Purchases/Receive Inventory...” from the Menu Bar. Q
2. Enter the information as usual, but in the line items section, be sure to assign each amount®fiat you want
to be reimbursed for to the customer job that you incurred the expense for. You ca%do this for stock

items.

3. Click the “Save” button to save the purchase information. @

Note: You can use the “Payments” window to record cash purchases you mak: ustomer job, as well.

INVOICING FOR JOB PURCHASES: Q

1. Select “Tasks| Sales/ Invoicing...” from the Menu Bar. K

2. Enter the customer that you incurred the expenses for.

3. Click the “Apply Tickets/Expenses” button (“Apply Tickets/Rei able Expenses” in 2003).

4. Click on the tab that has the expenses that you wish to be reim d for.

5. Click the “Use” check box to select the item amounts to beggimburSed for.

6. If you want to markup the items by an amount or a per%e, click the “WriteUp” button to select the
items that you want to mark up or down by a percent also the amount or percentage needed.

7. Click the “OK” button to apply the amounts to thé& 4 . You can also manually adjust the amounts
directly in the invoice if you want.

8. Click “Save” to save the invoice. \’
TRACKING JOBS: \
1. As you are invoicing for your services, these items and services to different jobs. This will allow
you to compare your actual costs to B}N,: timated costs.
2. You can run the “Jobs Ledger” rep electing “Reports| Jobs...” from the Menu Bar.
3. Then select the “Jobs Ledger” fr list of reports on the right.

4. Click the “Preview” button at the t f the “Select a Report or Form” window to view the transactions for
the different jobs, and the totals for the jobs.

s\O

o
&Q
>
@
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CHAPTER 12-
TIME AND BILLING
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TIME AND BILLING

12.1- Adding Time Ticket Employees:

<

es who are

You can use the “Time & Billing” features to enter time tickets and expense ticke@t track the

amounts of time and money spent on a customer. You can use “Time Tickets” to pay emp
paid based on time ticket hours. However, you have to set up the employee to be paid Wi
Ticket Hours” from the “Pay Method” drop-down on the “Pay Info” tab of the “Mai
Reps” window. You can also set the “Hourly Billing Rate” here if you want to bill th
that an employee worked on their tasks. You can use both Time and Expense Ti

job-related tickets update the job costs only after being applied to a paycheck og

12.2- Entering Activity ltems:

indicate how time is spent for a customer, job, or internal administrétive

“Hourly- Time
ployees/ Sales
omer for the hours
bill customers. Any

s invoice.

rk. You can then use the activity

In the “Maintain Inventory Items” window, you can create @it a class of “Activity ltem” to

customer.

items that you create in the employee or vendor time tickets. TrQ es are then able to be billed to the

12.3- Entering Charge Iltems:

In the “Maintain Inventory Items” window, y
indicate expenses recorded by an employee or ven
job. They can be used to record administrative e
“parking”). You record charge items on employe

dor expense tickets.

I TEIN NVENTONA IEME
e p—
Cloge”  Sawve  Delete E

%

eate an item with a class of “Charge Item” to
n company resources are used for a customer or
s and even employee out-of-pocket expenses (like

- [Blx]

Item ID:
Diescription:

Itern Class: | Charge item j

[ Inactive

[ Subject ba Commizsian

General I ]
Description: =
Price Level 1: m—n GL Income Acct: Sales
tem T Tope:

@
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TIME AND BILLING

12.4- Entering Time Tickets- 2009:2012: Q

You can use Time Tickets to record the time spent performing activities by employeQ/d vendors.
You can record information for many days, or for a single day, by using either one of thé™two different
windows provided for time ticket entry. If you prefer to enter detailed notes about a day, you may
prefer to use the “Time Tickets” window. If you wish to enter activity for several days u may prefer to
use the “Weekly Timesheet” window. Regardless of which window you enter dat note that you can
view time tickets that have been entered into one window through the oth w, as well. These
windows simply provide two different views of the same time ticket data e d into the Peachtree
company file by the users. To enter a single time ticket, select “Tasks| Time/E se| Time Tickets...” from
the Menu Bar to open the “Time Tickets” window. To enter multiple timegtie into a weekly worksheet,
just select “Tasks| Time/Expense| Weekly Timesheet...” from the Menu tead.
e

In either window, you begin by selecting whether the time at you will enter is for an
employee or a vendor by choosing the desired option button. Then se he specific employee or vendor
for whom you are recording the ticket for by using the drop-down tha ars below the option buttons.

Next, if using the “Weekly Timesheet” view, ensure that re viewing the correct week for time
ticket entry. You can use the “Week including:” drop-down to seléef a day of the week that includes your
time ticket entry days, or you can use the “Previous Week’ “‘Next Week” buttons to select a week for
time ticket entry. The days will then display in the grid below:

Next, you need to select the purpose of the tinge ti ntry from the “To be applied:” drop-down that
appears in the “Time Tickets” window. You can selegt i o a Customer Invoice,” Against a Job,” or “As

an Administrative task” from the drop-down. Not this drop-down in the “Time Tickets” window
corresponds to the same drop-down for “Custonfie /Administrative” that appears within the “Weekly
Timesheet” window. If you select either the “Cu or “Job” options, use the adjacent drop-down within
either window to select the correct custome o%r which the ticket is being recorded.

If entering a time ticket through the ickets” window, you can select the date to record from

the “Time Details” area. Next, in either , enter the “activity item” that identifies the type of timed
activity to be recorded.
Then, for the “Time Tickets” wi , you can enter the duration of the selected activity item into the

“Time Details” section. If using the ¢ ly Timesheet,” note that you can enter the same durations into the
boxes provided within each day sho@

Note that if the timed agtivity recorded in the ticket is for an employee, you can also select a pay
level associated with their employege record. Note that the employee must be paid by time tickets when the
employee record is creat er to accomplish this. If the time recorded is for a customer or a job, then

select a billing type for thenticket. You can also enter a billable rate, if needed for future customer billing.
You can then set the billing status for the ticket. When you are finished recording your time data, just click
the “Save” button in the ﬁolbar at the top of either window to save the time ticket.

&
§
>
@
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12.5- Entering Time Tickets- 2003:2008: Q

You can use Time Tickets to record the time spent performing activities by employe’d vendors.
You can record information for many days or a single day, and you can record as many daily tifie tickets for
vendors and employees as needed. To do this, select “Tasks| Time/Expense| Tim ets...” from the
Menu Bar. You can either use the “Daily” tab or the “Weekly” tab to enter the informati

You have to select whether this is a time ticket for an employee or a vendor
in the upper left corner of the screen. Then select the employee or vendor that
for by using the drop-down. Then enter the date for the time ticket. Below tha
identifies the event to be recorded. Select whether this is being recono
administrative purposes. If you select either a customer or job, you'll have te
which customer or job this amount is specifically attributable.

If this is being recorded for an employee, you can select a pa ahassociated with their payroll
setup. You can then type in the duration of the activity. Then select a biMind’type for the ticket. You can then
set the billing status for the ticket, and just click “Save” to save the tinTe\ticket.

ing the drop-down
recording the ticket
the activity item that
for a customer, job, or
e drop-down to select for

CEx

& Time Tickets

Ron UL 25

Claze’  Mew pen  Save

ENE

|Em|:|||:|_l,lee ﬂ|.5.EHF||5TY-EI1 "qlm F \:‘,‘

D aily ] wieekly

Ticket Mumber: 000071

Activity [ber |L.-'1'-.ND-'| 400 Ticket Descrphion for Invaicing:

Customer | [ARMSTRONG-01

Pay Level: |F|egu|.ar vI

& Manual Time Entry

Intemal b emo:

b

EENN =

Eilling Rate | Billireg Status | Uik Duration Billing Arnount

[ B K

©TeachUcomp, Inc. Advanced Peachtree 35



TIME AND BILLING

*

12.6- Entering Expense Tickets- 2009:2012: Q
You can enter an expense ticket to record resources that were used for a cus , a job, or
administrative purposes. You can also choose to bill your customers or jobs for charge ite ncluded on

billable expense tickets. To create an expense ticket, simply select “Tasks| Tim@ensa Expense

Tickets...” from the Menu Bar, which displays the “Expense Tickets” window.

First, select whether this is an expense to be recorded for an employee or a
desired option button within the “Whose Expense Is Being Recorded?” secti
adjacent drop-down within the same section to select the specific employee

recording the expense.

Next, within the “Why Is This Ticket Being Recorded?” section,
whether this ticket is being recorded to be applied to a customer invoicg
expenses, or simply being recorded for administrative purposes. If yd
Invoice” or “Against a Job” from the drop-down, then use the adjace
same section to select the customer or job for which this ticket is bei

Next, in the “ltem Details” section, select the “charge ite
ticket. If the charge is to be used in future invoicing, you can enter

invoice into the “Invoice description:” field.

or by selecting the
can then use the
or for whom you are

0 the drop-down to select
% ture billing, or to record job
either the “To a Customer

which you are recording an expense
akdescription that can be used within the

Then in the “Ticket Details” section, use the drop- to select the date for the expense ticket. If

the expense is to be reimbursed to the employee’,

checkbox.

In the “Billing Details” section, you can use th

y@a check the “Reimbursable to employee?”

Billing status:” drop-down to select a billing status for

the expense ticket, if it is being recorded for a c%r or a job. You can then use the “Quantity:,” “Unit

Price:,” and/or “Billing Amount:” fields to record t
To record the expense ticket, simply,cligk t

ssary information for billing the customer or job.
Save” button in the toolbar at the top of the window.

@ Employee () Vefid

*Employee ID: “ | -
Employee name:
Item Details

*Charge i m.:/ |~

Charg R

T\
date:

Enhance your payroll with e-filing

Mar 15, 2009 E

& Expense Tickets Elﬂli—hj
Eile Edit GeTo Window Help
@Qose ﬁ'_]ﬂew |~ List §a\re %D =] Mote @Eeports - | Attachments r‘_"

Ticket Number: 000001 Has this ticket been applied to an invoice? No
Whose Expense Is Being Recol Ey

Expense Ticket ¢ &

Why Is This Ticket Being Recorded?

Tobe applied: | To a Customer Invoice v]
* Customer ID: | -
Customer name:
Invoice description: ~
Billing Details
Billing status:|Billable -
Duantity: 0.00
Unit Price: 0.00 -

Billing amount: 0.00

©TeachUcomp, Inc.

Advanced Peachtree

36



TIME AND BILLING

12.7- Entering Expense Tickets- 2003:2008: Q

You can enter an expense ticket to record resources that were used for a cus , a job, or
administrative purposes. You can also choose to bill your customers or jobs for charge ite ncluded on
billable expense tickets. To create an expense ticket, simply select “Tasks| Tim@ensa Expense
Tickets...” from the Menu Bar, which displays the “Expense Tickets” window.

First, select whether this is an expense to be recorded for an employee o ’ endor by using the
drop-down in the upper left corner of the screen. Then select the employee or vep@orL tHat you are recording
the ticket for from the drop-down. Then select the date of the ticket using_tf alendar drop-down for
“Calendar Date.”

Then select the charge item that you set up in your inventory to regegd¥His type of expense. Select
whether this is for a customer, a job, or administrative purposes. If you %' a customer or a job, use the

drop-down to select which one. If this is an employee expense ticket,¥ou Gan click the “Reimbursable to
Employee” check box to track expenses that are reimbursable to employee. Then enter a brief
description for invoicing. You can then also enter in an internal no ded. Then enter a quantity for the
charge items, if necessary. Then enter the unit price and billing for the charge item and the ticket. To
record the expense ticket, simply click the “Save” button.

Expense Tickets g@] [z|

L ey § N/
‘I;E ‘5@@' pER Eave/ Dge

| Emplaves L] |.'“-".KDF|NYL-'1‘-.K-EI'I

Ticket Mumber: 000011

Charge Item: Ws @ Paiking Fees
y |

|Eustnmer hal
v Reimbursable bo E
Ticket Dezcription for lrveieiio:
Parking Feez K

Internal

/

Y

Quantity Unit Price | BilingStatus | Biling Amount

1.00)4.50 ~ | T - 450

oy

%‘b
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12.8- Billing Time and Expense Tickets: Qs

After you have time and expense tickets entered for a customer or job, you can invem for the
amounts. You will need to bring up the “Sales/Invoicing” window, and select the customer tha®you want to
bill. Then click the “Apply Tickets/Expenses” button. Peachtree will then display the tiCkets that you have
entered for the customer or job on the “Time Tickets” and “Expense Tickets” tabs. Click'the appropriate tab
to view the tickets listed there, and click the “Use” checkbox for any listed tickets to ‘f em in the invoice.
You can use the “WriteUp” button to markup specified ticket amounts by an al eunLor a percentage. You
could also type in any markups to the amount by manually changing the amou sted in the invoice.
[\

—

y %
= Sales/Invoicin~ N S=lE
LR - Apply Tickets/Reimbursable Expenses fg|
Claze  Hew Of % [ = = v;z
Cancel 0K ‘witelp ‘witelp  Use HoBill lse MoBil  Dais =g

Customer D |CHAR

ab
CustomerID:  CHAPMAN-MURPHY  CustomerName:  Chaban-iihy Law Offices

Mame:
Bill Tox Time Tickets ] Expensze Tickets I ibursable Expenses ]
I:l * Use Ticket Description far Ireaicing 5 ist By YD ate ﬂ
Customer PO " Use Item Description for [nvaicing te By |N0 Comsolidation ﬂ he
BE123
f Ticket Loty £ Irvoice Mo
= ; Date Ikem Huours oLk Arnaunt Uze| Bill
it ¢ .
2D 1 Mar3, 2003 | LAND-17400 14397 14997 LA ]

D Apply Tickets/F| %ime Tickets Selected;
A ; al Tickets Mot Selected:
CoOLr . . ) =
11000 Q tal Time Tickets Awvailable: |

w*
| =
D Sales D Purchases ayroll D General Ledger D Inventary D Time & Billing D Analysis 0 Company

P oday| @ 315/03 | Period 3-3/1,03t0 391,03 |

|

o
@Q\
>
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ACTIONS-
TIME AND BILLING o

Select “Maintain| Employees/ Sales Reps...” from the Menu Bar.
Create the employee’s general information in the “General” tab.

ADDING TIME TICKET EMPLOYEES: Q

Click the “Pay Info” tab.
Select “Hourly- Time Ticket Hours” from the “Pay Method” drop-down.
If you want to bill customers an hourly rate for this employee, type their billable r@o the “Hourly

abhwbdE

o

Billing Rate” text box.
Complete the rest of the employee’s information, and “Save” the record.

CREATING ACTIVITY ITEMS: Q

1. Select “Maintain| Inventory Items...” from the Menu Bar.
2. Create an item, and use the “ltem Class:” drop-down to select “@item.”
3. Fill'in the rest of the fields, and “Save” the record. Q

CREATING CHARGE ITEMS: Q

1. Select “Maintain| Inventory ltems...” from the Menu
2. Create an item, and use the “Item Class:” drop- lect “Charge item.”

3. Fill in the rest of the fields, and “Save” the recor?‘

RECORDING TIME TICKETS- 2009:2012:

1. To enter a single time ticket, select “T e/Expense| Time Tickets...” from the Menu Bar to open
the “Time Tickets” window. To enter time tickets into a weekly worksheet, just select “Tasks]|
Time/Expense| Weekly Timesheet m the Menu Bar, instead.

2. In either window, you begin by s ing whether the time ticket that you will enter is for an employee or
a vendor by choosing the desire on button.

3. Then select the specific employee or vendor for whom you are recording the ticket for by using the drop-
down that appears below %tion buttons.

4. Next, if using the “Wegkl sheet” view, ensure that you are viewing the correct week for time ticket
entry. You can use th including:” drop-down to select a day of the week that includes your time
ticket entry days, or you can use the “Previous Week” and “Next Week” buttons to select a week for time
ticket entry. The dayWiII then display in the grid below.

5. Next you need t ct the purpose of the time ticket entry from the “To be applied:” drop-down that
appears in the ickets” window. You can select either “To a Customer Invoice,” Against a Job,” or
“As an Admi ative task” from the drop-down. Note that this drop-down in the “Time Tickets” window
correspond e same drop-down for “Customer/Job/Administrative” that appears within the “Weekly
Timesh OW.

6. Ifyouge either the “Customer” or “Job” options in step 5, use the adjacent drop-down within either

Wi% select the correct customer or job for which the ticket is being recorded.

g a time ticket through the “Time Tickets” window, you can select the date to record from the
etails” area.
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TIME AND BILLING X é .

RECORDING TIME TICKETS- 2009:2012 (CONT.): Q

8. Next, in either window, enter the “activity item” that identifies the type of timed activity to @ rded.

9. Then, for the “Time Tickets” window, you can enter the duration of the selected activity itemsifito the
“Time Details” section. If using the “Weekly Timesheet,” note that you can enter the e durations into
the boxes provided within each day shown. %

10. Note that if the timed activity recorded in the ticket is for an employee, you can a@ ect a pay level
associated with their employee record. Note that the employee must be paid byt ickets when the
employee record is created in order to accomplish this. @

11. If the time recorded is for a customer or a job, then select a billing type for@ et.

12. You can also enter a billable rate, if needed for future customer billing.

13. You can then set the billing status for the ticket.

14. When you are finished recording your time data, just click the “Saveﬂ in the toolbar at the top of
either window to save the time ticket.

RECORDING TIME TICKETS- 2003:2008:

1. Select “Tasks| Time/ Expense| Time Tickets...” from the Bar.

2. Select either the “Daily” tab, or the “Weekly” tab. Each_twiin the “Weekly” tab represents a week of
daily tickets. Click the “Daily” tab to enter a daily tigne .

3. Select whether this is a ticket for an employee ong ¥ by selecting from the drop-down available.

4. Select the employee or vendor that you are ente ticket for from the drop-down.

5. Enter the date of the ticket using the “Ticket Dal -‘ lendar selector.

6. Select the activity item set up in the inventoryathatyou want to record the time for.

7. Use the drop-down to select whether thi i%eing completed for a “Customer,” “Job,” or

down next to it.
8. Ifthis ticket is for an employee, you CS
9. Enter a description for invoicing, if sary.
10. You can also type a description @ernal purposes, if necessary.
11. Select a timing option button, and%either manually record the time, or time the actual duration.
12. Select a “Billing Type” for thelticket using the drop-down available. If you select “Flat Fee,” enter the
amount in the “Billing Am ield.

13. Select a “Billing Statu§” ticket.
14. Click the “Save” butto ecord the time ticket.

“Administrative” purpose. If you select e\?‘ ustomer,” or “Job” then select which one from the drop-

ect a “Pay Level” to associate with this time.

RECORDING EXP@ TICKETS- 2009:2012:

1. First, selec@r this is an expense to be recorded for an employee or a vendor by selecting the

desired o tton within the “Whose Expense Is Being Recorded?” section. You can then use the
adjacen -8ewn within the same section to select the specific employee or vendor for whom you are
recor e expense

2. Ne in the “Why Is This Ticket Being Recorded?” section, you use the drop-down to select whether

is being recorded to be applied to a customer invoice for future billing, or to record job
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ACTIONS-
TIME AND BILLING o

RECORDING EXPENSE TICKETS- 2009:2012 (CONT.): Q

3. Ifyou select either the “To a Customer Invoice” or “Against a Job” from the drop-down, t@e the
adjacent drop-down that appears within the same section to select the customer or job fo ich this
ticket is being recorded.

4. Next, in the “ltem Details” section, select the “charge item” for which you are recordi expense
ticket.

5. Ifthe charge is to be used in future invoicing, you can enter a description tha used within the
invoice into the “Invoice description:” field. .@

6. Then in the “Ticket Details” section, use the drop-down to select the date expense ticket.
7. Ifthe expense is to be reimbursed to the employee, you can check the 4 rsable to employee?”
checkbox.

8. Inthe “Billing Details” section, you can use the “Billing status:” drop—% select a billing status for the
expense ticket, if it is being recorded for a customer or a job.

9. You can then use the “Quantity:,” “Unit Price:,” and/or “Billing " fields to record the necessary
information for billing the customer or job.

10. To record the expense ticket, simply click the “Save” button in oolbar at the top of the window.

RECORDING EXPENSE TICKETS- 2003:2008: :
O
Select “Tasks| Time/ Expense| Expense Ticketsm the Menu Bar.
Select whether this is an expense ticket for an e or a vendor from the drop-down available.
Select the employee or vendor that you are en he expense ticket for from the drop-down.
Enter the date of the ticket using the “Ticket P calendar selector.
Select the charge item set up in the inve& t you want to record the expense for.
Use the drop-down to select whether thisyi is being completed for a “Customer,” “Job,” or
“Administrative” purpose. If you sele: %“Customer,” or “Job,” then select the specific customer or

ouhkwnhpE

job from the adjacent drop-down.

If this ticket is reimbursable to a ee, you can check the “Reimbursable to Employee” check box.
Enter a description for invoicing@essary. You can also type an “internal” description, if necessary.

. You can enter a “Quantity” for the Charge item, if necessary.

10. You can select the “Unit Pri%or the item from the drop-down, if necessary.

11. To record the expense ti ck the “Save” button.

© N

INVOICING FOR TIME AND EXPENSE TICKETS:

1. Select “Tasksg| S@Invoicing...” from the Menu Bar.
2. Enter the cus r job for which you have entered time and/or expense tickets, and then click the

“Apply Tick enses” button.
3. Click on hat has the time tickets or expense tickets for which you wish to invoice.
4. Click thel"Use™ @heck box to select the ticket item amounts to be invoiced.
5. If youaantto markup the ticket amounts by an amount or a percentage, click the “WriteUp” button to

@ items that you want to mark up or down by a percentage, and also the amount or percentage.

sel
6. SCli “OK” button to apply the amounts to the invoice. You can also manually adjust the amounts
jfégtly in the invoice, if you want.
7. igk “Save” to save the invoice.
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CHANGING SYSTEM SETTINGS

13.1- Changing Your Company’s Posting Method: Q

When you set up your company, you had to make a decision as to what type of pos’\ethod you
wanted to use to post transactions to the General Ledger. It may be useful to note that you camchange this
at any time by selecting “Maintain| Company Information...” from the Menu Bar. Ther%two methods of
posting transactions to the General Ledger: Real-Time Posting and Batch Posting.

With Real-Time Posting, your company’s transactions are posted to the appropriate journals and the
General Ledger as they are entered. This method is very common, as it saves yQ@*tinie and is best for most
businesses and networks.

With Batch Posting, transactions are saved in Peachtree and then poS
a group. When you use Batch Posting, you can print registers to revie
posting them to the General Ledger. When you choose to post infg¥g
Peachtree will find any unposted transactions and post them to the Géi
be edited and deleted, even after they are posted.

If you wish to change the method of posting transactioii can do it by selecting “Maintain|

o the General Ledger as
h of transactions prior to
on from all of the journals,
edger. Transactions can still

Company Information...” from the Menu Bar. Click the “Posting | d” gray arrow button, and then select
either “Batch” or “Real Time.” Click the “OK” button when you are fifig€hed.

13.2- Posting/Unposting: O:
.
If you are using Real-Time Posting, when yo%the “Save” button on a transaction, it is instantly
posted to the appropriate journals and to the Gene er. Most companies use this method.
However, if you are using the Batch Posti thod, you must post all of your transactions before
you print certain reports, change accountin@ ds, or close the fiscal year. Before you post your
transactions, you must save all of your tra s, first. Also, if you are using Peachtree in a network

environment, you must have all users (ex rself) exit the Peachtree company file before you can post
the transactions.

To post the transactions, select “Rasks| System| Post...” from the Menu Bar. This will bring up the
“Post” window. Here you check all o Journals that you want to post the transaction from by clicking them

to put a checkmark in the checkboxgorithe journal. Then click “OK” to post the information from all of the
selected journals to the General gedger.

If you need to edit a ba%f journal entries that have already been posted to the General Ledger,
then you can unpost them. ill remove all transactions from the General Ledger from the current
accounting period and foR

To unpost the transagtions, select “Tasks| System| Unpost...” from the Menu Bar. This will bring up
the “Unpost” window. Hye you check all of the journals that you want to unpost the transactions from by
clicking them to put eckmark in the checkbox for the journal. Then click “OK” to unpost the information
back to all of the\ journals from the General Ledger.

Q
$
P
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CHANGING SYSTEM SETTINGS

13.3- Memorized Transactions: Q

You can enter and save transactions that you create for use at a later date. types of
transactions are called “Memorized Transactions.” Peachtree can memorize and save gtotes, sales
invoices, purchase orders, payments, and General Journal entries that you make frequ%so that you can
use them again in the future without having to retype them in their entirety. When yo transaction that
you have memorized, you can still edit the information so that it works for the parti@ituaﬁon. That way
they are more flexible and usable while still saving typing time.

The first step is to create the transaction that you would like to memorize®
“Maintain Memorized (transaction type)” window to do this. You can acc @ by selecting “Maintain|
Memorized Transactions” from the Menu Bar. You will then click on the tyjppe emorized transaction you
wish to create. You will enter in the information that you would like to ha ppear whenever you use the
transaction in the future. You do not have to enter information into evé ), just what you want to have
appear in the future. You will have to enter information each time yo g the transaction in the future for
fields like the “Invoice number” and “Date.” Once you have cre transaction, just click the “Save”
button to save the memorized transaction.

You can then use the transaction in the future by accessingiit through the window that you use to
enter that type of transaction you memorized (like the “Sal oicing...” screen for memorized invoices).

{c“o '
D

u will have to use the

Here just, click the drop-down button next to the “List” butto pen” in Peachtree 2003:2007) in the toolbar
at the top of this screen. Click the “Select” button in We @ own menu that displays. Peachtree will then
show you a listing of the memorized transactions that ated for this type of transaction. Just select the
one that you want to use and click the “OK” button® memorized information for that transaction will
appear in the form. You will then just have to ad unique information that you need to complete the
transaction, and then click “Save” to save the inf n.

A Maintain Memorized Sales Invoices = [ 2] ] e S

File Edit GoTo Window Help
H X © L @
Close  Sawe  Delete Mew  Select Help

.

Transaction ID: |Trees

Memorized Invoice

Description:

Ship To: |Bill To v

Customer ID:
Bill To: Archer Scapes and Pegids Copy > | | Spencer Software
778 Oakland Parkway

778 Oakland Parkwy
Alpharetta GA@
\ Alpharetta |G.-'-\ |3nn~32

f

[] orop Ship
Description Unit Price  Tax Amount Job

Ficus Tree 227 - 267 55.95( 1 1,119.00
Ginko Tree 14" - 1687 45.95] 1 1,248.75
Washington Palm Tree - 5 Gallon 49.00( 1 490.00
Washington Palm Tree - 10 gallon 115.00| 1 2,380.00
Chinese Fan Palm Tree - 5 gallon 49,95 1 499,50
Chinese Fan Palm Tree - 10 gallon 122.00] 1 1,220.00

Freight: 0.00
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CHANGING SYSTEM SETTINGS \

13.4- Using the Purge Wizard: QE

When you purge Peachtree companies, you remove inactive customers, vendors, ees, jobs,
guotes, invoices, purchases, and other items from the company file. You can only purge the tAformation for
years that are “closed.” This will clear space on your computer by reducing the file size can purge your
company file at anytime. Some good time to purge would be at the close of the fisc r the payroll tax
year. However, since the purge process may take a long time to complete, you sh tart it at the end of
your business day, making sure that you leave the computer running. You sho make sure that all
other applications are closed prior to performing the purge.

You use the “Purge Wizard” to assist you in the process of purging @ ompany file. The wizard
simplifies the process by prompting you for all of the necessary informatieg™¥ou must create a backup
before purging your company file. Peachtree actually recommends that @ ate two backups, one for the
current file, and one to store offsite in case of emergencies. The “P Vizard” helps you facilitate this
process by allowing you to create the needed backups.

It is also worthwhile to note that this is not the process t would use to repair corrupt data.
That would be “restoring” your company from a backup file.

Peachtree also recommends that if you have extensive d you may want to consider purging in
sections rather than all at once. This allows for shorter, cor@ sessions of purging which save time and

memory resources.

To start the purge, select “Tasks| System| Purge
window shown below. It shows you the date of the me
with any other wizard, you simply click the “< Back
answering the questions and responding to the prg

...” from the Menu Bar. This will bring up the
ently closed fiscal and payroll years. Just as
“Next >” buttons to step through the Wizard,

Purge Wizard - Welcome

‘Welcome to the %ee Purge Wizard
Purging data is a proSgss ich Peachtree goes through your company data and

removes old trangactioNe and deletes inactive customers, vendors, employees, etc.

Closed Years
You cqe old transactions only in years that have been closed. For this company,

the m cently closed fiscal year ends on December 31, 2006.

YoufCaypUmge payroll and 1099 transactions only when both the fiscal and payroll
ire closed. Forthis company, the last closed payroll tax year ends on
ecempEr 31, 2006

Mend = Cancel Help

@
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CHANGING SYSTEM SETTINGS

13.4- Using the Purge Wizard (cont.): Q

Click the “Next >” button to continue after you have read the information on the “W @ e” screen.
This will bring up the “Back Up Company Data” screen. Here you can choose to create one®er preferably
two copies of your company (backup files) on hand before proceeding.

To include your company name in the backup file, select the “Include com
Click the “Back Up” button to decide where you want to save your Peachtree b
Backup As” window, use the “Look in:” drop-down at the top of the window to i
you want to store the file. You can rename the file, if desired, in the “File Name:
you a default name that includes the name of your company file and the da
ready. Peachtree will then tell you the size of the backup file if you are g
number of diskettes that you will need if you are using diskettes. Click ‘0
you are saving to diskettes, the program will prompt you as to when ¥
labeled, and in sequential order. Don’t interrupt the backup process, astqi

Click the “Next >” button to continue after you have made the
Transactions” screen. Here you select the transactions that yo
before which your transactions can be purged. In the “Transactions
you want to purge. You can delete Receivables (quotes, in
Accounting and Complete, purchases, payments), Payroll
and their entries), Audit Trails(Peachtree Complete onl
payroll and sales- only in Peachtree Complete), a
also enter a date on or before which such tickets ca
button to continue.

to the folder where
box. Peachtree gives
ick “Save” when you are
it to the computer, or the
backup will then occur. If

ay corrupt the data.

ups. This will take you to the “Old
to purge. First, enter the date on or
sgroup box, select the transactions that
S, receipts), Payables (P.O.’s in Peachtree
roll transactions), General Journals (journals
ed Tickets (time and expense tickets used in
d Tickets (unused time and expense tickets-
e purged. When you are finished, click the “Next >”

Purge Wizard - Old Transactions

Old Transactio (b
Moneszential old tranzagtiof®can be purged to improve the efficiency of Peachtree.

Date
|ndizate the dakegthrofigh which old tranzactionz will be purged.

Purge traﬁuns with dates on or before: |Dec 31, 20068 f I
ns

r
=®ch trangzactions pou want to purge:

eceivables - Quotes, zales orders, zales, shipments, creditz, receipts, refunds
[v Payables - PO's, purchazes, credits, payments, refunds
[v Payrall
[v General Journals
[+ Audit Trails
[v Used Tickets - Tickets used in payroll and sales

[ Unused Tickets with dates on or before: I

'~

¢ Back Cancel Help

©TeachUcomp, Inc. Advanced Peachtree 46



CHANGING SYSTEM SETTINGS

13.4- Using the Purge Wizard (cont.): Q

This will bring up the “Account Reconciliation” screen. This lets you select whethe want to do
account reconciliation or not. If you do, you decide which accounts you need to reconcile be the purge.
Select the “Yes” option to reconcile, or select the “no” option to skip the reconciliatio u select “Yes,”
you must select the accounts that you wish to reconcile prior to purging. For each t category, like
“Cash,” double-click the black arrow to drop-down a list of individual accounts. A ounts that haven’t
been reconciled in the past will be marked by default. Select the check box to pl d check next to any
accounts that you want to reconcile. If an account is selected here, any transi that use the account

but are not reconciled, regardless of date, will not be purged. Click the “Next on to continue.

Purge Wizard - Account Reconciliation

tranizactions can be purged.

Account Reconciliation Q
Peachtree needs to know whether pou require SElECtEdQ 0 be reconciled before the aszociated

" Mo, | do not use Account Feconciliation,

* Yez | uze Account Feconciliation and requir@d accounts to be reconciled.

Select Accounts i Q
Select the accounts far which you wa coount reconciliation:

Jze | Accaunt 1D D escription |
¥ LCash -
‘L | 10000 atty Cazh

= | 100 \ Cash on Hand
] 10200 Regular Checking Account

— 10300 FPayroll Checking Account - |

Mate: By clicking atn you can expand or collapze the list of accounts within an account type. Alzo,
the + and - keps r kevboard will expand and collapse account types.

\ < Back | Mewt > | Cancel Help

o
@Q
>
.
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13.4- Using the Purge Wizard (cont.): Q

This will bring up the “Inactive Maintenance Records” screen. This lets you decie types of
inactive maintenance records to purge. You can only purge inactive records only if they are®not used in
transactions and also have zero balances. Select the check box next to the types of@ive records you
wish to purge. When you are ready, click “Next >” to continue.

This will then bring up the “Summary of Options” screen. Here you see a S f

ary of the different
ust click the “Begin
Purge” button to begin the purge. If you are not satisfied, click the “<Back” b return to the previous
screens and change any options that you need to.

When you click the “Begin Purge” button, a window appears that lets now that the purge wizard
is removing your old company data. You can see the progress in the midd pithe window. When the purge
is complete, it will announce that the “Purge Is Complete.” To see a détailedNog, click the “Log” button. To

close, click the “Close” button.

Purge Wizard - Inactive Maintenance Records

Inactive Maintenance Records
aintenance records can be purged if they ag , are niot uzed by any
unpurged tranzactions, and have no balance % ing on them.
Select the types of inactive maintena@ds oL want ko purge:
¥ Customers/Prospects @
W Vendars
W Employess/Sales HK

v GELAccounts
W |nventory |tems

v Jnhsthasas‘En&E (]

g’ < Back Mest > Cancel Help
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CHANGING SYSTEM SETTINGS

13.5- Using the Year-End Wizard: Q

The “Year-End Wizard” assists you in the process of closing out your first open fisar, payroll
tax year, or both. Before you start this wizard, there are a few tasks that you should perforf®You should
print out any unprinted items, such as invoices and payroll checks. You should also the “Waiting on
Bill” check box in the “Purchases/Receive Inventory” window for any outstanding v rchases. If you
start the wizard before you have done this, it will not proceed. You may also want t e inactive records
before this, although it isn’t required. Also, since this process takes a long tim , it is recommended
that you do it at the end of the business day. Also make sure that all other a ns are closed before
you begin.

Just like the “Purge Wizard,” in this wizard you read the screen swer any questions and
provide it with the information that it requests. When you have finished screen, you simply click the
“Next >” button to continue to the end of the wizard. You can click the “«Back&putton to go back to previous
screens and change your answers, if necessary.

To start the “Year-End Wizard,” select “Tasks| System| Yea
first window is the “Welcome” screen, which tells you the date ra
years. Click the “Next >” button to continue.

izard...” from the Menu Bar. The
f your two open fiscal and payroll tax

Year-End Wizard - Welcome

* U
Welcome to the Peachtree % \ Wizard

ata in twio open paprall tax vears and bwo open figcal years.
The term "'payroll tax vear” refers o e @algndar vear in which company payrall tazes are collected
and paid, and vendor 1099 forms areNgorted. The term Mfizcal pear' refers to the annual lime frame

ift which general ledager tra ag entered.
Thiz Year-End "Wizard will aasist in clozing the first of bwo open pearz [payroll or fizcal or both).

Clozing the first open year% new year and allows you to enter new data.

Important
Tao ensure that y@ pared for a year-end cloze, pleaze refer ta the Peachtres Year-End Guide.

Peachtree allows vou o enter and m;

Current Ope rs
Fizcal vear Fayroll Tax v'ears:
Januar to December 31, 2007 Januang 1, 2007 to December 31, 2007
Janu 03 to December 31, 2008 Januwary 1, 2008 to December 31, 2008
Clic to continue.

Eli}k Help far mare information an any windaw,

\Q) T | [ | [
Q

S

2,
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13.5- Using the Year-End Wizard (cont.): Q

The next screen asks you which years do you want to close. Depending on the aIe options,
you can close either the displayed fiscal year, the displayed payroll tax year, or both the™iScal and the
payroll tax years. You may not have all of the options available, depending on the s%e of your fiscal
and payroll tax years. The Wizard will prompt you as to what it thinks is the cor ice. Select the
correct option, and click the “Next >” button to continue. If you still have unprinted it aiting to be printed
for the year which you are trying to close, Peachtree displays the “Unprinted | indow. You should
print out any unprinted items, as you cannot do this once you have closed the

The next screen is the “Print Fiscal Year-End Reports” screen. So tha
for your company, Peachtree strongly recommends that you print all fisc
that once this process is complete. However, if there are any reports tha
deselect the box for that report from the table in this window. When you‘Gli “Next >” button to continue,
all the selected reports will print to your default printer. So you should check toner and add paper, if needed.

If you are using Peachtree Premium Accounting or hi ou will then see a screen that
recommends you run the Internal Accounting Review. If you w. run it, click the “Internal Accounting
Review” button. Otherwise, click “Next >.” We will be discussing thiSeature later in the tutorial.

The next screen will be the “Back Up Company Da creen. To make a backup, click the “Back
Up” button. The “Back Up Company” window appears. If yoﬂ%to be prompted to backup your files again
in a specified number of days, click the “Reminder” ghe x. Select the “Include Company Name” if you
want Peachtree to use your company name in the he backup file that it creates. Click the “Back
Up” button to begin the backup. K

In the “Save Backup As” window, enter ct where to save your backup file. Peachtree will
create a name for the file using the date and the c any name. If you want to change this, enter a new
name in the “File Name:” text box. Click th&%button to make the backup. If you are using diskettes,

0

have a proper audit trail
end reports. You can’t do
don’t want to print, you can

Peachtree will prompt you when it needs y
order. Click the “OK” button to backup the

lace the diskettes. Keep them labeled and in sequential
lick the “Next >” button when you are ready to proceed.

This will bring up the “New Ope | Years” window. In this window, the wizard lets you review
the accounting periods in your curre fiscal year and the next fiscal year. If you need to restructure
your company’s next fiscal year for urposes, you can change the date range of the accounting periods
in that year. However, it is generall necessary. If in doubt, check with your accountant before making

the changes.

You can click the “Cu iscal Year” option to see the ranges of the current open fiscal year. You
cannot change these d .ee the dates of the accounting period for the next fiscal year, click the
“Next Fiscal Year” option.“FRisWill display the accounting period for the next fiscal year. To change the end
dates of any of the displayed accounting periods, click the accounting period whose date you want to
change. In the “To.” colwn, type or select a new date. When you change the “To:” field, the “From:” date in
the next accounting d changes as well. Click the “Next >” button to continue when you are finished.

The next s the “Confirm Year-End Close” screen. This will confirm the years that you will be
closing. If you t t any of this is incorrect, you can click the “< Back” button to find the previous screen
where you n %ake corrections and change the incorrect options. If things look correct, just click the
“Next >” button tinue.

T bring up the “Begin Close-Year Process” screen. Just click the “Begin Close” to close out
the ye . ‘@nce this process starts, however, it is imperative that you do not disrupt it. Do NOT turn off
Yo c%er. This will take a while, so it is always best to do these processes at the end of the business

y en it is finished, the “Congratulations!” window will appear, showing a summary of the information
clos nd new accounting period information. Click the “Finish” button to finish the process.
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ACTIONS-

CHANGING YOUR COMPANY’S POSTING METHOD:

CHANGING SYSTEM SETTINGS ,é\’_

Select “Maintain| Company Information...” from the Menu Bar. O
Click the “Posting Method” gray arrow button, and then select either “Batch” or “Real Time?
Click the “OK” button when you are finished.

Click the “OK” button to save your company information changes.

PwbdE

=

POSTING BATCH TRANSACTIONS (BATCH-MODE ONLY): @

2. Check all of the journals that you want to post the transaction from by g them to put a checkmark

To post the transactions, select “Tasks| System| Post...” from the Menu
in the checkbox for the journal.
G

3. Click “OK” to post the information from all of the selected journals& enheral Ledger.

UNPOSTING BATCH TRANSACTIONS (BATCH-MODE ONLY)¢

=

rom the Menu Bar.

To unpost the transactions, select “Tasks| System| Unpg§t.”
tions from by clicking them to put a

2. Check all of the journals that you want to unpost the tr
checkmark in the checkbox for the journal. .

3. Click “OK” to unpost the information back to all cted journals from the General Ledger.

CREATING A MEMORIZED TRANSACTION:

=

Select “Maintain| Memorized Transactio\ m the Menu Bar.

Select the type of transaction that you create.

3. Type an id for the transaction in the “ %@tion ID:” text box, and type a name for the transaction in
the “Description:” text box.

Fill in any information that you w, 0 memorize for the transaction.

Click “Save” to save the memori@ansaction.

N

ok

>

USING A MEMORIZED TR ION:
1. Select the transaction wiidow that corresponds to the type of transaction that you memorized and now

wish to use.
2. Click the drop-d ﬁJtton next to the “List” button (“Open” in Peachtree 2003:2007) in the toolbar at
the top of this,s

3. Click the “SeleCt button in the drop-down menu that displays.

4. Inthe win t appears, click on the memorized transaction that you want to use in order to select it.
Then cli K” button.

5. Compl h&information, changing it as needed for this particular situation.

6. Click ve’ to save the transaction.

@
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ACTIONS- N

CHANGING SYSTEM SETTINGS . %

USING THE PURGE WIZARD: Q

. To start the purge, select “Tasks| System| Purge Wizard...” from the Menu Bar. Q

. Click the “Next >” button to continue after you have read the information on the “Welcome” Sefeen.

. This will bring up the “Back Up Company Data” screen.

. To include your company name in the backup file, select the “Include company n?% ck box.
f

. Click the “Back Up” button to decide where you want to save your Peachtree bac

. In the “Save Backup As” window, use the “Look in:” drop-down at the top of the/j
folder where you want to store the file. %

7. You can rename the file, if desired, in the “File Name:” text box. Peachtree »@ you a default name that

includes the name of your company file and the date.
. Click “Save” when you are ready.
0'thQe computer, or the number

. Peachtree will then tell you the size of the backup file if you are savin&
of diskettes that you will need if you are using diskettes. Click “OK. backup will then occur. If you
are saving to diskettes, the program will prompt you as to Whei ould switch disks. Keep them

OO WN -

to navigate to the

O

labeled, and in sequential order. Don'’t interrupt the backup pr@cess, as this may corrupt the data.
10. Click the “Next >” button to continue after you have made the bagkups

11. This will take you to the “Old Transactions” screen.
n be purged.

12. First, enter the date on or before which your transaction
13. In the “Transactions” group box, select the transactio t'you want to purge.
14. When you are finished, click the “Next >” button to e.

15. This will bring up the “Account Reconciliation” sc .

16. Select the “Yes” option to reconcile, or select t% option to skip the reconciliation. If you select
“Yes,” you must select the accounts that youawi reconcile prior to purging. For each account
category, like “Cash,” double-click the blac to drop-down a list of individual accounts. Any
accounts that haven’t been reconciled in t will be marked by default. Select the check box to
place a red check next to any account u want to reconcile. If an account is selected here, any
transactions that use the account bu t reconciled, regardless of date, will not be purged.

17. Click the “Next >” button to contin

18. This will bring up the “Inactive N@ance Records” screen.

19. Select the check box next to the of inactive records you wish to purge.

20. When you are ready, click “Next >” to continue.

21. This will then bring up the amary of Options” screen.

22. Here you see a sum @ e different options that you set for the purge. If you are satisfied with your
selected options, then4t ck the “Begin Purge” button to begin the purge. If you are not satisfied,
click the “< Back” button to’return to the previous screens and change any options that you need to.

23. When you click the “7egin Purge” button, a window appears that lets you know that the purge wizard is
removing your pany data. You can see the progress in the middle of the window.

24. When the pu mplete, it will announce that the “Purge Is Complete.” To see a detailed log, click

the “Log” b
25. To close, e “Close” button.
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USING THE YEAR-END WIZARD: Q

1. To start the “Year-End Wizard,” select “Tasks| System| Year-End Wizard...” from the Men.
2. The first window is the “Welcome” screen, which tells you the date range of your two open al and

payroll tax years.
. Click the “Next >” button to continue.

. The Wizard will prompt you as to what it thinks is the correct choice for years that@an close. Select
the correct option, and click the “Next >” button to continue.
5. If you haven’t printed out items from the year which you are trying to close, Pe e displays the
“Unprinted Items” window. You should close the wizard and print out thesg @ if this happens, as you

W

~N O

cannot print them after closing the year.
. The next screen is the “Print Fiscal Year-End Reports” screen. Q{
. If there are any reports that you don’t want to print, you can deselect g‘}) or that report from the table
in this window. When you click the “Next >” button to continue, all t
default printer. So you should check toner and add paper, if ne
8. If using Peachtree Premium Accounting, or higher, and you w
click the button of that name in this screen. Otherwise, click the
9. The next screen will be the “Back Up Company Data” scr
10. To make a backup, click the “Back Up” button.
11. The “Back Up company” window appears. If you vxan prompted to backup your files again in a
specified number of days, click the “Reminder” ¢ Pex.
12. Select the “Include Company Name” if you want%ree to use your company name in the name of
the backup file that it creates.
13. Click the “Back Up Now” button to begin the .
14. In the “Save Backup As” window, enter or s.%where to save your backup file.
15. If you want to change this, enter a new r& the “File Name:” text box.
16. Click the “Save” button to make the b
17. If you are using diskettes, Peachtreesn mpt you when it needs you to replace the diskettes. Keep

ected reports will print to your

un the Internal Accounting Review,

them labeled and in sequential or
18. Click the “OK” button to backup ta.
19. Click the “Next >” button when y e ready to proceed.
20. This will bring up the “New Qpen Fiscal Years” window.
21. You can click the “Currentkiseal Year” option to see the ranges of the current open fiscal year.

22. To see the dates of thé a @ ting period for the next fiscal year, click the “Next Fiscal Year” option.
23. To change the end dates,o

any of the displayed accounting periods, click the accounting period whose
date you want to change. In the “To:” column, type or select a new date. When you change the “To:”
field, the “From:.” datﬁn the next accounting period changes as well. This is generally not a necessary
step.

24. Click the “Nex ton to continue when you are finished.

25. The next s the “Confirm Year-End Close” screen.

26. If things | Qect, just click the “Next >” button to continue. If they don’t, you can click the “< Back”

k and edit your choices.

ing up the “Begin Close-Year Process” screen.

he “Begin Close” to close out the year(s). Once this process starts, however, it is imperative

28. Ju
a@do not disrupt it. Do NOT turn off your computer.
. it is finished, the “Congratulations!” window will appear, showing a summary of the information

27. This wll

d and new accounting period information. Click the “Finish” button to finish the process.
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14.1- The Cash Manager: QE

The “Cash Manager’ is available only in the Peachtree Accounting or high@ has been
reformatted starting in 2009, while in Peachtree 2003:2008 it resembled the other man rs, like the
“Collection Manager” or the “Payment Manager.” In order to open it in Peachtre 03:2008, select
“Analysis| Cash Manager...” from the Menu Bar. In Peachtree 2009:2012, select; sis| Cash Flow
Manager...” from the Menu Bar.

This report shows the projected cash flow status for your company for a
can see balances for receipts, payments, payroll, and other cash broken g by due dates. In the
Peachtree 2003:2008 versions, you can select the “Numeric,” “Spreadshes ash Source,” or “Detail”
buttons to view the varying levels of detail on transactions. The “Cash Managet” lists current cash levels
and expected cash levels after scheduled transactions occur. These in ales to collect, payments to

period of time. You

see the next level of detail for “Sales to Collect,” “Payments to_Make,” “Payroll to Pay,” or any of the
“Adjustments” rows. From the spreadsheet window, you caR % the information from the original
transaction. In the “Spreadsheet” view, you can change the inform@tion for the bracket of information that
you selected in the “Numeric” view, which is the default vie ou change the amounts in the spreadsheet
view, it only affects the Cash Manager. It doesn'’t affect the eral Ledger unless you select a transaction,
click the “Source” button, select the reference to cﬂannd then click the “Detail” button to view the
original transaction. You would have to change and eftransaction to affect the General Ledger.

In 2009:2012, you can more easily see your tiINg cash. As part of the re-design, you can choose
to include or exclude selected accounts by clickin Include” checkbox for any accounts shown. You can
still click the “Details” hyperlink that appears to vigw account register and view the transactions. You can
also click the “Expected Incoming Cash” t t@ your invoices and other incoming cash. You can click
the “Expected Outgoing Cash” tab to view& s and other bills. To add adjustment transactions to any
of these three tabs, you can simply clic he topmost row on the desired tab, and then enter the
information for the adjustment entry int ank row. Be sure that you check the “Include” checkbox for
any adjustment rows that you create 1 er to add the amount you enter to the cash flow forecast. You
should also remember to click th ve” button that appears at the top of the window to save your
adjustment entries. Otherwise, they@be removed when you close the Cash Flow Manger window.

At the bottom of the wihdow, you will see your projected cash flow totals. You can check the
“Balance,” Incoming,” and %ﬁw checkboxes in this area to show those amounts in the graph. When

you are finished with the & w Manager, click the “Close” button to close the window.

14.2- The Collection M?aqer:

The “Col anager” is available only in the Peachtree Accounting or higher. You can view the
“Collection Managemr by selecting “Analysis| Collection Manager...” from the Menu Bar.

The * 'on Manager” provides you with a bracket (numeric) and graphical analysis of your
accounts re Ble. You can see the detail for the various aging brackets that are displayed. They are 0-30
days, 31- yS, 61-90 days, and over 90 days. Double-click on a column in the graphical version or an

custonge select the customer and click the “Source” button. Then if you want to view the original

entry in E racket version to view the detail data for that range. In this view, to see the totals for a selected
tr, tlaw, select the source transaction that you want to view, and click the “Detail” button to bring up the
ofiginal fransaction.

©TeachUcomp, Inc. Advanced Peachtree 55



REPORTING

\’
14.3- The Payment Manager: Qs s

The “Payment Manager” is available only in Peachtree Accounting or higher. Y view the
“Payment Manager” by selecting “Analysis| Payment Manager...” from the Menu Bar.

The “Payment Manager” can be viewed either graphically or numerically. Use thi see your aging
status on payments to vendors, as well as your discount status with vendors. an change the
information shown as of a specific date in the “As of Date:” field at the top of thi ow. You can also

switch the view to either a “Bracket” or “Graph” by clicking either button in thesto r at the top of this
window. If you select to view the information in the “Bracket” view, you can s n aging bracket for a
vendor and click the “Vendor” button to view the aging information for that \@r. You can then click the

“Detail” button to view the original transaction.
14.4- The Financial Manager: K 2

The “Financial Manager” provides a brief, overall fir@cture of how your business is

performing. Like the other Peachtree business managers, the Fi | Manager is based on multiple levels
of analysis. In this case, there are two levels:
*Numeric level: a set of business-summary data of unt balances at a specified point in time,
which can be viewed in a numeric table
*Spreadsheet level: a set of business—summr or account balances projected for the end of
sequential periods for comparison purposes

The “Date” field at the top of the window on the faults to the current system date if the current
system date falls within the current accounting pe hen you change the date, the system refreshes the
Financial Manager data displayed. You can als h the financial data by selecting the “Refresh” button
at the top of the window.
14.5- Find on Report- 2005:2012: : s

Starting in Peachtree 2005, ind on Report” window makes it even easier to find information on
reports and financial statements. W reviewing a report or financial statement, click the “Find” button in

the toolbar at the top of the preMiew window to open the “Find on Report” dialog box. Use this dialog box to
search for text within a repor ncial statement.

R

o
&Q
>
@
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14.6- Preset Reports: Q

Peachtree installs several preset reports which you can use to analyze information @ed into the
Peachtree application. The reports are grouped into various categories, but they can all be aceessed in the
“Select a Report or Form” (“Select a Report” in 2003:2007) window in Peachtree.

If you select the “Reports & Forms” command in the Menu Bar, you will seg
shown in the drop-down menu. Selecting any one of these categories will invoke 1;'

port categories
elect a Report or

Form” window. The category which you selected to invoke this dialog box will e category selected.

The reports within the selected category will be displayed at the ri
you click on the name of a report shown in the report list, a description of
appear in the box to the right.

To preview one of the reports, select the report that you want tofareview from the list at the right side
of the window and then click the “Display (“Preview” in 2003:2007 Q at the top of the window. This will
display the report data. You can then click the “Print” button in thé preview window that appears to print the
data after verifying that it is displaying the data you wish to print. Y@u could also skip the preview process
entirely by just clicking the “Print” button directly from the “S a Report or Form” window.

unctionality of the report will

14.7- Report Groups: Q\O

x entire related grouping of reports simultaneously
ports from any report category. To create a report
rt or Form” window’s toolbar. This will bring up the
ort groups. All reports are listed in the “Report Index:”
column, but you can display a list of all t rts for a selected category using the “Report Index” drop-
down list. Just select a report from the I'%e left, and click the “Add” button to move the report to the
window on the right. If you accidentall a report that you want to remove from the group, select the
report from the window on the right k the “Remove” button. As the reports are added to the group,
they are listed in the box to the righ e all of the reports that you want to place into the group are in the
box to the right, you can save the grotp for later use. Do this by clicking the “Save” button in the “Report
Groups” window toolbar. This W%unch the “Save As” dialog box, where you can give the report group a
name and a description. Jus e “Save” button to save the group.

When you want Q report group in the future, just select “Reports & Forms (“Reports” in
2003:2007)| Report Groups.:% from the Menu Bar. Then select the report group folder that you want to print
from the list on the right,rand click the “Print” button in the toolbar above to print the selected report group.

You can list related reports together and p
by creating report groups. Report groups can inc
group, click the “Group” button in the “Select a
“Report Groups” window where we createx

You can also doubleg=eliCk the report group folder icon to view the individual reports in the group. You can

then select and splay these reports independently, if desired.

14.8- Modifyi &. DOrts:

Y modify the reports that are provided with Peachtree to create your own custom reports. To
modify rt, select the report that you want to use as a basis for your custom report within the “Select a
Re or%rm” window. Then click the “Options” (“Design” in 2003:2007) button to bring up the report’s

ifi window. In Peachtree 2003:2007, this window consists of three tabs: “Filters,” “Fields,” and
s.J/In Peachtree 2008:2012, the same options are simply shown within a single window.

“
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14.8- Modifying Reports (cont.): QE

In Peachtree 2003:2007, on the “Filters” tab, you will see the filters that are in plathe report.
These are now shown by default within the initially displayed screen in Peachtree 2008:2012*Here you can
change the criteria used to filter the report data. The available options will change b%on what data is
used for the report.

In Peachtree 2003:2007, if you click to the “Fields” tab, you will see a listing fields used in the
report. You can click the “Columns” hyperlink that appears within the “Modify R indow in Peachtree
2008:2012 to display this same window, although it is called the “Columns” tab achtree 2008:2012. In
all versions, you can check the “Show” check box for the columns (fields) th @ want to show within the
report. As you add the additional columns(fields), they will be added to thesghd”of the columns within the
report. If you look in the “Col #” column, you will see their order from lg ght displayed as a numeric,
ascending ranking starting with column number 1 at the far left. If you W hange this, you can click on
the one that you want to change the position of, and either click the e Up” or “Move Down” button in
this tab.

In Peachtree 2003:2007, if you click to the “Fonts” tah @ can click on the “A” button for any
available font style listed to bring up the “Font” dialog box. You camsimply click the “Fonts” hyperlink that
appears within the “Modify Report” window in Peachtr 008:2012 to display this same window.
Alternately, if you had opened the “Columns” tab, you ca%ply click the “Fonts” tab within the same
dialog box to also view this same information. On this tal can set the font to whatever you would like for
each report section shown. Click “OK” when you are,dom apply your changes to the font.

Click “OK” when you are done modifying the in order to view the layout for the report. Here
you can change the width of the columns by cli and dragging on the blue double-pointed arrows
between the column headings to change the ¢ idth. When you are done, click the “Save” button to
save your report. Give it a new name, and Ii%‘s‘ave” button again to save it. It will then appear in the
“Select a Report or Form” window in the fut customized reports have a red arrow or a blue wrench
(depending on the version of Peachtree that are using) appear next to them within the “Select a Report

14.9- Exporting Reports to Excel:

or Form” window. :

Any report in Peachtree% be exported to Excel in order to do further analysis on the data. If you
need to do this, select th r at you want to export to Excel in the “Select a Report or Form” window.
Then click the “Send To” the toolbar at the top of the “Select a Report or Form” window. Click the
“Excel” button in the button drep-down menu. At this point, set any reporting options as needed. In the next

dialog box which appearg, select the option to either send it to an existing Excel spreadsheet or to a new
one. Then click “OK@port it.

&\
00)
.
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14.10- Importing and Exporting Data: Q

One way to import and export data in Peachtree is to export a .CSV file (Comma S ted Value)
that can be opened in Excel or one of many other spreadsheet-style programs compatible witi®CSV files. In
order to do this, you must access the “Select Import/Export” window by seléCti “File] Select
Import/Export...” from the Menu Bar. Once the window appears, select the file you e to export and
click the “Export” button.

Once you have clicked the “Export” button, you can use the “Filter” Ids” tabs to select
options for the report as usual. On the “Options” tab, you click the gray arrow b the upper-left corner

to specify a name and location for the file to be created. To ensure you will b @ e to import the data later,
you should leave the file name as whatever Peachtree makes it. In the “Export®Options” section, you can
select or deselect options as necessary to create the data file as you e it. When you are finished,
click “OK.” When Peachtree is finished exporting the report, it will r the “Select Import/Export”
window and will not display the report. If you want to see it, you will ne open it on your own.

After you have exported the report as a .CSV file, you may w change some of the data or send
it to an accountant to check and/or change the data. Once this @ en done, you can import the changes
back into Peachtree! However, before you attempt to import dat@ into your company file, you should
understand and have experience with data transfer as it is @cated and can cause your company file to

become corrupted if not done properly.

To import a .CSV file you have exported. a nged, again you must have the “Select
Import/Export” window open. Once it is, select the typ&ohdile to import and click the “Import” button. Once
you do this, you will see the “Fields” tab where you cam,setect which fields you want to import. Be sure your
selections here match the selections you made you exported the file, or your data may become
corrupt. Then, on the “Options” tab, you can clickyt ay arrow button in the upper-left corner to select the

correct file location. Then, if you clicked the “lgclude Headings” checkbox when you exported the data, be
sure to select the “First Row Contains Headi eckbox in the “Import Options” section of this tab. When
you are ready, click “OK.” You will be notj t you should create a backup before attempting to import

data. If you do want to create a backu “‘No” when Peachtree asks if you want to continue. Then,
create your backup and repeat the s ou just took to import the file. If you do not want to create a

backup first, simply click “Yes.” @

- 2005:2012:

14.11- Exporting Reports to

You can create a% an Adobe PDF version of a Peachtree report or financial statement. The
advantage of the PDF vers is that you can easily attach it to an e-mail message for delivery to a
customer, and the repor@will appear exactly as it does when you display or print it in Peachtree, with all

formatting (includin breaks) intact.
To do thi mhe report that you want to export to PDF in the “Select a Report or Form” window.
Then click the #8end To” button in the window’s toolbar and then click the “PDF” button. The options
window of the Sgledted report will then appear, allowing you to set any desired filters for the reports, choose
which fields (ofNgfogmation to display, and set the display of the fonts in the report. Set the options as you
would lik hen click “OK” to continue.
“Save As” dialog box which appears, use the “Save in:” drop-down to select into which folder
on yo uter system you wish to save the PDF file. You can then type a name for the file into the “File
me;= box. Click “Save” when you are ready to save the PDF file.
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14.12- Modifying Screen Templates: Q

You can modify the screen entry templates for the task windows in Peachtree. Youelect from
different predefined templates, or you can create your own. For example, you could remove fi€lds that you
don’t use from the invoice form to speed up data entry.

If you look on the toolbar of a task window like the “Sales/Invoicing” windo
button (“Template” in 2003:2007). If you click it, you can switch between some pred f?

window that you can modify. To make a new template, click the “New” butto (he toolbar at the top of the
window to create a new template.

If using Peachtree 2008:2012, you simply check or uncheck the oxes for the fields shown in
order to include or remove them from the display within both the “E en” and the “Printed Form”
versions of the selected form template. If using Peachtree 2003:2007, data entry screen template that
appears, you simply double-click the fields available in order to toggleaxthem between the “Hide” and “Show”
modes. Note that you cannot change the template of the pringed Version of the form in this window in
Peachtree 2003:2007. When you have decided what fields will a@pear in the screen template, click the
“Save” button to save the template with the name that you ﬁ Also in the 2003:2007 versions, you can

click the “Set template as default” checkbox to set the t late you created as the default data entry

14.13- Modifying Forms:

template to use within the associated task window. @

You can modify the templates of the pr ersions used by the task windows in Peachtree, or
create your own. All of the printed forms,N ing invoices, payroll checks, and mailing labels can be
modified to fit your needs. In order to mogi e of the printed form templates you must first open the
“Select a Report or Form” (“Select a Rep 003:2007) window.

If using Peachtree 2008:2012,;5{&:‘ e “Forms” tab within the “Select a Report or Form” window,
and then choose the name of the for stomize from the listing shown. In these versions, you can then
click the “Customize” button that ap@ in the lower right corner of the window to open the design editor
for the selected form.

If using Peachtree 200%07, select the report group on the left side of the “Select a Report”

window that matches the ty inted transaction you want to customize. For example, if you wanted to
customize an invoice, y select the “Accounts Receivable” group. Then, in the list of reports that
appears to the right, scroll he bottom of the list where you will see folders. The printed templates are

contained in these folders. To view the contents of a folder, simply click it once. Next, click the form you
would like to customize; and then click the “Design” button at the top of the “Select a Report” window to
open the design«ditorfor the selected form.

The desig itor is a window that allows you to add, remove and change data fields, text fields and
other shapes a

\m ages. Before you begin adding new items to your form, however, you should examine
the options j

window. If you click the “Options” button at the top of the window, you will see a set of
e “Display” tab that you can use to turn features on or off. The “Grid/Copies” tab offers
options forgow you would like the grid to be displayed and measured, as well as how many copies of the
d like to print each time you print a record. When you have selected the desired options, click

own the left side of the design editor window, you will see a toolbar that contains buttons you can
use sert objects into your form. To modify an object within the form, you can click the desired objcect in
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14.13- Modifying Forms (cont.): Q

order to select it, and then click the “Properties” button within the design editor. Notice that@w an object
within the form has been selected, it will display small squares at each of the corners and oints of the
object that you clicked. Depending on the type of object you select, the properties an ns available to
change will vary. Set any properties of the selected object as desired within the pr dialog box that
appears, and then click the “OK” button in the dialog box to apply your changes to t cted object.

To insert a new object into the form in Peachtree 2008:2012, first click th utton shown in the
toolbar within the design editor, and select the type of object that you wish toé e form. Next, answer

any prompts that are needed in order to insert an object of that type in the ing prompt windows that
appear. Finally, click and drag over the area in the form you want the obje

To insert a new object into the form in Peachtree 2003:2007, fi
object that you want to insert from the choices shown in the toolbar wi design editor, and then click
and drag over the area in the form you want the object to cover. If you the “Object” button, you will first

get a dialog box that allows you to select what type of object you W: sert.
h

er.
k the button for the type of

To change the type of paper you want to use for the f ick the drop-down next to the “Print”
button in the toolbar at the top of the design editor window and t select the “Setup” command from the
drop-down menu if using Peachtree 2008:2012. If using P, tree 2003:2007, instead directly click the
“Setup” button at the top of the design editor window. @

In the “Page Setup” dialog box that then app you will find several preset page sizes and
layouts. While the form editing window can be used,t X{ orms look however you want, ensure that you
do not place content in your form outside of the prin&' ea of the form. For example, if your printer does
not have a continuous feed option, do not select a inuous page style.

When you are finished customizing youfo click the “Save” button. If you do not want to save
your changes, click the “Close” button aw 'No” when Peachtree asks if you want to save your

changes. (b
3\
<

o
@Q
>
.
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USING THE CASH MANAGER: Q

1. Select “Analysis| Cash Manager...” from the Menu Bar if using Peachtree 2003:2008. In tree
2009:2012, select “Analysis| Cash Flow Manager...” from the Menu Bar.

2. Inthe Peachtree 2003:2008 versions, you can select the “Numeric,” “Spreadsheet,”%h Source,” or
“Detail” buttons to view the varying levels of detail on transactions. You can cIick@ eadsheet”

” o«

button on the toolbar of this window to see the next level of detail for “Sales to Calléch” “Payments to
Make,” “Payroll to Pay,” or any of the “Adjustments” rows.

3. In Peachtree 2009:2012, you can more easily see your starting cash. You cai™lsé choose to include or
exclude selected accounts by clicking the “Include” checkbox for any acco @ shown. You can still click
the “Detail” hyperlink that appears to view the account register and viewsthe®r@nsactions. You can click
the “Expected Incoming Cash” tab to view your invoices and other inc@ ﬂm cash. You can click the
“Expected Outgoing Cash” tab to view purchases and other bills.

4. To add adjustment transactions to any of these three tabs, you can Sinply click into the topmost row on
the desired tab, and then enter the information for the adjustm into the blank row.

5. When you are finished with the Cash Flow Manager, click th e” button to close the window.

USING THE COLLECTION MANAGER:

=

Select “Analysis| Collection Manager...” from the M@rto open the “Collection Manager.”

2. Double-click on a column in the graphical versio try in the bracket version to view the detail
data for that range. K

3. In this view, to see the totals for a selected custo just select the customer and click the “Source”

button.
4. Then if you want to view the original tran&@select the source transaction that you want to view,

and click the “Detail” button to bring up E% iginal transaction.

USING THE PAYMENT MANAGER:

1. Select “Analysis| Payment Man@/f’ from the Menu Bar to open the “Payment Manager.”
2. You can change the information n as of a specific date in the “As of Date:” field at the top of this

the top of this windo

4. If you select to view th ormation in the “Bracket” view, you can select an aging bracket for a vendor
and click the “Vendor” button to view the aging information for that vendor.

5. You can then click th€ “Detail” button to view the original transaction.

window.
3. You can also switch\i@either a “Bracket” or “Graph” by clicking either button in the toolbar at

USING THE FIN MANAGER:

1. Select® QFinancial Manager...” from the Menu Bar to open the “Financial Manager.”

2. Youc h the information shown as of a specific date in the date field at the top right of this
wind

3. Se er the “Numeric” or “Spreadsheet” buttons to change the display of the financial information.

4. gDeCi you want to see the display in “Business Summary” or in “Key Balances” by selecting either

‘ ?gn.
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1. Open any report in the “Display” (“Preview” in 2003:2007) report view.

USING THE “FIND ON REPORT” FEATURE- 2005:2012: Q

2. Click the “Find”

button in the report’s toolbar.

3. Enter the words or numbers for which you want to search through the report to find.
4. Select any additional options needed to refine or enhance your search in the dialo s well.
5. Click “Find Next” to see the next matching entry within the report.

SELECTING REPORTS IN THE “SELECT A REPORT OR FORM ” WINDO t

1. To run a report, select “Reports & Forms” (“Reports” in 2003:2007) from @ enu Bar.
2. Select the desired report category from the drop-down menu of choicg

3. This will open the “Select a Report or Form” (“Select a Report” in 2003:2007) window.
4. Click on a report in the “Report List” at the right side of the screen&ct it.

PREVIEWING REPORTS: 2

1. In the “Select a
preview.

2. Click the “Display” (“Preview” in 2003:2007) butto&

Report or Form” window, click on a rep e “Report List” at the right that you want to
.
(o}

olbar at the top of the “Select a Report or

Form” window to preview the report.
3. You can print the report from the “Preview” win clicking the “Print” button in the report’s toolbar.

PRINTING REPORTS: \

1. In the “Select a
print.

Report or Form” window, k on a report in the “Report List” at the right that you want to

2. Click the “Print” button on the too@ e “Select a Report or Form” window.

CREATING A REPORT GROU&

1. Select “Reports & Forrts” in 2003:2007)| Report Groups...” from the Menu Bar.

2. Click the “Group” butto e “Select a Report or Form” (“Select a Report” in 2003:2007) window’s

toolbar.
3. Use the “Report | " drop-down to select the reports that you want to add to the group.
4. Select a report to o the group in the left list and click the “Add” button to move them to the right list.
5. You can rem(;v\a ort by clicking on its name in the right list window and then clicking the “Remove”
buttonto s back to the list on the left.
6. When the roup is finished, click the “Save” button in the “Report Groups” window.
7.1Inthe “ " dialog box, type a name for the group in the “Name:” field, and a description for the

groupYg,theé “Description” text box. Then click “Save” to save the report group.

%‘b
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MODIFYING REPORTS:

©

To modify a report, first select the report that you want to use as a basis for your custom t within
the “Select a Report or Form” window.

Click the “Options” (“Design” in 2003:2007) button to bring up the report’s modificatig
Peachtree 2003:2007, this window consists of three tabs: “Filters,” “Fields,” and “
2008:2012, the same options are simply shown within a single window.
In Peachtree 2003:2007, on the “Filters” tab, you will see the filters that are inggtacéor the report. These
are now shown by default within the initially displayed screen in Peachtree 2088:2009. Here you can
change the criteria used to filter the report data. The available options will @ ge based on what data is
used for the report.
In Peachtree 2003:2007, if you click to the “Fields” tab, you will see of the fields used in the
report. You can click the “Columns” hyperlink that appears within thé€Modify Report” window in
Peachtree 2008:2012 to display this window, but it is called the “Co s” tab in Peachtree 2008:2012.
In all versions, you can check the “Show” check box for the col ields) that you want to show
within the report. As you add the additional columns(fields), t ill be added to the end of the columns
within the report. If you look in the “Col #” column, you will see r order from left to right displayed as
a numeric, ascending ranking starting with column numb t the far left. If you want to change this,
you can click on the one that you want to change the posttion of, and either click the “Move Up” or
“Move Down” button in this tab. N

In Peachtree 2003:2007, if you click to the “Font% can click on the “A” button for any available

indow. In
n Peachtree

font style listed to bring up the “Font” dialog box. n simply click the “Fonts” hyperlink that appears
within the “Modify Report” window in Peachtre 012 to display this same window. Alternately, if
you had opened the “Columns” tab, you can si click the “Fonts” tab within the same dialog box to
also view this same information. On this,talkyotean set the font to whatever you would like for each
report section shown. Click “OK” whens& one to apply your changes to the font.

Click “OK” when you are done modifyi eport in order to view the layout for the report. Here you
can change the width of the columns4y €licking and dragging on the blue double-pointed arrows
between the column headings to c the column width.

When you are done, click the “S utton to save your report.

Give it a new name, and click th ve” button again to save it. It will then appear in the “Select a
Report or Form” window in future. All customized reports have a red arrow or a blue wrench
(depending on the versio achtree that you are using) appear next to them within the “Select a

Report or Form” wind&

EXPORTING REPORTS}'O EXCEL:

oD E

5.

% “OK” to export it.

Select the rep r@you want to export to Excel in the “Select a Report or Form” window.
O

Click the “Send¥ utton in the “Select a Report or Form” window’s toolbar.
From the d @ pwn listing of buttons which appears, click the “Excel” button.
The opti Vikdow of the selected report will then appear, allowing you to set any desired filters for the

report oose which fields of information to display, and set the display of the fonts in the report. Set

the s as you would like and then click “OK” to continue.

In %ext dialog box which appears, you select the option to either send it to an existing Excel
heet or to a new one.
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IMPORTING AND EXPORTING PEACHTREE DATA: Q

1.

wn

10.

11.

12.

One way to import and export data in Peachtree is to export a .CSV file (Comma SepaVaIue) that
can be opened in Excel or one of many other spreadsheet-style programs compatible with=CSV files. In
order to do this, you must access the “Select Import/Export” window by s ing “File| Select
Import/Export...” from the Menu Bar.

Once the window appears, select the type of file you would like to export and cli “Export” button.
Once you have clicked the “Export” button, you can use the “Filter” and “Fiel to select options for
the report, as usual.

On the “Options” tab, you click the gray arrow button in the upper-left
location for the file to be created. To ensure you will be able to impor
the file name as whatever Peachtree makes it. ‘
In the “Export Options” section, you can select or deselect options aﬂ
you would like it.

When you are finished, click “OK.” When Peachtree is finishe ting the report, it will return to the
“Select Import/Export” window and will not display the report want to see it, you will need to open
it on your own.

After you have exported the report as a .CSV file, you m@nt to change some of the data or send it to

2r to specify a name and
gdta later, you should leave

C

ary to create the data file as

an accountant to check and/or change the data. Once has been done, you can import the changes
back into Peachtree! However, before you attempt port data into your company file, you should
understand and have experience with data trans er complicated and can cause your company file
to become corrupted if not done properly. x

To import a .CSV file you have exported and
window open. Once it is, select the type of filg,to ort and click the “Import” button.

Once you do this, you will see the “FieI@Here you can select which fields you want to import. Be

d, again you must have the “Select Import/Export”

sure your selections here match the sele6ii you made when you exported the file, or your data may

become corrupt.

Then, on the “Options” tab, you canyclick/the gray arrow button in the upper-left corner to select the
correct file location.

Then, if you clicked the “Include dings” checkbox when you exported the data, be sure to select the
“First Row Contains Headings” c@box in the “Import Options” section of this tab.

When you are ready, click “@K.” You will be notified that you should create a backup before attempting
to import data. Create you ﬁup and repeat the steps you just took to import the file.

EXPORTING REPORTS F- 2005:2012:

S\

Select the report ﬁou want to export to PDF in the “Select a Report or Form” window.

Click the “Send @Jtton in the “Select a Report or Form” window’s toolbar.

From the dr& listing of buttons which appears, click the “PDF” button.

The option w of the selected report will then appear, allowing you to set any desired filters for the
reports, which fields of information to display, and set the display of the fonts in the report. Set
the opti u would like and then click “OK” to continue.

As” dialog box which appears, use the “Save in:” drop-down to select into which folder on

uter system you wish to save the PDF file.

“Save” when you are ready to save the PDF file.

yo
6lc;om‘then type a name for the file into the “File name:” text box.
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CUSTOMIZING A DATA ENTRY SCREEN TEMPLATE: Q

1. Open up the task window for which you want to customize the template. Note that not e @ screen can
have its data entry template modified.

2. Click the “Layout” button (“Template” in 2003:2007). If you click it, you can s between some
predefined templates, or you can create your own.

3. If you click the “Customize (form name) Layout” command (“Customize Templ 2003:2007) from
the button’s drop-down list of choices, you'll be presented with a template sk window that you
can modify.

4. To make a new template, click the “New” button in the toolbar at the top @ window to create a new
template.

5. If using Peachtree 2008:2012, you simply check or uncheck the ¢ xes for the fields shown in
order to include or remove them from the display within both the een” and the “Printed Form”
versions of the selected form template.

6. If using Peachtree 2003:2007, in the data entry screen templa appears, you simply double-click
the fields available in order to toggle them between the “Hide @ “Show” modes. Note that you cannot
change the template of the printed version of the form in this Wifidow in Peachtree 2003:2007. Also in
the 2003:2007 versions, you can click the “Set templat default” checkbox to set the template you
created as the default data entry template to use within asSociated task window.

7.

When you have decided what fields will appear in ti—@een template, click the “Save” button to save
the template with the name that you desire. ’:

MODIFYING FORMS: @

=

6.

7.

Open the “Select a Report or Form” (“S onrt” in 2003:2007) window.

If using Peachtree 2008:2012, select the, Ferms” tab within the “Select a Report or Form” window, and
then choose the name of the form to ize from the listing shown. In these versions, you can then
click the “Customize” button that a~p§ in the lower right corner of the window to open the design
editor for the selected form. If usi chtree 2003:2007, select the report group on the left side of the
“Select a Report” window that%hes the type of printed transaction you want to customize. For
example, if you wanted to customize an invoice, you would select the “Accounts Receivable” group.
Then, in the list of reports Qappears to the right, scroll to the bottom of the list where you will see
folders. The printed tem re contained in these folders. To view the contents of a folder, simply
click it once. Next, cli @rm you would like to customize, and then click the “Design” button at the
top of the “Select a Repor, window to open the design editor for the selected form.

You can select an object by giving it a click to select it. It is selected when you see 8 black resizing
squares around jisyperimeter. If you hold down the “Shift” key and click on several objects, you can

simultaneou them.

You can cIicx object to select it, and then drag it to a new location to move it.

You can clj d drag while holding your mouse pointer over one of the black resizing squares to
resize th
You c -click on an object and select the “Properties...” command from the pop-up menu that
appearsyto View and change the object’s properties in a separate dialog box.

W U have multiple objects selected (see #5 above), you can use the buttons in the toolbar at the

de of the screen (depending on version) to align their sides, or make them the same size.
(co
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MODIFYING FORMS (CONT.): Q

8. To insert a new object into the form in Peachtree 2008:2012, first click the “Add” butt@own in the
toolbar within the design editor, and select the type of object that you wish to add to form. Next,
answer any prompts that are needed in order to insert an object of that type in ensuing prompt
windows that appear. Finally, click and drag over the area in the form you want th to cover.

9. To insert a new object into the form in Peachtree 2003:2007, first click the butt the type of object
that you want to insert from the choices shown in the toolbar within the desi , and then click and
drag over the area in the form you want the object to cover. If you click the t” button, you will first
get a dialog box that allows you to select what type of object you want to i @

10. To change the type of paper you want to use for the form, click the drop=d®wh next to the “Print” button
in the toolbar at the top of the design editor window and then select th @: up” command from the drop-
down menu if using Peachtree 2008:2012. If using Peachtree 2003:20Q7, instead directly click the
“Setup” button at the top of the design editor window.

11. When you are finished customizing your form, click the “Save” b

12. To preview the form, bring up the task window that is ag
customized.

13. Enter or open a transaction, and click the drop-down to the “Print” button. Click the “Preview”
button. Q

14. In the dialog box that appears, click the “Change Iior utton.

15. Scroll through the list until you find your customize and then double-click on it to select it.

16. Click the “Display” (“Preview” in 2003:2007) buttomto preview the form, and close it or print it when you

are finished. \Qm
A(b
<
S

s\O

o
@Q
>
.

0 save your changes.
ated with the type of form you just
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THE INTERNAL ACCOUNTING REVIEW

L]

15.1- Using the Internal Accounting Review- 2006:2012: Q

A helpful feature in Peachtree Complete Accounting and higher starting in 2006@e “Internal

o check for
minor accounting errors, such as selecting an incorrect account type when writing a k, for example

Accounting Review.” This feature will run a quick check of your accounts and transactio

The “Internal Accounting Review” will then display an easy-to-read list you can use ind and fix your

minor accounting errors.

To start the “Internal Accounting Review” select “Reports & Forms (“Rep,
Accounting Review...” from the Menu Bar. When the report is displayed, you can
lines to open the source transaction and fix the problem that is stated in the rg @
any changes you make when fixing transaction problems. When yo
Accounting Review,” simply close the window.

s Internal Accounting Review
File Edit Window Help

[ [&

Sli=ifF s

i A INg Revi
nternal Accounting Review

..~ How do I...
For:| This Period _=| From:03/01/2007[= To:03/3y/200¢ [E Display|20 - |transactions per check
V 9 of the checks have found no transactions \\'&‘. &\checks need to be reviewed
The Peachtree® Internal Accounting Review allows you identify common transaction mistakes and
transactions or conditions that may not adhere to G Il cepted Accounting Principles. The Review identifies

engra
potential "red flag” transactions, and allows you to dril ) o detail, investigate, and make corrections if necessary.
The Review checks your company for up to 15&/p f tr@fzactions and/or postings that represent common mistakes

and items that may be identified in an audit.

B Purchases or bills that do not credit an accounts paya ble account

Date Purchase No. Vendor ID Amount  Account ID This C;:"EC“C :“3“35 V?:'E'_idE":'i‘f‘
purchase transactions that may

03152007 10045 GARY £150.00 24700 credit an incorrect general

03152007 10046 JACKS £50.00 24000 Iedger account type. For
companies using the accrual
accounting method, the Internal
Accounting Review searches for
purchases whose purchase journal

purchases credit an accounts
payable account.

entry does not credit an accounts
\ payable account. Typically,

Date
03/14/2007
0315/ ARMSTROMNG £53.00 10000
03f15/

Customer ID Amount  Account ID Thi|5 Ch:Ck hEl'I::': you i‘:le:tiﬁf
sales transactions that may

CHAPPLE $37.10 10000 debit an incorrect general

ledger account type. For

FRAMELIM £37.45 10000 companies using the accrual
accounting method, the Internal
Accounting Review searches for
zales invoices whose sales journal
entry does not debit an accounts
receivable account. Typically, sales
transactions debit an accounts
receivable account.

[ae)
1 | ‘l]

006:2008)| Internal
any of the transaction
window. Be sure to save
‘~ ished with the “Internal
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THE INTERNAL ACCOUNTING REVIEW, i; ’

USING THE INTERNAL ACCOUNTING REVIEW- 2006:2012:

=

Select “Reports & Forms (“Reports” in 2006:2009)| Internal Accounting Review...” from t@nu Bar.

Click any of the transaction lines to open the source transaction.

3. Fix the problem that is stated in the review window. Be sure to save any changes Y, ake when fixing
transaction problems.

4. When you are finished with the “Internal Accounting Review,” simply close the wi .

n
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16.1- EVENTS
16.2- To Do ITEMS
16.3- ALERTS
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ACTION ITEMS

16.1- Events: Q

Events are the first of the three types of action items that Peachtree provides with its@unting and
Complete Accounting applications. You can use these features to help you set up alerts events for
Peachtree and your contacts. To view the action items, select “Tasks| Action Items...fffem the Menu Bar.
This will bring up the “Action Items” window as shown below. There are three tabs i indow: “Alerts,”
“To Do,” and “Events.” At the top of the window is a “Date:” field. You can enter i ( yecific date to view
here. Depending on what you select in the “Show:” box, this will list “events” and tems before and on
the day you selected. If you want to see future events, select a future date If you click either the
“Events” or “To Do” tab, the “Show:” field at the top of the window becomes
down to list all “To Do” items and events, completed “To Do” items and e
items and events. These will then display those types of items in
conjunction with the “Date:” that you entered.

If you click the “Events” tab, you will see the two type of ever
“system-generated events” and “Activities.” “System-generated” eyents are events generated by Peachtree
for certain types of transactions. You can set up ones that wou @ generated every time you created an
invoice, for example. The “Activities” are events that you create for'@@mpany contacts (vendors, employees,
and customers). You could use this to note important vendo@ing dates, or employee’s birthdays.

g, or uncompleted “To Do”
Do” and “Events” tabs in

at can be shown in Peachtree:

To create an activity, click the “Event” button in the ®Action Items” window’s toolbar. This will bring

up the “Create Event” window. Here you select the type act that you are creating the event for in the
“Type:” field. Then select a specific ID from the “|D:’, he “Type:” you chose. Enter the date that you
want the event to be created on, if it is something r than the current system date in the “Date:” field.
Then select or enter the event type in the “Event i, section. Enter a note about the event in the “Note:”

field. If you want it to display in the “Action ltems§ wiRdow, select the check box for “Display in Action ltems”
and enter in the number of days before o a@e event that you want the event to appear. Check the
“Completed on” check box and enter the daN ou expect the event to be finished in the “Completed on”
date field.

If you want the event to automatic recur, then click the “Recur” button on the toolbar in this
window. This will bring up the “Creata&urring Event” window. Here you select the number of times to
have the event recur, and the freq of the recurrence in the “When to Recur:” drop-down field. Click
“OK” to set the recurrence and “Caneglsto cancel the recurrence. Click “Save” in the “Create Event” window
to save the event.

gffo  Window Help

X = H @ 2 @
Delete 7 Options  E-mail  Event let  Help

kDgte: Mar 15, 2003 =] |41 To Dos and Events -l

iltered to display event types of selected activities, selected A/R tranzactions, selected 4/P transactions, and paychecks

Aets | Tebo | Evens )
Sunday. March 15, 2009

[ 3/22/07 | TEESDALI| Teesdale Feal Estate | Sales Order t| #10334 sent 3/13/03 $317.93
1| 3415/09 | CHAPFLE | Chapple Law Offices Sales Order t| #10340 zent 3/5/09 $476.84

[J| 3/115/09 | FROST Frast Technology Park. | Sales Order t| #10347 sent 3/9/09 $211.89

\ i} vpe Motes
¥ 1 Quotes Expiting $641.87 o
I:|| 3431407 | SEAWRIG | Seawright Sod and Law | Ouote Expinir | # sent 3/1/03 $641.87
& ¥ 3Sales Orders to Ship $1.008.72

¥ 42 Customer Invoices Due $168.461.77

%@ I:|| 248407 |AF|MSTFEE Armnstrong Landscaping | Customer Ihy | #10124 sent 1/3/09 $2,383.94 -
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16.1- Events (cont.): Q

Back in the “Action ltems” window, you can also set the System-generated eve@T o set the
System-generated events, click the “Options” button in the “Action Items” window. This will™Bring up the
“Action Items and Event Log Options” window. Here you see three tabs: “Activities,’%nsactions,” and
“Start Up.” If you click the “Activities” tab, you can select which “Activities” you splayed on the
“Events” tab on the “Action Items” window. These are the activities that you create. €hedk the ones that you
want to display by clicking in the “Display in Action ltems” column for the “Activit
entering in the number of days before or after the event that you want it to displa
column, and then selecting either “before the event date” or “after the event @

choice.

to display under the “# of Days” column, and then select either “D&fOre the event date” or “after the event

date” from the last drop-down choice.
If you click the “Start Up” tab, you will be able to se or de-select the “Display Action Items each
time a new company is opened” check box.

. o
When you are done setting your system-gen

nts, click the “OK” button.

Action Items and Event Log Options

f Activities ]':'_______l__r__a;_r;_s__é_ﬁ_ Start Up I
[f you'd like an event for the event | afed for each tranzaction of a certain type

that you create, check the Creat eckbox nest to the tranzaction twpe. [f
wou'd like to have that event dizpl the Action [temz, check the Display in
Action lkems checkbox,

befare the event date i‘
before the event date

befare the event date

before the event date

befare the event date

er Credit kMemoz before the event date
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16.2- To Do Items: Q

Click the “To Do” tab in the “Action ltems” window. Here you can set up a list of tas@t you need
to complete. These are tasks not associated with a particular customer, vendor, or employee™®¥ou can only
enter “To Do” items here. When an item is complete, just click the “Done” check box %e “To Do” item.
This will fill-in the date that you clicked the “Done” check box in the “Completed” columq.

To enter a “To Do” item, select a blank line in the list. Then enter the date i @,'- Date” column, and
a brief note about the item in the “Notes” column. “To Do” items will stay in the

the toolbar of the “Action ltems” window. Note that you can also set recurreng a “To Do” item, so that if
it is a regularly recurring task, you won’t have to enter it in every time.

activities or events occurring in Peachtree. You can also send messages that notify people of the
alert. You can view your alerts here. Alerts stay active until ist offconditions that created the alert have
been satisfied.

To set up alerts and their conditions, click the “A blitton at the top of the “Action ltems” window.
This will bring up the “Set Company Alerts” window. 4T, e a new alert, select a blank line in the “Alert
Conditions” list. Click the “E-mail” check box if you t end an e-mail out to alert others about this alert.
If you do this, type the e-mail address of the pers@ ou want to send the e-mail to in the “To:” field of

)

16.3- Alerts: Q
If you click the “Alerts” tab, you can see any alerts for Q mpany. Alerts notify you of certain
I
|

the “Email Information” section. You can also fill-i Cc:” and “Bcc:” fields for copies to others. To enter
multiple addresses, separate them with a semico . Click the “Standard Message” check box to deliver
the standard message information of the “A ition.” Click the “E-mail Note:” check box and then type
in the message that you want them to see ey get this alert. It could be a comment or instructions.
After setting up the e-mail conditi %er the area of your company that the alert relates to back in

the alert condition row under the “ApplyN[ 0" column. You can select either customer, vendor, employee,
inventory item, or G/L Account. S at to include in the alert condition using the “From” and “To”
columns. This can be a range of itemg. Next, select the type of information that the alert is going to monitor

and amount for the alert to mon for in the “Condition” and “Amount” fields.

under the “Type” column. The ch will vary here by the type of alert you selected. Select a condition
When you are do @; p alerts, click the “OK” button in the toolbar of the “Set Company Alerts”
window to save the alerts.’K

o
&Q
>
@
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CREATING ACTIVITY EVENTS:

Select “Tasks| Action Items...” from the Menu Bar.
Click the “Events” tab.
Click the “Event” button in the “Action Items” window’s toolbar. %
This will bring up the “Create Event” window. ;@
f

ACTION ITEMS X é\
@)

Here you select the type of contact that you are creating the event for in the “Ty, Id.
Then select a specific ID from the “ID:” field for the “Type:” you chose.
Enter the date that you want the event to be created on, if it is something ot the current system

date in the “Date:” field.

. Then select or enter the event type in the “Event Type:” section.

9. Enter a note about the event in the “Note:” field. Q

10. If you want it to display in the “Action Items” window, select the cheqﬁ%h r “Display in Action Items”
and enter in the number of days before or after the event that you e event to appear.

11. Check the “Completed on” check box and enter the date that y: ct the event to be finished in the

NoohkwhE

(o]

“Completed on” date field.

12. If you want the event to automatically recur, then click the “Rec utton on the toolbar in this window.
This will bring up the “Create Recurring Event” window.

13. Here you select the number of times to have the event erd the frequency of the recurrence in the
“When to Recur:” drop-down field. .

14. Click “OK” to set the recurrence and “Cancel” to recurrence.

15. Click “Save” in the “Create Event” window to sav% ent.

CREATING SYSTEM-GENERATED EVENTSQ

1. Select “Tasks| Action Items...” from th Bar.

2. Click the “Events” tab. iz ,'

3. Click the “Options” button in the “AQI ms” window.

4. Click the “Activities” tab.

5. Check the activities that you wa@isplay in the “Action ltems” window by clicking in the “Display in
Action Items” column for the gActivity” type you select.

6. Enterin the number of daysQ)re or after the event that you want it to display under the “# of Days”
column.

7. Select either “before t& date” or “after the event date” from the last drop-down choice.

8. Click the “Transactions” tab.

9.

for the transacti e.

Check any that you want to create events for by clicking the check box under the “Create Event” column
10. If you want t d display in the “Action Items” window, click the check box under the “Display in

Action Item n.

11. Then ente number of days before or after the event that you want it to display under the “# of
Days” c .

12. Selec r "before the event date” or “after the event date” from the last drop-down choice.

13. Ify he “Start Up” tab, you will be able to select or de-select the “Display Action ltems” each time
a mpany is opened” check box.

J.% ou are done setting your System-generated events, click the “OK” button.
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ACTIONS-

VIEWING ACTIVITY ITEMS:

ACTION ITEMS X é\

1. Select “Tasks| Action Items...” from the Menu Bar.

2. You can enter in a specific date to view items before or on at the top of the window in the te:” field.

3. Ifyou click either the “Events” or “To Do” tab, the “Show:” field at the top of the wind comes active.

4. Use the “Show:” drop-down to list all “To Do” items and events, completed “To Do and events, or
uncompleted “To Do” items and events. These will then display those types of it the “To Do” and

“Events” tabs in conjunction with the “Date:” that you entered.

CREATING “TO DO” ITEMS:

Select “Tasks| Action Items...” from the Menu Bar. &

1.

2. Click the “To Do” tab in the “Action ltems” window.

3. Toentera“To Do” item, select a blank line in the list. Q

4. Then enter the date in the “Date” column.

5. Type a brief note about the item in the “Notes” column.

6. If you want the event to automatically recur, then click thegRecur™button on the toolbar in this window.

This will bring up the “Create Recurring Event” window.

7. Here you select the number of times to have the eve , and the frequency of the recurrence in the
“When to Recur:” drop-down field. ¢ l'@

Click “OK” to set the recurrence and “Cancel” to che recurrence.

9. When you want to delete a “To Do” Item, selec Do” item to delete, and press the “Delete” button
in the toolbar of the “Action ltems” window.

©

N

CREATING ALERTS:

1. Select “Tasks| Action Items...” from t nu Bar and click the “Alerts” tab in the “Action Items” window.

2. Click the “Alert” button in the “Acti s” window to launch the “Set Company Alerts” window.

3. To create a new alert, select a ine in the “Alert Conditions” list.

4. Click the “E-mail” check box if yo nt to send an e-mail out to alert others about this alert.

5. If you do this, type the e-mailladdress of the person that you want to send the e-mail to in the “To:” field
of the “Email Information’, .

6. You can also fill-in th d “Bec:” fields for copies to others. To enter multiple addresses, separate

them with a semicolon
7. Click the “Standard Mgssage” check box to deliver the standard “Alert Condition” message.
8. Click the “E-mail :” check box and then type in the message that you want them to see when they
get this alertglt be a comment or instructions.
9. Enterthe are r company that the alert relates to back in the alert condition row under the “Apply

To” colum can select either customer, vendor, employee, inventory item, or G/L Account.
10. Select w, clude in the alert condition using the “From” and “To” columns.
11. Next, t the type of information that the alert is going to monitor under the “Type” column. The
choic ilPvary here by the type of alert you selected.
12. Se ondition and amount for the alert to monitor for in the “Condition” and “Amount” fields.

1 h ou are done setting up alerts, click the “OK” button in the toolbar of the “Set Company Alerts”
ndow to save the alerts.
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CHAPTER 17-
OPTIONS

17.1- CHANGING GLOBAL OPTIONS

17.2- CHANGING THE SYSTEM DATE
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OPTIONS

17.1- Changing Global Options: Q

You can view and change the default options at any time for preferences that affe Peachtree
companies by selecting “Options| Global...” from the Menu Bar. This will bring up the “Maifitain Global
Options” window. The tabs here are: “Accounting,” “General,” “Peachtree Partners” an ling.”

The “Accounting” tab, has the different options to set: “Decimal Entry,” 2 eneral Ledger
Accounts,” and “Other Options.” Under the “Decimal Entry,” select either “Automa “Manual” decimal
entry. If you want “Manual” decimal entry, set the number of digits of decimal di u would like. Under
the “Hide General Ledger Accounts” section, click the check box next to the typ orms which you want
to hide the accounts. Under the “Other Options” section, select any other o @ that you want to set. In
2005 a new option is deciding how the secondary sort will be performed onslistS=eihd reports. You can select
either to sort by “Reference Number” or “Posting Order.” ‘

The “General’ tab, has other options to set. These are: “Imp&

ormance,” “Line Item Entry

” o« ”

Display,” “Smart Data Entry,” and “Color Scheme.” Under the “IW Performance” section, you can
select to “Do not print total page length of reports in report header; “Do not show quantity on hand in
inventory item lookup lists.” Under the “Line Item Entry Displa tion, you select either “1 Line” or “2
Line.” Under “Smart Data Entry,” you can select “Automatic Field @@mpletion,” or “Drop-down list displays
automatically.” These should both be checked for ease in the program. The “Color Scheme” of the
program can be changed by selecting a different color s%. Starting in 2005 is “Reset all one time
messages,” this allows you to reset all the pop up me§s eachtree to show again.

On the “Peachtree Partners” tab, you sele e”level of security for programs that access
Peachtree’s data. On the “Spelling” tab, which ded in 2004, you can select when you want
Peachtree to check for spelling errors: “Check spe as you type,” and/or “Check spelling on save or
close.” You can set the speed and accuracy spell check by selecting the desired rate in the
“Suggestion speed and accuracy” section. n@unning options” section, check or uncheck any of the
spelling options that you wish to enforce ON - Once you have the options set as your would like, you
can just click “OK” to close the “Maintain Glo ptions” dialog box.

17.2- Changing the System Date:

You can easily change t sys:em date in Peachtree by selecting “Options| Change System Date...”
from the Menu Bar. This will be up the “Change System Date” dialog box, where you set a new system
date. Just click “OK” whe y done to set the date.

o
&Q
>
@
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ACTIONS-

. Select “Options| Global...” from the Menu Bar.

. This will bring up the “Maintain Global Options” window.

. Click the “Accounting” tab.

. Under “Decimal Entry,” select whether you want “Automatic” or “Manual” decimal fyou want

“Manual” decimal entry, set the number of digits of decimal display you would lik

5. Under “Hide General Ledger Accounts” section, click the check box next to th f forms in which
you want to hide the GL accounts.

6. Under the “Other Options” section, select any other options that you want t

7. Click the “General” tab.

8. Under the “Improve Performance” section, you can select to “Do not pfj

report headers,” and/or “Do not show quantity on hand in inventory i

, OPTIONS . é\
O

A OON -

10. Under “Smart Data Entry,” select both “Automatic Field Completi d “Drop-down list displays
automatically.”

11. You could also change the “Color Scheme” of the program by sél€cting a different color scheme.

12. Click the “Peachtree Partners” tab to set the level of sec or programs that access Peachtree’s data.

13. If using Peachtree 2004 or 2005, click the “Spelling” tab et'the spelling options.

14. Select when you want Peachtree to check for speﬂinrs: “Check spelling as you type,” and/or

“Check spelling on save or close.”
15. You can set the speed and accuracy of the spell ck®y selecting the desired rate in the “Suggestion

enforce or ignore.

speed and accuracy” section.
16. In the “Running options” section, you can ch§ ncheck any of the spelling options that you wish to
17. Click “OK” when you are done setting thN a

ults to apply them.

CHANGING THE SYSTEM DATE:

0

1. Select “Options| Change System%..” from the Menu Bar.
2. This will being up the “Change System Date” dialog box, where you set a new system date.
3. Click “OK” when you are don&set the date.

s\O

o
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@
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CHAPTER 18-
ASSETS AND LIABILITIES

18.3- S
KR@O@

18.6- LIA
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18.8- EquiTY \0

o
@Q
>
.

©TeachUcomp, Inc. Advanced Peachtree

80



ASSETS AND LIABILITIES \

18.1- Assets and Liabilities: Q

In this lesson, you'll learn about more account types available to you in Peachtre@e different
types of accounts that we will cover are listed in the table below.

Account Name: Description:
Asset Accounts Used to track both current assets (assets that you’re likely to conyg @ash within one year)
and fixed assets (loans you made to others, equipment, buildings).

Liability Accounts Used to track both current liabilities (scheduled to be pai
liabilities (loans you have to pay back over more than one

in the year), and long-term

Equity Accounts Used to track owner’s equity, including capital investmeut, , and retained earnings.

Peachtree has two account types for tracking the value of yo@rt-term and long-term assets. The
“Other Current Assets” account type tracks assets that are likely t verted into cash or used up within
one year. Examples of “other current assets” might include amoQtreasury bills, certificates of deposit,
prepaid expenses (amounts already paid for services your husinesSyhas yet to receive), prepaid deposits
(which will be returned to you at a later date), reimbursablgl expenses, and notes receivable (if due within
one year). Other examples of current assets are accoun ivable, bank accounts, and cash. Peachtree
provides three types of current asset accounts for you @e as you create the asset accounts for your
company: “Cash,” which tracks each bank accoun M as petty cash; “Accounts Receivable,” which
tracks money owed to your business; and “Other CugtenigAssets” to track current assets that are going to be
converted to cash or used up within a year but are r accounts receivable nor cash.

A “Fixed Assets” account tracks assets siness owns that are NOT likely to be converted into
cash within a year. A fixed asset is usual ing necessary for the operation of your business, like
vehicles, computers, and office equipme se will also tend to be assets that have a considerable
value, which you use up over a period of 52@1 years in a process known as “depreciation.”

18.2- Creating an “Other Current %s” Account:

You set up your accougts in the “Maintain Chart of Accounts” window, which you can access by
selecting “Maintain| Chart of nts...” from the Menu Bar. In this window you will need to assign the
account an account numlger, e, and the “Other Current Assets” account type.

Take a “Prepaid& account as an example. Suppose your landlord requires a six month
prepayment of the rent for your building. Also assume that you are spending $1000 per month on rent. You
wouldn’t want to writ M:heck for $6000 and just apply it to the “Rent” expense account, as that skews
when the expense tually incurred in your balance sheet. Instead, you would want to track the amount
paid to cover the month of rent in an “Other Current Assets” account, from which you will deduct the
amount of the r t is then expensed over the next six months.

First would need to create an “Other Current Assets” account called something like “Prepaid
Rent” in t in Chart of Accounts” window. Then you would write the check to the landlord for the
next six of rent. However, instead of just attributing the amount of the check to the “Rent” expense
accou want to show that it is actually increasing the value of the “Prepaid Rent” account. You are
% rading a decrease to the “Cash” or “Checking” asset account for an increase to the “Prepaid

set account.
his will then set the opening balance for the “Prepaid Rent” account. All you have to do then is
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ASSETS AND LIABILITIES

18.2- Creating an “Other Current Assets” Account (cont.): Q

ensure that each month, instead of writing a check for the rent, you will decrease the value “Prepaid

Rent” account and attribute the amount to the “Rent Expense” account at that time.

18.3- Subtracting Value from an “Other Current Assets” Account: @

As you use up the other current asset, you enter each change to the% of the account as a
General Journal Entry. Take the “Prepaid Rent” example from the last less hich you have placed
six months of rent. For each month after that, you would subtract the amo m'ne rent from the “Prepaid
Rent” other current asset account and assign the value to the “Rent” e (®- account through a General

Journal Entry. &
To make a General Journal Entry, select “Tasks| General Jou ntry...” from the Menu Bar. This
will bring up the “General Journal Entry” screen. Here you create %ced transaction that can then be
posted to the General Ledger. Using the “Prepaid Rent” exampl ould select that account in the first
row and assign the value ($1000) of the rent “used up” for the fir nth as a “Credit” to that account. This
will cause the value of the other current asset to decrease. Insthe nextrow, you would then select the “Rent
Expense” account and place a balancing entry ($1000) a bit” to that account. You would note the
month “used up” by the entry in the “Description” field. T, u just need to click the “Save” button in the

“General Journal Entry” toolbar to save the record anas transaction to the General Journal.

18.4- Creating a “Fixed Assets” Account:

Another type of asset account that @reate is the “Fixed Assets” account type. Fixed assets
are assets that contribute value to your co% or a period greater than a year. Generally speaking, if you

won’t be converting the asset into cash in xt year, it is a fixed asset. Furniture, some office equipment,
automobiles, and land could all be exam fixed assets.

You can create a “Fixed Ass count in the “Maintain Chart of Accounts” window by selecting
“Maintain| Chart of Accounts...” fro Menu Bar. Enter an account id number and then type a description
for the account into the “Description™i€ld. Make sure that you select the “Account Type” of “Fixed Assets”
from the “Account Type:” drop-dQ\. Then click “Save” button in the “Maintain Chart of Accounts” window to
save the account.

The value of a fix is usually the original cost of the asset (assuming it is purchased after the
Peachtree start date). If y e purchasing a fixed asset after you have started to use Peachtree, you will
need to tell Peachtree exactly where you received the money to purchase (and thus create the balance of)
the Fixed Asset. Thj ney will usually come from a Long Term Liability (like a loan), from one of your
cash accounts, qf b@th. You can enter another “General Journal Entry” to give the asset its value.

Depreciation:

e value of fixed assets decline, that is called depreciation. We will now look at tracking
depreciet r our fixed assets. There are many ways to track depreciation, and this is just one suggested
m o@ou are currently tracking your asset depreciation in other ways, you can rest assured that you

n INue using your own method.
ixed assets are not for immediate sale, but they do have a value. Since they last for a long time,

©TeachUcomp, Inc. Advanced Peachtree 82



ASSETS AND LIABILITIES

18.5- Accumulated Depreciation (cont.): Q

you don’t completely charge (expense) their purchase price to the year in which you p sed them.
Instead, you spread their cost over several years, which is called the asset’s “useful life.” But, ®€cause fixed
assets wear out or become obsolete (like computers), their value declines constan@m the day you
purchase them. The amount of this decline is called depreciation.

So when you refer to the value of a fixed asset at any point, it is reall '4 an estimate. To
determine the estimated value of a fixed asset at any point in time, you need ptract its accumulated
depreciation (the total amount of depreciation since the asset’s purchase) from | '

To set up an accumulated depreciation account in Peachtree, you'll n
of Accounts” window. You can do this by selecting “Maintain| Chart of AccQs

»? from the Menu Bar. Type
e to track the amount of the

fixed asset account for which it will track the accumulated depreciati
“Accumulated Depreciation” by using the “Account Type:” drop-
“Save” button to save the account.

When you need to enter the amount of depreciation for th ed asset, you can create a “General
Journal Entry” that will consist of two rows. In the first row, will place the “Accumulated Depreciation”
account, and put the amount of depreciation to record for%he asset into the “Credit” column (which will
decrease its worth, but then it tracks lost worth, so.it’s@hat the balance in these accounts is always
negative). In the next row, we would place an expe% nt like “Depreciation Expense.” In this row, we

Finally, make the “Account Type”
At this point, you'll just click the

will place the amount of depreciation for the fixed as “Debit” to the expenses (increasing the amount

of the depreciation expense). Click “Save” to then the “General Ledger.”
18.6- Liability Accounts: \
Just as Peachtree has two acco s that track long-term and short-term assets, it also has two

account types that track short-term and Yong-term liabilities. The “Other Current Liabilities” account type
tracks liabilities (amounts that you o that your company expects to pay within a year. Examples of other
current liabilities might include shorgt€rm loans, or a line of credit. Additional examples would be accounts
crued sales tax, and accrued payroll taxes. The “Long Term Liabilities”
account type tracks debt that your business is not likely to pay off within a year. The most common long
term liabilities are loans that @ | pay off in over a period greater than one year. If you buy a fixed asset
with a loan, you will nee edte a long-term liability account to track the value of the loan as you pay it
off. The amount of the loan probably also set the ariginal cost of the fixed asset account created to track
the value of the asset yoypurchased with the loaned money.

You create ypes of accounts in the “Maintain Chart of Accounts” window. As you set up the
liabilities, you wi w) give each one an account number and a description. Then you select the type of
account for ea \'selecting either “Other Current Liability” or “Long Term Liability” from the “Account
" drop-do create the balances for the liability accounts, record a “General Journal Entry.”
if you were going to purchase a $30,000 trailer with a loan borrowed from a bank, you
th the “Fixed Asset” account for the trailer and the “Long Term Liability” account for the loan.
Then cr, “General Journal Entry” in which you would place the amount of the loan as a “Credit” to the
lon t%bility account and the record the same amount as a “Debit” to the trailer fixed asset account.

payable, credit card accounts, &
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ASSETS AND LIABILITIES

18.7- Paying on a Long Term Liability: Q

When you go to make loan payment, you can simply write a check for the amount . You can
write checks by selecting “Tasks| Write Checks...” from the Menu Bar. Record the total ount of the
payment in the top portion of the window. Then assign the interest portion of the payrr%) a loan interest
expense account and the remainder against the loan’s liability account. You will clj ‘Split” button to
bring up the “Split” window where you will assign the amounts to the different acc Assign the part of
the payment that will reduce the principal on the loan to the “Long Term Liability” t. The remainder of
the payment will be assigned to an “Interest Expense” account.

Once you have done this, Peachtree will automatically subtract the
“Checking” account, enter the interest amount as an increase to your
subtract the principal amount assigned from the value of the current liabili

nt of the check from the
's interest expense, and
unt (reducing your debt).

18.8- Equity:

Equity can be a complicated subject, especially for new%less owners, and a full discussion of
the subject isn’t the focus of this lesson. This section does uattoduce’the concept of equity, and helps you
understand why Peachtree creates some default equity acc%

Equity is basically the difference between what ve (your assets) and what you owe (your
liabilities). If you sold all your assets today and paid’x@ liabilities using the money received from the
sale of your assets, the money you'd have left over % e your equity.

A balance sheet shows your company ass iabilities, and equity as of a particular date. Because
equity is the difference between total assets an tmbilities, it's also true that total assets equal the sum
of total liabilities and equity. A )

Peachtree will create different equx nts based on your response during the setup of the
company file as to what type of legal str our company has. As you enter the opening balances of
your assets and liabilities, Peachtree c the amount of equity and records it in an equity account.
Peachtree also creates the other equit)%)unts needed by your business.

If your company is a sole rietorship, all the equity belongs to the company’s sole owner.
However, you can get as involved cking your equity as you like. Some people like to track owner
investments, owner’s draws, ang retained earnings prior to their Peachtree start date by putting them in
separate equity accounts. If yo&usiness is a partnership, you’ll probably want to set up separate equity

accounts for each partner,
To learn more at& ity and to learn how to set up equity account in more detail, open the
“Peachtree Help” window. Inthe “Search” tab, type the word equity, and click the “List Topics” button to find
informative results for it. Y 4

%
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ASSETS AND LIABILITIES

ACTIONS-

CREATING AN OTHER CURRENT ASSET ACCOUNT: Q
1. Select “Maintain| Chart of Accounts...” from the Menu Bar. Q
2. In the “Maintain Chart of Accounts” window, type an id for the account in the “Account ID:” .

3. Type a description for the account in the “Description” field.
4. Select “Other Current Asset” from the “Account type:” drop-down.

5. Click the “Save” button.

9
@Q)

ADDING VALUE TO AN OTHER CURRENT ASSET ACCOUNT: O

WN -

. Select “Tasks| General Journal Entry...” from the Menu Bar.
. Enter a unique reference code of your choosing into the “Reference”

value by using the “Account No.” drop-down.

= ©OoNoO A

X!Q
. In the first available row in the entry, select the “Other Current Ass@un to which you want to add
. Type a description for the transaction in the “Description” colu
. Enter the amount to add to the “Other Current Asset” account ’@er the “Debit” column.
Click into the next available row.
. Select the cash account that you are using to give value @Other Current Asset” account.
. Enter in a description for this row in the “Description” ¢

. Type the amount to decrease the cash account by # “Credit” column.
0. Click the “Save” button to save the transaction.

WN -

~No oy~

. Select the expense accou
account.
8. Enter in a description f

. Select “Tasks| General Journal Entry...”

. Enter a reference code into the “Referefic

. In the first available row in the entry, sae e “Other Current Asset” account from which you want to
subtract value by using the “Acco

. Type a description for the transam’u the “Description” column.

. Enter the amount to reduce the “

. Click into the next available r

enu Bar.

SUBTRACTING VALUE FROM AN OTHER C§ ASSET ACCOUNT:
\ M

xt box.
” drop-down.
Current Asset” account by under the “Credit” column.
ou are using to track the value lost from the “Other Current Asset”

is row in the “Description” column.

9. Type the amount to increase the expense account by under the “Debit” column.
10. Click the “Save” buttén to save the transaction.

&\
00)
.
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ACTIONS-
ASSETS AND LIABILITIES .

CREATING A FIXED ASSET ACCOUNT: Q
1. Select “Maintain| Chart of Accounts...” from the Menu Bar. Q
2. In the “Maintain Chart of Accounts” window, type an id for the account in the “Account ID:” .

3. Type a description for the account in the “Description” field.
4. Select “Fixed Asset” from the “Account type:” drop-down.

5. Click the “Save” button. @

ADDING VALUE TO A FIXED ASSET ACCOUNT FROM A CASH ACCOUNC

1. Select “Tasks| General Journal Entry...” from the Menu Bar.

2. Enter a reference code into the “Reference” text box. x

3. In the first available row in the entry, select the “Fixed Asset” accou hich you want to add value by
using the “Account No.” drop-down. é

4. Type a description for the transaction in the “Description” colu

5. Enter the amount to add to the “Fixed Asset” account by unde’rQJebit” column.

6. Click into the next available row.

7. Select the cash account that you are using to give value @Fixed Asset” account.

8. Enter in a description for this row in the “Description” ¢

9. Type the amount to decrease the cash account by @ “Credit” column.

10. Click the “Save” button to save the transaction. \

ADDING VALUE TO A FIXED ASSET ACCOU M A LONG TERM LIABILITY ACCOUNT:

1. Select “Tasks| General Journal Entry...” \ Menu Bar.

2. Enter a reference code into the “Refere%xt box.

3. In the first available row in the entry, séle e “Fixed Asset” account to which you want to add value by
using the “Account No.” drop-dowrt:

4. Type a description for the transat@’uto the “Description” column.

5. Enter the amount to add to the “Fi Asset” account by under the “Debit” column.

6. Click into the next available r@w.

7. Select the “Long Term Liabili count that you are using to give value to the “Fixed Asset” account.

8. Enter in a description fi in the “Description” column.

9. Type the same amount ecrease the “Long Term Liability” account under the “Credit” column.

1

0. Click the “Save” butty to save the transaction.
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ASSETS AND LIABILITIES .

ADDING VALUE TO A FIXED ASSET ACCOUNT FROM A LONG TERM LIABILITY ACCOUN A
CASH ACCOUNT (LIKE A DOWNPAYMENT PLUS A LOAN):

. Select “Tasks| General Journal Entry...” from the Menu Bar. O

. Enter a reference code into the “Reference” text box.

. In the first available row in the entry, select the “Fixed Asset” account to which you add value by
using the “Account No.” drop-down.

. Type a description for the transaction in the “Description” column. G‘:

WN -

. Enter the amount to add to the “Fixed Asset” account by under the “Debit” co

. Click into the next available row.

. Select the “Long Term Liability” account that you are using to give value

. Enter in a description for this row in the “Description” column.

. Type the amount taken from the loan to decrease the “Long Term Lia%/
column.

10. Click into the next available row.

11. Select the cash account that you are using to give value to t

12. Enter in a description for this row in the “Description” column.

13. Type the amount to decrease the cash account by under “Credit” column.

14. Click the “Save” button to save the transaction. Q

ixed Asset” account.

©O©oo~NO O~

count under the “Credit”

: @ ed Asset” account.

CREATING AN ACCUMULATED DEPRECIATION @NT:

1. Select “Maintain| Chart of Accounts...” from th @Bar.
2. In the “Maintain Chart of Accounts” window,% id for the account in the “Account ID:” field.

3. Type a description for the account in the "Bgsesiption” field. Be sure to include a reference to the account
or item that this account will track the ag wated depreciation of.

4. Select “Accumulated Depreciation” fra @ Account type:” drop-down.

5. Click the “Save” button.

SUBTRACTING VALUE FROM A F@ ASSET ACCOUNT (OR RECORDING ACCUMULATED

DEPRECIATION): K

. Select “Tasks| Genera Entry...” from the Menu Bar.

. Enter a reference code intethe “Reference” text box.

. In the first available row in the entry, select the “Accumulated Depreciation” account of the fixed asset for
which you want er a depreciation transaction by using the “Account No.” drop-down.

. Type a descri% he transaction in the “Description” column.

WN -

. Enter the amo epreciation for the “Accumulated Depreciation” account under the “Credit” column.
@ available row.
ese account that you are using to track depreciation expense from the “Account No.”

. Click into thg

. Select th
drop-d

. Enteri cription for this row in the “Description” column.

. Typ ount to increase the expense account by under the “Debit” column.

1 %% “Save” button to save the transaction.

N o ok

@

© 0o
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ACTIONS-
ASSETS AND LIABILITIES .

CREATING AN OTHER CURRENT LIABILITY ACCOUNT: Q
1. Select “Maintain| Chart of Accounts...” from the Menu Bar. Q
2. In the “Maintain Chart of Accounts” window, type an id for the account in the “Account ID:” .

3. Type a description for the account in the “Description” field.
4. Select “Other Current Liability” from the “Account type:” drop-down.

5. Click the “Save” button. @

CREATING A LONG TERM LIABILITY ACCOUNT: O

1. Select “Maintain| Chart of Accounts...” from the Menu Bar.

2. In the “Maintain Chart of Accounts” window, type an id for the accounﬂ “Account ID:” field.
3. Type a description for the account in the “Description” field.

4. Select “Long Term Liability” from the “Account type:” drop-down. 0

5. Click the “Save” button.

MAKING A LOAN PAYMENT: Q
1. Select “Tasks| Write Checks...” from the Menu Bar,,
2. Select the “Vendor ID:” of the bank through which e the loan, or type the information in the “Pay

to the Order of:” field. K

3. If you want to print the check, leave the “Check r:” blank, otherwise, fill-in the check number that
you used to make the loan payment.

4. Select the correct account from which th @\ should draw its funds from by using the “Cash
Account:” drop-down. K

5. Enter the amount of the payment into th@ﬂars” field.
6. Click the “Split” button at the bottom o
7

indow.
. In the “Split Transaction” window, u “Account No.” drop-down to select the “Long Term Liability”
account that you are making a nt on.
8. Enter in the amount of the payme tis being applied to the principal of the loan in the “Amount”

column for that row.
9. Click into the next availabl
10. Use the “Account No. wn to select the account that is used to track interest expense for your
company.
11. Type in the amount of the payment that is being applied to interest in the “Amount” column for that row.
12. Click the “OK” b in the “Split Transaction” window to save the split.
13. Click the “Sa& tdn in the “Write Checks” window to save the payment.

Q
&
P
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CHAPTER 19-
CREDITS
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CREDITS <

19.1- Entering Credit Memos: Q

You can issue credit memos to your customers for returned merchandise, discounts, ther types
of credits. To issue a credit memo to one of your customers, you use the “Credit Memos” win@®w. You can
access this window by selecting “Tasks| Credit Memos...” from the Menu Bar. Let’s Io@this screen and
the fields that we have available to use. 0.

' Credit Memos
File Edit Window Help

G LN l—l -:‘-5’;! -h- - E@ 3 - El - E’ %'% F@v
II:EQ ‘;Eﬁ List 5\5\'-"3 Eflﬁ T E-mal Delete  Fow uu“i'é J%al E‘GEE? Eports
Customer ID: [BRCHER N Credit Memo

Bill To: Archer Scapes and Ponds Q Date: | Mar 15, 2007 E
r

778 Oakland Parkway
Alpharetta, GA 30092 edit No.: | |
UNAPPLIED Q

Customer PO Terms ep Return Authorization
| Y
Apply to Invoice Mo.; 0.00 I Apply to Sale€T80.0 ]
Quantity Ttem | Unit Price  Tax Amount Job
1.00 | LAND-17300 Landscaping Servi 49.99| 2 49.99
Sales Tax: 0.00 [GacHER G
Freight: 0.00
Customer Account as of Mar 15, 2007 Other Applied Receipts 0.00 49,99 Credit Total
Balance: 743467 EI
Credit Limit: ~ 50,000.00 Credit Applied to Invoice 0.00 49,99 Met Credit Due
Credit Status: Motify Over Limit

Maximize yvour results with help from Peach experts,

In the Header are& ave a “Customer ID” drop-down that you can use to select the customer to
whom you are issuing the credit. You leave the “Credit No.” field blank if you plan on printing the credit
memao. Otherwise, fill in wis field with the credit memo number that was assigned to this transaction.

Below the r area, you should see two different tabs into which you can enter the credit
information. On@d “Apply to Invoice” and the other is called “Apply to Sales.” You input the credit
information in theg Apply to Sales” tab to give credits to customers with no open invoices. You input the
credit informa w the “Apply to Invoice” tab if the customer selected has one or more current invoices to
which you ly, the credit. If you use this tab, then you must use the “Apply to Invoice No.” drop-down
to select @n“igvoice to apply the credit towards. You would use this situation when a customer returns
merch g,and their invoice is still on file.
you fill in the information on either of these tabs, you will need to enter the number of items
d what item was returned. If the information is being applied to an invoice currently outstanding
“Apply to Invoice No.” tab, then the information from the selected invoice will display. You will just
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CREDITS \.

19.1- Entering Credit Memos (cont.): QE

enter the quantity and type of items returned. If using the “Apply to Sales” tab, then you WiI to set the
number and type of items that are being returned, or that you are crediting the customer for. Fifin the other
fields as needed. Remember to click the “Save” button when you are done to save the it memo.

19.2- Applying Credit Memos:

If you selected the “Apply to Sales” tab when you created the credit m the customer, then the
credit memo will appear in the “Receipts” window when you go to take paym om the customer for their
next order. If you applied the credit to an actual invoice using the “Appl ‘@ voice:” tab, then the amount
due for the invoice will actually change, and when you go to the “Recejpts™wfindow and select to “Apply to
Invoices,” the amount of the invoice should reflect that applied credit. :

19.3- Entering Vendor Credit Memos: Q

You use the “Vendor Credit Memo” window to enter gredits that you receive from vendors for broken
merchandise, vendor discounts, and other types of vend its you are given. To do this, select “Tasks|
Vendor Credit Memos...” from the Menu Bar. This willbri the “Vendor Credit Memo” window.

At the top of the window, you can select the D:” of the vendor used for this transaction. The
“Name:,” “Terms:,” and “Remit To:” fields will fill-i on your selection. Then, enter the “Credit No.”
from the vendor’s credit memo. You can then sel Accounts Payable account that this purchase will
debit in the “A/P Account:” field. Once you s invoice to apply the credit to, this field won’t be

available (as it will use the account associ ith” the invoice). You could also enter an optional “Return
Authorization” to the field with the same name.

If you select a vendor with no ope@ices, the “Apply to Purchases” tab will appear at the bottom
of this window. This tab is used to enter ckedits that won’t be applied to an existing invoice. You can enter in

returned inventory items using the fiel his tab, or you can enter in an amount in the “Amount” field.

If you selected a vendor th open invoices, then the “Apply to Invoices” tab will appear at the
bottom of the screen instead of the ° y to Purchases” tab. Here you can select the appropriate invoice to
credit, and also specify the nur%returned, price, etc... . Here you would enter in the number of items to

return from the invoice in the/ ed” column for the item you are returning.
Just click the “Sax on the toolbar at the top of this window to save the credit memo.

o
&Q
>
@

©TeachUcomp, Inc. Advanced Peachtree 91



ACTIONS-

. CREDITS \? .
@)

1. Select “Tasks| Credit Memos...” from the Menu Bar.

2. Select the customer to apply the credit to from the “Customer ID:” drop-down.

3. Leave the “Credit No.” field blank if you intend to print the credit memo. Otherwise, fiI@e field with the
credit memo number assigned to the transaction.

4. If you want to apply the credit to a customer’s open invoice, then use the “Apply tc@ice No.” tab at the
bottom of this window. Then select the invoice number that you want to applyfi dit to using the
drop-down on that tab. If you want to apply the credit to a customer with no voice, click the
“Apply to Sales” tab at the bottom instead.

5. If you used the “Apply to Invoice:” tab, then enter in the number of items e returned from that
invoice.

6. If you used the “Apply to Sales:” tab, then enter in the items returned&h mount of the credit in the
“Amount” column.

7. Click the “Save” button to generate the credit memo.

APPLYING CREDIT MEMOS: 2

1. Select “Tasks| Receipts...” from the Menu Bar. Q

2. If you applied the credit to an actual invoice, the a @he customer’s invoice should appear as
changed here. Just collect the amount as normam

3. If you just generated a credit for no particular invgiee, ¥ien the credit will appear here, and you can select
it to reduce the amount of their bill by the cre i%nt.

4. Click “Save” to save the record.

ISSUING VENDOR CREDIT MEMOS: @

A OWON -

. Click the “S

. Select “Tasks| Vendor Credit Memos™=&from the Menu Bar.

. Select the vendor to apply the cr: from the “Vendor ID:” drop-down.

. Enter the “Credit #:” into that field.

. If you want to apply the credit{o an open invoice, then use the “Apply to Invoice” tab at the bottom of this

window. Then select the p¥aic® number that you want to apply this credit to using the drop-down on
that tab. If you want t he credit but have no open invoice, click the “Apply to Purchases” tab at
the bottom instead.

. If you used the “Apply}) Invoice:” tab, then enter in the number of items that you are returning from that

invoice.

the “Amount”

. If you used thg “Wo Purchases:” tab, then enter in the items returned, or the amount of the credit in

utton to generate the credit memo.

%‘b
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CHAPTER 20-
HELP .

20.1- UsING THE CONTENTS O
20.2-USING THE INDEX

20.3- USING THE SEARCE
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HELP

20.1- Using the Contents: Q

When you want help on a topic or subject in Peachtree, the best place to go is t@lp” menu.
There are a variety of help topics available. Here we will look at using the “Contents and Ind elp file. To
bring this up, select “Help| Contents and Index...” from the Menu Bar in Peachtree :2007. If using
Peachtree 2008:2012, select “Help| Peachtree Accounting Help” from the Menu Bar i . In all versions
of Peachtree, the “Peachtree Accounting Help” window will appear. Note that at th tfside of this window
are three tabs: “Contents,” “Index,” and “Search.”

If you click the “Contents” tab, you will see the Peachtree manual (in ele
purple book is a “chapter” of the help manual. Click the “+” sign next to the ch@
chapters and pages. The pages are the files in each chapter. Click on the
window to the right.

roflic format). Each large
to view the different sub-
have them display in the

20.2- Using the Index:

You can also look up information by topic. If you click the” tab, you can start to type in the first
few letters of the word that you are trying to find information about ifthe “Type in the keyword to find:” text
box. The window below will bring up any associated inform%r the keyword that you are using. Double-
click on a topic in the list below to have it appear in the wi o the right.

20.3- Using the Search Feature: \

%—text” search for the word(s) that you are looking for

“Search” tab. Type in the words to search for in the
“Type in the word(s) to search for:” text box? click the “List Topics” button. It will bring up the help
topics that have the most occurrences o ord(s) that you typed in them. These will display in a list
below. Double-click on an item in the Iisﬁo e it display in the window to the right. To print a topic that is

You can also look up information by doi
in all of the text of all of the help files. Ju [

showing in the window at the right of .Contents and Index” window, just click the “Print” button in the
toolbar at the top of the window. @

o
&Q
>
@
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ACTIONS-

N\
, HELP . % ‘
USING THE CONTENTS: Q

1. If using Peachtree 2003:2007, select “Help| Contents and Index...” from the Menu Bar. |
Peachtree 2008:2012, select “Help| Peachtree Accounting Help” from the Menu Bar, instead” In all
versions of Peachtree, the “Peachtree Accounting Help” window will appear. Note tl%the left side of
this window are three tabs: “Contents,” “Index,” and “Search.”
2. If you click the “Contents” tab, you will see the Peachtree manual (in electronic f ). Each large
purple book is a “chapter” of the help manual. Click the “+” sign next to the c view the different
sub-chapters and pages.
The pages are the files in each chapter. Click on these to have them displ@the window to the right.
To print a topic that is showing in the window at the right of the “Conte ndex” window, just click
the “Print” button in the toolbar at the top of the window.

how

USING THE INDEX: Q

1. If using Peachtree 2003:2007, select “Help| Contents and Inanrom the Menu Bar. If using
Peachtree 2008:2012, select “Help| Peachtree Accounting Help” fhom the Menu Bar, instead. In all
versions of Peachtree, the “Peachtree Accounting Help”Wwindew will appear. Note that at the left side of
this window are three tabs: “Contents,” “Index,” and “Sea ”

2. If you click the “Index” tab, you can start to type inothew letters of the word that you are trying to
find information about in the “Type in the keywor . text box.

3. The window below will bring up any associated% tion for the keyword that you are using in the list
below.

Double-click on a topic in the list below to have,it*&ppear in the window to the right.
To print a topic that is showing in the wi e right of the “Contents and Index” window, just click

ok

the “Print” button in the toolbar at the to% window.

USING THE SEARCH FEATURE:

1. If using Peachtree 2003:2007, s@‘Helm Contents and Index...” from the Menu Bar. If using
Peachtree 2008:2012, selectg'Help| Peachtree Accounting Help” from the Menu Bar, instead. In all
versions of Peachtree, the “&chtree Accounting Help” window will appear. Note that at the left side of
this window are three ntents,” “Index,” and “Search.”

2. Click the “Search” tab&

3. Type in the words to sear6h for in the “Type in the word(s) to search for:” text box.

4. Then click the “List T’pics" button. It will bring up the help topics that have the most occurrences of the

word(s) that you d in them. These will display in a list below.

Double-click @m in the list to have it display in the window to the right.

To printa t t is showing in the window at the right of the “Contents and Index” window, just click

oo

the “Print” B in the toolbar at the top of the window.

>
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EXERCISES-

Purpose:

To be able to create a sample Peachtree company file.

SETTING UP A COMPANY ~$\,—
O

Exercises: %
Start the Peachtree application. E@

=

2. If the Peachtree Accounting window appears, you can create a hew compa clicking the “Create a
new company” button (“Set up a new company”- 2003:2004). If you alre a company file open,
you can select “File| New Company...” from the Menu Bar. If you hav ther company file open,
Peachtree will close that company file before creating a new company, 1@

3. Read the information in the introduction screen, and click the “Next > btiton to continue.

4. Fill-in the information for your company file as shown in the scree% elow:

Create a New Company - Company Information Q
Enter your company informatio Required field
* Company MName: | Fakeco, Inc. Business Type: ||:Drp|:|ra1j|:||-| ﬂ
' Address Line 1: | 2007 Technology Drive Q Federal Emplayer ID: | 38-1234557

é State Employer ID: | 11-123456

43823 5t. Unemployment ID: | 540123456

S

Address Line 2: | Suite 300

City, State, Zip: | East Lansing

Country: | USA
Telephone: Web Site: |-n--n--n-.1'ake-:n.cnm
Fan: |B E-mail: |infc:@1'ak&n:u:u.u:u:um

S

< Back Cancel | Help
L. -]

5. Click the “Next >” buym to continue.

6. Select the “Use ple business type...” option, if using Peachtree 2007:2012. If using Peachtree
2004 throug (@;Iect the “Set up a new company using an extensive chart of accounts from one of

Omgpanies” option.

continue.

& Service Company” option from the scrollable list of company choices.

eal Time” as your posting method.
ext >” to continue.
t the “12 monthly accounting periods” option, and click “Next >” to continue.
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EXERCISES-

Exercises (cont.):

SETTING UP A COMPANY ~$\,—

14. For the next screen, select the answers using the drop-downs as given beIow.Peachtree
2007:2012, you will only need to answer the first question shown:

When do you want your first fiscal year to start? January 2011
What is the first month you will be entering data? February 2011
What is the first year you will be entering payroll? 2011 @

15. Click “Next >” to continue.
16. If using Peachtree 2008:2012, then click the “Finish” button. If using Pea 004:2006, review the
defaults that Peachtree set up for your company file and then click “Ne continue. You can then

click the “Finish” button. Q
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EXERCISES-

Purpose:

USING THE GENERAL LEDGER \%_\’

To be able to effectively use the chart of accounts, and to be able to create General @al Entries.

Exercises:

Start the Peachtree application. @
Open the “Fakeco, Inc.” company file from the previous exercise. @

Select “Maintain| Default Information| General Ledger...” from the Menu Bg

Check to ensure that the “Rounding Account” is set to “39005,” the “Retaiarnings” account.
Click “OK” in the “General Ledger Defaults” window to close it.

Select “Reports & Forms (“Reports” in 2003:2007)| General Ledger.lg the Menu Bar.
t

NouohkowhpE

Click the “Chart of Accounts” report to make sure it is selected, an click the “Display” (“Preview” in
2003:2007) button at the top of the “Select a Report or Form” (“§elegt a Report” in 2003:2007) window.
In 2003:2007, you will need to click the “OK” button within i hart of Accounts” dialog box that
appears.
8. Click the “Close” button within the report when you are finjshed réuiewing the report data.

9. Click the “Close” button in the “Select a Report or Form”(*Sélect a Report” in 2003:2007) window.
10. Select “Maintain| Chart of Accounts...” from the Men .

11. Select account “10200” from the “Account ID” looku L@

12. Change the description to “Master Checking Ac \

13. Click the “Save” button.

14. Select account “50000” from the “Account ID” | list.

15. Change the description to “Cost of Services :

16. Click the “Save” button.

17. Select account “75500” from the “Acco \Iookup list.

18. Change the description to “Photostat E&Ee.”

19. Click the “Save” button.

20. Select account “76000” from the t ID” lookup list.

21. Change the description to “Print@\d Copying Expense.”
22. Click the “Save” button.

23. Select account “15400” from%t“Account ID” lookup list.

24. Click the “Delete” button, k “Yes” to delete the record.
25. Select account “40200: @m “Account ID” lookup list.

26. Click the “Delete” button¥and click “Yes” to delete the record.
27. Select account “4040
28. Click the “Delete

” from the “Account ID” lookup list.

on, and click “Yes” to delete the record.
29. Select account ” from the “Account ID” lookup list.

30. Click the “De utton, and click “Yes” to delete the record.
31. Click the * utton.

32. Enter th nt ID” of “40200-C.”

33. Enter sCription” of “Consultation- Commercial.”

34. Use theyAccount Type” drop-down to select “Income.”

35. Cli Save” button.

367Cli “New” button.
tér the “Account ID” of “40200-P.”
38. r a “Description” of “Consultation- Personal.”
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EXERCISES-
USING THE GENERAL LEDGER

4

Exercises (cont.):

39.
40.
41.
42.
43.
44,
45,
46.
47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
57.
58.
59.
60.
61.

62.
63.
64.

Use the “Account Type” drop-down to select “Income.”
Click the “Save” button.

Click the “New” button.

Enter the “Account ID” of “40400-C.”

Enter a “Description” of “Design- Commercial.”

Use the “Account Type” drop-down to select “Income.”
Click the “Save” button.

Click the “New” button.

Enter the “Account ID” of “40400-P.”

Enter a “Description” of “Design- Personal.”

Use the “Account Type” drop-down to select “Income.”
Click the “Save” button.

Click the “New” button.

Enter the “Account ID” of “40600-C.”

Enter a “Description” of “Product Sales- Commercial.”
Use the “Account Type” drop-down to select “Income.”
Click the “Save” button.

Click the “New” button.

Enter the “Account ID” of “40600-P.”

Use the “Account Type” drop-down to select | €.
Click the “Save” button.

&

Enter a “Description” of “Product Sales- PersonaN

Click the “Account Beginning Balances” bu@he “Beginning Balances” button on the “General” tab in

2003:2007) to bring up the “Select Perio .
Scroll through the list and select “Fro through 1/31/11.”

W

Click “OK.”

Use the chart below to enter the am@s listed for the selected accounts under the appropriate column.

@ Liabilities,

Assets, Equity,

Account ID Deséription Account Type Expenses Income
10000 Petty Cash Cash 500.00
10200 Master Checki ccount Cash 27764.45
10300 Payroll CMking Cash 12000.00
10400 count Cash 16746.00
11000 S Receivable Accounts Receivable 16547.44
12000 Inventory 508.00
15000 urniture & Fixtures Fixed Assets 2000.00
1510 Equipment Fixed Assets 8000.00
% Automobiles Fixed Assets 12000.00

ontigued...
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EXERCISES-
USING THE GENERAL LEDGER

Exercises (cont.):

N

4

iabilities,
Assets, Equity,
Account ID Description Account Type Ex;@ Income
17000 Accumulated Depreciation- Furniture Accumulated Depreciation @ 200.00
17100 Accumulated Depreciation- Equipment Accumulated Depreciation 600.00
17200 Accumulated Depreciation- Automobiles | Accumulated Depreciation 800.00
20000 Accounts Payable Accounts Payable 9007.00
23100 Sales Tax Payable Other Current Liabiliti 532.44
23400 Federal Payroll Taxes Payable Other Current Liabil 1969.24
23500 FUTA Tax Payable Other Current Ld 81.60
23600 State Payroll Taxes Payable Other Current L ties 328.42
23700 SUTA Payable Other C@iabilities 306.00
39005 Retained Earnings Equi ined Earnings 83814.69
40200-C Consultation- Commercial I 4890.92
40400-C Design- Commercial e 2553.68
50000 Cost of Services Sold st of Sales 1877.52
65000 Employee Benefits Program Exp@ Expenses 30.54
72000 Payroll Tax Expense @ Expenses 1581.00
77500 Wages Expense : Expenses 5529.04
65. When you have finished, the “Tr@:ance” should be zero.
66. Click the “OK” button within the “ of Accounts Beginning Balances” window.
67. Click the “Close” button to cl@se the “Maintain Chart of Accounts” window.
68. Select “Tasks| General JogmaNEntry...” from the Menu Bar.
69. Enter “02/12/11” in th& D& ield.
70. Enter “Petty Cash” in theNReference” field.
71. In the first “Account Np.” field, type “71000.”
72. Enter a “Description™of “Bought paper.”
73. Under the “ i€ £olumn, type “18.00.”
74. In the next line r the “Account No.” column, type “68000.”
75. Entera “D ion” of “Steam cleaning of office carpet.”
76. Under th ” column, type “50.00.”
77.In the nder the “Account No.” column, type “10000.”
78. EnterayDeéscription” of “Petty Cash expenses through 2/12/11.”
79. Unde “Credit” column, type “68.00.”
8 li ave” to save the entry, and click “Yes,” if needed.
ick “Close” to close the “General Journal Entry” window.
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EXERCISES-

SETTING UP VENDORS AND PAYABLES NS

To be able to effectively set up our companies to use the vendor and payable featur

Purpose: Q

Exercises: %

1. Start the Peachtree application. @

2. Open the “Fakeco, Inc.” company file from the previous exercise. %

3. Select “Maintain| Default Information| Vendors...” from the Menu Bar.

4. Change the “Credit Limit” to “3000.00.”

5. Enter an “Expense Account” (“Purchase Acct.” in Peachtree 2003:2008 ‘60000.”

6. Click the “Account Aging” tab.

7. Select the “Invoice date” option under the “Age Invoices by” sectio K

8. Click “OK.’ Q

9. Select “Maintain| Vendors...” from the Menu Bar.

10. Type “03mitrea” in the “Vendor ID” field. Q

11. Type “State of Michigan” in the “Name” field.

12. Enter the following mailing address: Q

550 Michigan Ave.
Lansing, MI 48901 24 Q

13. If using Peachtree 2009:2012, enter “23100” in% xpense Account:” field on the “General” tab. If
using 2003:2008, instead click the “Purchas Its” tab, and then enter an “Expense Account’
(“Purchase Acct” in Peachtree 2003:2006) of @

14. If using Peachtree 2009:2012, click the “Pur Info” tab, and then use the drop-down in the “Terms
and Credit” section to select “Customiz r this vendor.” If using 2003:2008, first click the “Terms”
button, and then click the “Use Standar, s” check box to remove the check from the checkbox.

15. Select the “Due on day of next mont (k on Day of Month” in 2003:2008) option button.

16. Enter “20” in the “Due on the __ ne&o

17. Enter “0” on the “Discount in __ .

18. Enter “0.0” in the “Discount %” figld.

19. Enter a “Credit Limit” of “0.”

20. If using Peachtree 2003:200%2% “OK” to close the “Vendor Terms” window.

21. Click the “Save” butto a@ of the “Maintain Vendors” window, and then click the “New” button.

22. Enter these vendors K steps above. Remember to click “Save” and then “New” between each!

Vendor_l, Vendor 2 Vendor 3
Vendor ID 0lcomp 0lpaper
Name ater & Light Computers N’ More Paper Image
Address ater Way 160 Pine St. 345 Cedar St.
ing, MI 48910 Lansing, M1 48910 Holt, M1 48842
Ex ek 78000 60000 76000
s | Net due in 15 days. No discount or Standard Terms Standard Terms
credit.
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EXERCISES-

SETTING UP VENDORS AND PAYABLES

N

Exercises (cont.):

23. Continue to enter these vendors using the steps on the previous page. Remember to

then “New” between each!

e” and

24. If using Peachtree 2009:2012, click the “History” tab an
button. If using 2003:2008, click the “General” tab and thg
25. In the “Vendor Beginning Balances” window, clickethe % dor Balances” tab.

26. Double-click on “Paper Image” to view the “Purc% om: 01paper Paper Image” tab.

27. In the first row under the “Invoice Number” colu “1000.”

28. Under the “Date” column, type “1/17/11.”

29. Under the “Amount” column, type “30.00.”
30. Under the “A/P Account,” type “20000.”

Vendor 4 Vendor 5 V rb
Vendor ID | 03bank Olrent S
Name | Bank of Michigan Smith Properties keting Designs
Address | 450 Michigan Ave. 1234 Shadyside St. 647 Larch St.
Lansing, MI 48910 Grand Rapids, MI 48867, Lansing, MI 48912
Purchase | 62000 74000 12000
Acct. a
Terms | Net 30. No discounts or credits. Due at end of menth. Standard Terms
discounts or ¢ %

lick the “Vendor Beginning Balances”
lick the “Beginning Balances” arrow button.

31. Now enter the following invoices into th WINg rows:
Invoice Number Date é Amount A/P Account
1110 1/17/11 30.00 20000
1950 1/27/11 @ 30.00 20000

32. Click “Save” within the “V.
33. Click the “Vendor Bal b.
34. Double-click on the “C ers N’ More” entry, and the enter the following vendor bills:

eginning Balances” window.

Amount

A/P Account

8917.00

20000

35. Click “Sav
36. Click “Cl@se’
37. Click “ ’

%‘Z}

Invoice Number ate
9876 2/6/10

e “Vendor Beginning Balances” window.
e “Vendor Beginning Balances” window.

“within the “Maintain Vendors” window.
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EXERCISES-

Purpose:

To be able to effectively set up inventory and set beginning balances for our invento

SETTING UP INVENTORY sé\’_
\9)

Exercises: %

1. Start the Peachtree application. @

2. Open the “Fakeco, Inc.” company file from the previous exercise. %

3. Select “Maintain| Default Information| Inventory Items...” from the Menu Ba

4. Click the “Ordering” tab. 0

5. For the “Sales Invoice/Receipt Out of Stock Warning Message,” sele rn if inventory item is out of

stock based on quantity on hand.”

6. For the “Sales Order Out of Stock Warning Message,” select “Wa$ ntory item is out of stock based
on quantity on hand.”

7. Click the “GL Ac_:cts/Costing” tab. _ _ Q

8. Enter the following GL accounts for the inventory items:
Item Class GL Sales/ Inc GL Invtry/Wage GL Cost Sales Costing
Stock Item 40600-C 12000 50500 FIFO
Master Stock Item 40600-C 12000 50500 FIFO
Non-stock Item 40600-C 60000 51000
Service 40000 7750 50000
Labor 40000 57000
Assembly 40000 0 50000 FIFO
Activity 40000
Charge Item 41000

9. Click the “Taxes/Shipping” ta&
10. Enter the following for th ur lines of the “ltem Tax Type” tab:

Field ription Tax
1 * Taxable Checked

2 I Non-taxable Sales Not checked
3 Non-taxable Labor Not checked
4 & Out-of-State Sales Not checked
11. Click Qice Levels” tab.
12. Fo vel Name” of “Price Level 1,” type “List Price.”
1 0

. e“L

]‘% evel Name” of “Price Level 2,” type “Residential.”

evel Name” of “Price Level 3,” type “Commercial.”
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EXERCISES-

SETTING UP INVENTORY sé\’_

Exercises (cont.): Q

15. Click the “Edit” button for “List Price.” Q

16. In the “Default Price Level Calculation” dialog box, type “Use Last Cost and Increasé*by Percent,
50%, Round Price Specific Cent, .99.” %

17. Click “OK.”

18. Click the “Edit” button for “Residential.”

19. In the “Default Price Level Calculation” dialog box, type “Use List Price rease by Percent,
10%, Round Price No Rounding.”

20. Click “OK.”

21. Click the “Edit” button for “Commercial.” O
22. In the “Default Price Level Calculation” dialog box, type “Use List and Decrease by Percent,
25%, Round Price No Rounding.” K

23. Click “OK.”
24. Click “OK” in the “Inventory Item Defaults” window.

25. Select “Maintain| Inventory Items...” from the Menu Bar.
26. Enter an “ltem ID” of “Olnetfun.”

27. Enter a “Description” of “Networking Fundamentals.”

28. Select “Stock Item” from the “Item Class” drop-down. Q

29. Click the “Subject to Commission” check box. O

30. Use the “Description:” drop-down to select “for S T
31. In the box to the right, type “Networking Fundam *An Introduction to Computer Networks.”
32. Use the “Description:” drop-down to select “for ases.”

33. In the box to the right, type “Networking Fun als, ISBN 0012345678.”

34. Use the GL account lookup lists to select “40600-C” for the “GL Sales Account.”

35. Use the GL account lookup lists to select ” for the “GL Inventory Acct.”

36. Use the GL account lookup lists to sel 00” for the “GL Cost of Sales Acct.”

37. Enter “Each” in the “Stocking U/M” figld.
38. Type “5” for both the “Minimum Steek,&nd “Reorder Quantity.”
39. Select “01comp” from the “Prefe@Vendor ID” lookup list.

40. Click “Save.”
41. Click “New.”
42. Enter the following “Stoc %10 your inventory, using the steps above and the information below:
Field Field Value
Item ID 0lnetsec Description Network Security
Item Class Stock Item Subject to Commission Checked
Description for Network Security Description for Purchases Network Security, ISBN
0987654320
Item Tax T@ 1 Costing Method FIFO
t 40600-C GL Inventory Acct 12000
ales Acct 50500 Stocking U/M Each
Mini tock & 5 Preferred Vendor 0lcomp
0 umber
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EXERCISES-
SETTING UP INVENTORY

Exercises (cont.):

49. Use the “Description:” drop-down to select “for Sales.”
50. In the box to the right, type “Computer Consulting Services.” O
51. Type “35” as the “List Price.”

52. Click the gray arrow next to the “List Price” to open up the “Multiple‘evels” dialog box. Click the

43. Click “Save.”

44. Click “New.”

45. Now set up a new service item by typing “02consult” as the “ltem ID.” %
46. Type “Consultation” as the “Description.”

47. Select “Service” from the “ltem Class” drop-down. @
48. Do not select the “Subject to Commission” check box. @

“Recalc” button in this screen to recalculate the price levels for thistser
“Maintain Inventory Items” screen.

53. Select an “Item Tax Type” of “Non-taxable Labor.”

54. Change the “GL Sales Account” to “40200-C.”

55. Change the “GL Salary/Wages Account” to “77500.”

56. Change the “GL Cost of Sales Acct” to “50000.”

57. For the “Stocking U/M:,” type “Hour.”

58. Click “Save.” . O

59. Click “New.” \

60. Enter these service items, using the steps above\

se. Click “OK” to return to the

Field Service ltem #1 ervice ltem #2
Item ID 02network 02train
Description Networking v Computer Training
Item Class Service Service

Description for Sales

Network Installat

and

Training on Network Maintenance

Server Set
45.00 @

List Price 60.00

Item Tax Type Non-taxable Labor
GL Sales Account 40200-C

GL Salary/Wages Acct 77500

GL Cost of Sales Acct 50000
Unit/Measure Hour

an assembly item.

61. Click “New” s@
62. Type “03per 2 as the “ltem ID.”

63.
64.
65.
66.

The “Descii
Select “

@ ”Is “Home Based Business Networking.”
y” from the “ltem Class” drop-down.
bject to Commission” check box.

escCription for Sales,” type “Home Based Business Networking Package: Includes one free copy
king Fundamentals,” 8 hours of network setup, and 8 hours of network training.”

of |
6@%_@ Price,” type “800,” and recalculate the prices for the other price levels.
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EXERCISES-
SETTING UP INVENTORY .

68. Select “Non-taxable Labor” from the “ltem Tax Type” lookup list.
69. Select “40000” for the “GL Sales Account.”

70. Type “12000” as the “GL Inventory Acct.”

71. Type “50000” as the “GL Cost of Sales Act.”

72. Type “Each” in the “Unit/Measure” field. @

Exercises (cont.): Q

73. Click the “Bill of Materials” tab.
74. In the first row, under the “ltem ID” column, select “O1netfun.”

75. For the “Quantity Needed,” type “1.” O
76. For the next row, under the “ltem ID” column, select “02network.”

77. For the “Quantity Needed,” type “8.” Q
78. For the next row, under the “ltem ID” column, select “02train.” K

79. For the “Quantity Needed,” type “8.”

80. Click “Save.”

81. Click “New” to set up a “Master Stock Item.”

82. Type “O4discs,” as the “ltem ID.”

83. Enter “Software Training Disc” as the “Description.”

84. For the “Item Class,” select “Master Stock item.”

85. Click the “Subject to Commission” check box. N

86. In the “Description for Sales,” type “Software Traini
87. In the “Description for Purchases,” type “Softwa%ng Disc.”

88. Enter “200” in the “List Price,” and recalculate ices for the price levels.
89. For the “Stocking U/M,” type “Each.”

90. For the “Preferred Vendor,” select “01c Q
91. Click the “Item Attributes” tab.

92. In the “Primary Attributes” section, click’l
93. In the “ID” field below it type “acc,” a
94. Click the “Add” button.

95. In the “ID” field type “word,” and type “Word” in the “Description” field.
96. Click the “Add” button. @

97. In the “ID” field type “xI,” anq&n type “Excel” in the “Description” field.

e “Name:” text box and type “Program.”
type “Access” in the “Description” field.

100. In the “ID” field type . and then type “2000” in the “Description” field.
101. Click the “Add” button.

102. In the “ID” field %EJXP and then type “XP” in the “Description” field.

98. Click the “Add” button.
99. In the “Secondary Att%@ection, click into the “Name:” text box and type “Version.”

103. Click the “Add" .
104. In the “ID” fi “2003,” and then type “2003” in the “Description” field.

105. Click the “ xtton.
106. Click “S
107. Click R

108. Ent ntory beginning balances. To do this, click the “General” tab. Then click the “Beginning
arrow button.
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EXERCISES-
SETTING UP INVENTORY .

Exercises (cont.): Q

109. Select “0O1netfun” from the list of inventory items.

110. Enter “10.00” for the “Quantity.”

111. Enter “22.00” for the “Unit Cost.” %
112. Click “Olnetsec” from the list of inventory items.

113. Enter “12” for the “Quantity.” @
114. Enter “24.00” for the “Unit Cost.”

115. Click “OK.” %

116. Click “Close.” O
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EXERCISES-

Purpose:

To be able to effectively set up defaults for the receivables and to add new customer

SETTING UP RECEIVABLES sé\,_
O

Exercises:

Open the “Fakeco, Inc.” company file from the previous exercise.
Select “Maintain| Default Information| Customers...” from the Menu Bar.
Enter “0” for the discount “days” and the discount “percentage” field.

In the “GL Sales Account,” type “40200-C.”

Click the “Finance Charges” tab.

Click the “Charge finance charges” check box. &

Start the Peachtree application. :‘®

ONokwWNPE

Enter the following:

It says: You type: Q
On invoices 30

Days overdue, up to 1.00 Q
Annual interest rate 0 ¢ O

On balances above that 0 \\

Minimum Finance Charge 5.00 @
9. Click the “Print finance change warning@ as” check box.

10. Click the “Pay Methods” tab.
11. Enter the following pay methods in o m most frequently used to least:

Field: Payment Methog
Check

1

2 VISA
3 C

4 A
5

6

I\ysterCard

scover

12. Click “OK”
13. Next yo

e customer defaults.
t up sales taxes for the company. If using Peachtree 2008:2012, follow steps 14
hen skip to step 33. If using Peachtree 2003:2007, skip to step 18, and then continue.

1 Xt screen, enter “6” into the “What is the total rate that you will charge?” text box. Then click the
ANext >” button to continue.
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EXERCISES- \

Exercises (cont.):

SETTING UP RECEIVABLES X %

16. In the next screen, enter “MITAX” as the “Sales tax agency ID.” Enter “State of Michigathe “Sales
tax agency name:” text box. Select “03mitrea” from the “Which vendor do you send thé®taxes you’ve
collected to?” drop-down. Then enter “6” into the “Rate:” text box. Then select acc%?;loo” from the
“Select an account to track sales taxes:” drop-down. Click the “Next >” button to ¢

17. In the next screen, enter “TAXCODE?” into the “Sales tax ID:” text box. Then en
into the “Sales tax name:” text box. Select “Yes” from the “Do you charge
down. Then click the “Finish” button to complete the sales tax setup. You
clicking the “Cancel” button.

18. If using Peachtree 2003:2007, select “Maintain| Sales Taxes| Sales
Bar.

19. Type “MITAX” in the “ID:” field. K

20. In the “Description” fields, type “Sales Tax.” Q

21. Select “03mitrea” from the “Tax Payable To:” field.

22. Select account “23100” from the “Sales Tax Payable GL Acc@ookup list.

ichigan Sales Tax”
on freight?” drop-
close the window by

orities...” from the Menu

23. Click the “Single Tax Rate” option button, and type “6.0” in the text box.

24. Click “Save” to save the tax authority.

25. Click “Close.” Q

26. Select “Maintain| Sales Taxes| Sales Tax Codes."’ f@u Menu Bar.
27. Type “TAXCODE” in the “Sales Tax Code” field.

28. Check the “Tax Freight” check box. \\

29. For the “Description” type “Michigan Sales Tam

30. Right-click in the first row under “ID,” and selé AX” from the list.

31. Click “Save” to save the code.
32. Click “Close” to close the window.
33. Select “Maintain| Customers/Prospectg’..
34. Enter “shaws” in the “Customer ID” fiéld!
35. Enter “Sally Shaw” in the “Name” fi
36. Enter “Sally Shaw” in the “Cont ield, if available. In 2012, enter this into the “Contacts” tab.
37. If using Peachtree 2003:2007, msure that the drop-down says “Bill to Address.” If using Peachtree
2008:2012, enter this addregs info into the billing address fields:

150 Grand Ave. K

Apt 4B O

Lansing, Ml 4884&
38. Select the “TAXCODE” tax' from the “Sales Tax” field’s drop-down.

39. In the “Customer Tfrﬁ field, type “pers.”

m the Menu Bar.

40. If using Peachtr 08:2012, click the “Sales Info” tab. If using Peachtree 203:2007, click the “Sales

42. Select “U und” from the “Ship Via:” drop-down.

43. For the JPrigipg¥evel,” select “Residential.”

44, Click §&ave? to save the record.

45, Cli ‘ ” to create a new customer.

46,,Cre8 @ e customers below, using the steps above, and the information that is shown on the following
(%,

Defaults” tab\
41. Enter “402@ the “GL Sales Acct” field’s value.
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EXERCISES-
SETTING UP RECEIVABLES

Exercises (cont.):

Customer #1

Customer #2

Custo

Customer ID sheldon holiday smithb

Name Sheldon Securities Holiday Hotel th

Contact Sam Sheldon Brian Cook mith

Address 100 Michigan Ave. 350 Abbott Road Shiawassee St.
Lansing, MI 48912 East Lansing, MI 48823 ansing, MI 48910

Sales Tax TAXCODE TAXCODE TAXCODE

Customer Type comm comm pers

GL Sales Account 40400-C 40200-C 40200-P

Ship Via UPS Ground UPS Ground UPS Ground

Pricing Level Commercial Commercial Residential

Terms Standard Standard Standard

47. Click “New.”

48. If using Peachtree 2008:2012, click the “History” tab. If

tab.

49. If using Peachtree 2008:2012, click the “Cust e
2003:2007, click the “Beginning Balances” arrow
50. On the “Customer Balances” tab, double-click

ing Peachtree 2003:2007, click the “General”

inning Balances” button. If using Peachtree

in the lower right corner of the “General” tab.

eldon Securities.”
51. On the “Invoice for: sheldon Sheldon Securitiesttab, click into the first row under the “Invoice Number”

column, and type “21009.” \

52. Enter the “Date” as “10/8/10.”
53. Enter the “Amount” as “12705.44.”
54. Click into the second row and enter ts o other invoices for sheldon:

Invoice Number Date % Amount A/R Account
21056 11/18/104 1950.00 11000
21077 12/18/1 1892.00 11000
55. Click “Save” when yo& ne.
56. Click “Close.”
57. Click “Close.” /
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SETTING UP PAYROLL X %

Purpose: Q

To be able to effectively set up the payroll information, employee defaults, and empl

EXERCISES- N

Exercises: %

Start the Peachtree application. @

1.

2. Open the “Fakeco, Inc.” company file from the previous exercise.

3. Select “Maintain| Default Information| Payroll Setup Wizard...” from the M

4. Click “Next >>" to continue. If using Peachtree 2004:2005, click “ ” once again. If using
Peachtree 2006:2008, click the “Payroll Setup Wizard” hyperlink. S e “"Check this box if you
have already ordered the service” checkbox and then click “Next Qntinue. If using Peachtree
2009:2012, select the “Do It Yourself In-House” option, and then 'kt “Next >” button. In the next
screen, select the “Tax Update Service” option, and check th ve already ordered...” checkbox.
Then click “Next >” to continue. Click “No” in the warning m ox that appears, as this is only a
sample company and you do not need to register the sampl any. Then click the “Next >” button to
continue.

5. For the “State:” select “MI.”

6. For Peachtree 2003:2008, for the “Locality,” leave it b Do not fill in the “Enter the Locality Tax Rate”
field either.

7. For the unemployment percent, type “3.”

8. Select the “No” option for the “Do you want to re ployee meals and tips?” question.

9. Click “Next >"to continue.

10. If using Peachtree 2005 or older, leave the s&igi as they are, and click “Next >” to continue.

11. In all versions of Peachtree, click “Nex ’\%to continue. If using Peachtree 2009:2012, check the
checkboxes for “Vacation” and “Sick Timg, then click the “Next >” button to continue.

12. In Peachtree 2003:2008, select “401E%not offered.” and then click “Next>>" to continue.

13. In Peachtree 2009:2012, enter “160” hours of vacation given. Then select the “Accrued over each
pay period” option. In Peachtre 3:2005, select “Vacation time accrues each payroll period”
(“Accrues” in Peachtree 2006:2 4Then enter “160” in the “Number of hours to be accrued each year”
field.

14. In Peachtree 2009:2012, sﬁt the “Yes” option to allow vacation time to carry over. Then click the
“Next >” button to conti Peachtree 2003:2008, check the “Balance of vacation hours carries
forward to the new @neckbox (“Remaining vacation hours carry over to the new year” in
2006:2008).

15. In Peachtree 2005 and older, click “Next>>" to continue.

16. In Peachtree 2009:2012, enter “40” for the hours of sick time given. Then select the “Accrued over each
pay period” t|% Peachtree 2003:2005, select “Sick time accrues each payroll period” (“Accrues” in
2006:2012).& e “40” in the “Number of hours to be accrued each year” field.

17.If using P ee 2009:2012, click “Next >” twice more, and then click the “Finish” button. If using

.2008, click “Next >” to continue, and then click “Finish.”

nellc” in the “Employee ID” field.

20. Ty
2®%thy Brownell” in the “Name” field, using the “First” and “Last” name fields.
0

©TeachUcomp, Inc. Advanced Peachtree 111



EXERCISES-

Exercises (cont.):

22. Click the “Employee” option button that appears next to the employee’s name.
23. Enter the employee’s address as follows:

SETTING UP PAYROLL ~$\,—
O

111 Cedar St.

Holt, Ml 48842 %
24. Enter a “Social Security #” of “123456789.” @
25. Enter date “Hired” of “04/02/01.”

26. Click the “Withholding Info” tab and then enter the following information:

Payroll Field Filing Status Allow Additional Withholding ate/Locality
Federal Married 1 0.00
State Married/Jointly | 1 0.00 Ml
Local Not Required 0 0.00
27. Click the “Pay Info” tab. b
28. Select “Salary” from the “Pay Method” drop-down. Q
29. Select “Bi-weekly” from the “Frequency” drop-down.

30. Enter “1500.00” in the first “Salary Pay Rate” field.
31. Click “Save” to save her information.

32. Click “New” and click the “General” tab to bring up,a mployee screen.
33. Using the steps above as a guide, enter the followi e employee records:

Employee #1 ee #2 Employee #3
Employee ID johnsond kb whitew
Name David Johnson etty Black William White
Employee/Sales Both Both Both
Rep/Both
Address 500 Larch St. 678 Grand River Ave. 240 Pinecrest Dr.
Lansing, 91 Okemos, M1 48853 Mason, Ml 48934
Social Security # 111-11-11’% 222-22-2222 333-33-3333
Hired Date 8/2/9 9/1/99 11/7/00
Federal Filing Status Mapei Single Single
Federal Allow 1 0
State Filing Status ied/Jointly Single Single
State Allow 0 0 0
State/Locality Ml Ml MI
Local Filing Sta\ Not Required Not Required Not Required
Pay Method Salary Hourly- Hours per Pay Period Hourly- Hours per Pay Period
Frequency Bi-weekly Weekly Weekly
1200.00
15.00 15.00
urly Rate 22.50 22.50
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SETTING UP PAYROLL

EXERCISES-

Exercises (cont.):

N
Nl

35. Click the “General” tab. If using Peachtree 2009:2012, click the “Employee Beginning B@s” button.
If using Peachtree 2003:2008, click the “Beginning Balances” arrow button in the lower ri orner.
36. In Column “1,” type “1/31/11.”

37. Enter the following numbers underneath the column labeled “1/31/11”;

9
fo@

O

Field Amount
Gross 3000.00
Fed_Income -320.76
Soc_Sec -186.00
Medicare -43.50
State -124.70

38. Click “Save” in the “Employee Beginning Balances” window.

\}\Q

40. Enter the numbers below under column 1.

39. Select “johnsond” from the “Employee ID” drop-down, and eate of “1/31/11” for column “1.”

Field Amount
Gross 2400
Fed_Income -184.96
Soc_Sec -148.80
Medicare -34.80
State -95.76

41. Click “Save” when you are finished.
42. Select “blackb” from the “Employee 1D

43. Enter the numbers below under c

-down, and enter in a date of “1/31/11” for column “1.”

Field

Amount

—

Gross

1200

<

Fed_Income

Soc_Sec

Medicare

State

44. Click “Save” when yoff are finished.

45. Select “whitew”
46. Enter the nu

he “Employee ID” drop-down, and enter in a date of “1/31/11” for column “1.”
2low under column 1.

Field Amount
Gross 1200
Fed_Inco -130.56
Soc_S -74.40
-17.40
-52.18

| (co
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EXERCISES-

Exercises (cont.):

SETTING UP PAYROLL ~$\,—
O

47. Click “Save” when you are finished.

48. Click “Close” to return to the “Maintain Employees/Sales Reps” screen.

49. We have just hired two new employees who will work with time ticket hours. WefWill, create the new
records now. Click the “New” button to start. Remember to click the “Save” bu , and then click the
“‘New” between each record.

Employee #1 Employee #2 @
Employee ID close jimenezc
Name Emily Clos Christine Jimenez e-
Employee/Sales Rep/Both Both Both
Address 333 Edgewood Blvd. 655 Willoug
Lansing, MI 48842 Holt, M1 48842
Social Security # 444-44-4444 555-55-
Hired Date 2/1/11 2/1/11
Federal Filing Status Married Si
Federal Allow 2
State Filing Status Married/Jointly ® le
State Allow 0
State/Locality MI Ml
Local Filing Status Not Required [ ¢ Not Required
Pay Method Hourly- Time Ticket Hou Hourly- Time Ticket Hours
Hourly Billing Rate 50.00 45.00
Frequency Weekly Weekly
Regular Hourly Rate 16.00 A 13.00
Overtime Hourly Rate 24.00 20.50

50. Click “Close” when you are finis@ntering the two new time ticket employees.

s\O

o
@Q
>
.
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EXERCISES-
TTING UP TIME € BILLING

Purpose:

To be able to effectively set up the items needed for time and billing activities.

4

Exercises:

1. Start the Peachtree application.
2.

3.

4,

Also, you will not automatically recalculate each price level, but will j
the gray arrow next to the “Billing Rate #1” box to bring up that scre

Open the “Fakeco, Inc.” company file from the previous exercise.
Select “Maintain| Inventory Items...” from the Menu Bar.
Enter the following “Activity Items.” Remember to click “Save” and clic ” between each record.

Z

d enter them by hand. Click

try when needed.

Activity Item #1

Activity Item #2

Activity Item #3

Item ID 05trainc O5trainp 05admin

Description Computer Training- Computer Train@ Administrative Tasks
Commercial Residential

Item Class Activity Item Activity Item

Description for Sales

Computer Training for
Commercial Clients

Activity@
% ning for

lients

Administrative Tasks

Item Tax Type

Stocking U/M

Hour

List Price 45 0
Residential 0 0
Commercial 42.25 0
GL Income Acct. 40200-C 40000

Non-Taxable Labor

Non-Taxable Labor

Hour

Hour

the following“@harge Items.” You will not set any pricing levels for these items.

emember to click “Save” and click “New” between each. You can

Charge Item #2

Charge Item #3

Item ID 06fax O6park
Description F tcopies Faxes Parking
Item Class Charge Item Charge Item Charge Item
Description for Sale Photocopies Faxes Parking
List Price 13 5.00 10.00
41000 41000 41000
Taxable Taxable Non-taxable Sales
Each Each Each
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EXERCISES-
USING ACCOUNTS PAYABLE .

To create purchase orders, take payments, take vendor credits, and write checks.

Purpose: Q

Exercises:

Open the “Fakeco, Inc.” company file from the previous exercise.
Select “Tasks| Purchase Orders...” from the Menu Bar.
Select “01lcomp” from the “Vendor ID” lookup list.

Enter a “Date” of “2/11/11.”
Enter a “PO No.” of “1001.” K

In the line item area, type “5” under quantity in the first row. Q

Start the Peachtree application. :‘®

In the “Description” field, type “Mouse Pads.”
. Enter a “GL Account” of “71000.”
10. Enter a “Unit Price” of “12.50.”
bu

11. Click “Save” to save the purchase order. Then click the @. n

©ooNo~WNPE

12. Now we will enter a drop-shipment in the same window.«&eleet “01comp” as the “Vendor ID.”
13. Enter “2/12/11” as the “Date.”

14. Leave “PO#” 1002. L4

15. Click the “Drop Ship” checkbox to display the “C%r ID:” drop-down.

16. If using Peachtree 2003, click the “Drop Ship” X in the “Ship to Address” window.

17. Select “sheldon” from the “Customer ID” looku
18. Select the “Bill To” address from the drop-do

19. In the line item area, enter a “Quantity” 0\0
20. Select an “ltem” of “O1netfun” from the j

21. Click “Save” to save the drop shipme @
22. Click “Close” to close the “Purchas% s” window.

23. Select “Tasks| Purchases/Recei tory...” from the Menu Bar.
24. Select “O1paper” from the “Venc@’ drop-down.

25. Enter “2/12/11” as the “Date."’

t appears by the “Ship To:” field.
e first row.
kup list.

26. Type “5342” in the “Invoice Ng.” field.
27. Enter the following items ne items area of the form:

Description mount
Printing of Manuals , 543.45
Binding 145.00
Setup and Pre 365.71

28. Click “Save Q ave the bill.
29. Select “ drom the “Vendor ID” drop-down

30. Enter ate” of “2/20/11.”
31. In thefigst lihe item, type “Rent” in the “Description” column, and “1700.00” in the “Amount” column.

32. Cli ecur” button at the top of the screen.
3 1” in the “Number of Times” (“End after” in 2009:2012) field, and click the “Monthly” recurrence
tign.

| (co
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EXERCISES-

Exercises (cont.):

USING ACCOUNTS PAYABLE X é\

34. Type “rent-02” in the “Begin with #’ field. Q
35. Click “OK” to save this bill and automatically generate another in the future every month foff1 months.
36. Now we will “receive” the drop shipment. Let's pretend we were sent the invoice nu “#10232” from

“Computers N’ More.” Click the “New” button to continue and clear the screen, if 4
37. Select “01comp” from the “Vendor ID” lookup list. @
38. Enter “2/15/11” as the “Date.”

39. Enter “10232” in the “Invoice #” field. @

40. Select purchase order # 1002 from the “Apply to Purchase Order #” drop—

41. Enter “5” in the “Received” column.

42. Click “Save” to save the transaction. Q

43. Click “Close” to close the “Purchases/Receive Inventory” screen. K

44, Select “Tasks| Vendor Credit Memos...” from the Menu Bar. Q

45, Select “01comp” from the “Vendor ID” lookup list.

46. Type “2/22/11” as the “Date.”

47. Type “CM101” in the “Credit No.” field.

48. Select the “Apply to Purchases” tab.

49. Enter “1” for the “Quantity.” Q

50. Select “01netfun” from the “Item” lookup list. . Q
51. Click the “Terms” gray arrow button (at the right “Terms” above the list item area).
52. Enter a “0.0” for the “Discount Amount.” K

53. Click “OK.”
54. Back in the “Vendor Credit Memo” window, cli ve.”
55. Click “Close.” é
the Menu Bar.

56. Pay bills by selecting “Tasks| Payments\'

57. Select “Master Checking Account” as
58. Enter a “Vendor ID” of “01comp.”

account to use for this transaction.

59. Assuming that we already wrote t ck, enter a “Check Number” of “3285.”
60. Enter a “Date” of “2/24/11”

61. Click the “Pay” checkbox for inv@“9876” and “10232.”

62. Click “Save.”

63. Enter a “Vendor ID” of “01 ?
64. Assuming that we alr e the check, enter a “Check Number” of “3286.”
65. Enter a “Date” of “2/2&

66. Click the “Pay” checkbox

67. Click “Save.” Y 4

68. Click “Close” to the “Payments” window.
69. To enter a ch itten by hand, select “Tasks| Write Checks...” from the Menu Bar.
70. In the “Pay rder of” field, type “Holt Pizzeria.”
71.Entera“ Qumber" of “3284.”
72. Enter a “2/18/11.”
mount of “32.98.”
xpense Account” lookup list to select account “70500.”

74. Us
75.Cli ve.”
76. lose.”

r invoices “1000” and “1110” and “1950.”

73. Entera “
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EXERCISES-
WORKING WITH INVENTORY .

To make inventory adjustments and change item prices.

Purpose: Q

Exercises:

©ooNo~WNPE

30.
31.
32.

. Select the “Calculation selected
. Set the calculation to read: “Use t Cost and Increase by Percent 65.00 %.”
Click the “Recalc” button in toolbar.

. Clear the check ma e “List Price” check box, and place a check mark in front of the
“Residential” price le heCk box.

. Change the percentage
. Clear the check m from the “Residential” check box, and place a check mark in front of the

Open the “Fakeco, Inc.” company file from the previous exercise.
Select “Tasks| Inventory Adjustments...” from the Menu Bar. O

Start the Peachtree application. ;‘Q

Select “O1netfun” for the “Item ID.”

Enter a “Reference” of “Water Damage.”

Enter “2/15/11” for the “Date.” K
Enter “50500” as the “GL Source Acct.”

Enter “-1.00” in the “Adjust Quantity By” field. 0

Click “Save.”
. Click “Close.”
. Create assembled items by selecting “Tasks| Assemblies " fro e Menu Bar.
. Select “03persnet” from the “ltem ID” drop-down. Q
. Type “2/15/11” for the “Date.”
. Enter “Build- 02/15/11” for the “Reference.” L4 Q
. Select “Build” for the “Action,” and enter “2” in th% leld.
. Click “Save.”
. Click “Close.”
. Select “Maintain| Iltem Prices...” from the Me
. For the “Item ID” row, under the “Type” elect “Range” from the drop-down.
. For the “From” drop-down, select “01n .
. For the “To” drop-down, select “O1ne s%
. Click “OK.”

” option button.

. Clear the check boxes from the @ els displayed in the upper left corner, EXCEPT for “List Price.”
0

20.00” in your calculation, and click the “Recalc” button.

“Commercial” pri vel’'s check box.
Change the & e to “15.00” in your calculation, and click the “Recalc” button.

Click “Save.”.
Click “ClosQ

%‘b
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EXERCISES-
WORKING WITH RECEIVABLES

To make guotes, sales orders, sales invoices, issue credit memos, enter receipts, ta
prepayments, and make deposits.

Purpose: Q

N

4

Start the Peachtree application.
Open the “Fakeco, Inc.” company file from the previous exercise. O

fo@

Select “Tasks| Quotes/Sales Orders| Quotes...” from the Menu Bar.

Select “shaws” from the “Customer ID” lookup list.

Type “2/5/11” in the “Date” field. Q
Enter a “Quote No.” of “300.” K

In the line item area, type “3.00” for the “Quantity.” Q

Select “02consult” from the “ltem” lookup list.
Click “Save.” Q

10. Select “sheldon” from the “Customer ID” lookup list.
11. Type “2/8/11” in the “Date” field.

12. Enter a “Quote No.” of “301.” §

CoNoahkwNE

13. In the line item area, type “25.00” for the “Quantity,”
14. Select “02consult” from the “ltem” lookup list.
15. Click “Save.” \.

“

16. Click the “List” button (“Open” in 2003:2007) to@a guote, which we will now convert into an invoice.
n

17. If needed, select “All transaction” from the
18. Click the “Convert” button in the middle ta0lbar at the top of the screen.
19. Select the “Sales/Invoice” option. Enter 2 ice #” “100.”

20. Click “OK” to convert the quote into an%e.

21. Click the “List” button (“Open” in 2% ).

22. Double-click on quote #301.

23. Click the “Convert” button in the@le of the toolbar at the top of the screen.
24. Select the “Sales Order” option. r“SO #” “200.”

25. Click “OK” to convert the qua@te into a sales order.

26. Click “Close.”
27. Select “Tasks| Quote rders| Sales Orders...” from the Menu Bar to create a sales order.
28. Select “holiday” from the¥Customer ID” lookup list.

29. Enter the “Date” as “2/8/11.”

30. Enter “2/8/11” as Ship By” date.
31. Enter “201” ig t No.” field.
32. Type a“QuaMa ‘5.7

33. Select “01 " as the “ltem.”

34. Click “S

asks| Sales/Invoicing...” from the Menu Bar.
ithb” from the “Customer ID” lookup list.

3% /10/11” as the “Date.”
(co

ge:” drop-down, and double-click on quote #300.
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EXERCISES-

Exercises (cont.):

39. Enter an “Invoice No.” of “101.”

40. Enter a “Quantity” of “1.00” and and “ltem” of “O1lnetsec.”

41. Click the “Amount Paid at Sale” button. This opens the “Receive Payment” window.
42. Enter “4362” as the “Reference.”

43. Enter “27.98” as the “Receipt Amount.” @
44. Make sure that the cash account is set to “10200.” @

VW ORKING WITH RECEIVABLES . é\
@)

45, Click “OK” to record the payment at the time of sale.

46. Click “Save.” O
47. Select “sheldon” from the “Customer ID” drop-down.
48. Enter “2/9/11” as the “Date.” Q

49. Enter “Invoice No.” “102.” S

50. Select sales order “200” from the drop-down list on the “Apply to @ rder #” tab.

51. Enter “5” in the “Shipped” field.

52. Click “Save.”

53. Click “Yes” to let sheldon go over their credit limit. Click “Close™ %@ exit the “Sales/Invoicing” window.
54. Select “Tasks| Credit Memos...” from the Menu Bar.

55. Select “shaws” from the “Customer ID” lookup list. Q

56. Enter a “Date” of “2/21/11.” O

57. Enter “CM101” in the “Credit No.” field.

58. Click the “Apply to Sales” tab below to bring that forward.
59. Enter a “Quantity” of “1.00” and select “04discs%— 000” from the “Iltem” lookup list.

60. Click “Save.”
61. Click “Close.” Q
62. Select “Tasks| Receipts...” from the MeN collect payments.
63. Select “sheldon” from the “Customer | p list.

64. Enter “Reference” “304.”

65. Enter “Receipt Number” “10210.” A

66. Enter “2/12/11” as the “Date.”

67. Click the “Pay” check box on the@)ly to Invoices” tab for all of the invoices.
68. Click “Save.”

69. Next, we will take a prepa from “smithb” by selecting that ID from the “Customer ID” drop-down.
70. Enter the check numher @ ” into the “Reference” field.

71. Enter “Receipt Numbe 17

72. Enter “2/10/11” as the dat€’.
73. Set the “Cash Accout” to “10200.”

74. On the “Appl&ﬂ nues” tab, click the “Prepayment” check box.

4

75. If needed, en Account of “24400.”

76. Enter “200. i e “Amount” field.
77. Click “Saye:
78. Click “ <

79. To depositdunds, select “Tasks| Select for Deposit...” from the Menu Bar.
200” as the “Account ID.”

80. Se y
8l.Seb /11" as the “Deposit Ticket Date.”
(c

. r0212” as the “Deposit Ticket ID.”
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EXERCISES- \
WORKING WITH RECEIVABLES .

Exercises (cont.): Q

83. Click the “Deposit” check box for all of the amounts listed.
84. Click “Save.”
85. Click “Close.”
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EXERCISES- N

PERFORMING PAYROLL ACTIVITIES . %

Purpose: Q

To be able to pay employees and create payroll fields. O

Exercises:

Start the Peachtree application. @

Open the “Fakeco, Inc.” company file from the previous exercise.

Select “Tasks| Payroll Entry...” from the Menu Bar.

Select “Payroll Checking Account” from the “Select a Cash Account” drop @ , and then click “OK.”
Enter “brownellc” as the “Employee ID.” Click “OK” through the mess OX errors that appear. This is
only happening because we are using an unregistered tax table for a sample file, and Peachtree

cannot find the correct calculations.
Enter a “Check Number” of “1206.” Q

Enter “2/2/11” as the “Date.” Click “OK” through the message errors that appear. This is only
happening because we are using an unregistered tax taquIa in a sample file, and Peachtree

abhwbdpE

N o

cannot find the correct calculations.

8. Enter “2/2/11” as the “Pay Period End.”

9. Click “Save” then “Close.”

10. Now we will set up a flat rate deduction for dental gha @ cts $15 from employee paychecks.

11. Select “Maintain| Default Information| Employee ofm the Menu Bar.

12. Click on the “Employee Fields” tab, and scroll d find the first available line. Type “Dental” into
the “Field Name” column.

13. Select “G/L Account” “24100.”
14. For the “Amount,” type “-15.00” and the “‘OK.”
15. Now we will set up a calculated garnish r one of our employees.

16. Select “File| Payroll Formulas (“Payr ables” in 2003:2008)| User-Maintained...” from the Menu
Bar.
17. Enter a “Formula ID:” (“Tax ID” in 008) of “GARNISH11.”

18. Enter a “Name:” (“Tax Name” in@:ZOOS) of “GARNISH 11.”

19. In Peachtree 2009:2012, select ° uction” from the “How do you classify this formula?” drop-down.

20. If using 2003:2008, in the bax “Government,” select “Local.” For the “Type,” select “Deduction.”

21. If using Peachtree 2009: ,ype the following into the “Formula” text box. You can use “CtrI”+“Enter”
on your keyboard to @ necessary line breaks.

LIMIT =350;
PERCENT=20;
A=ADJUSTE (ﬁOSSH:ed_Income+Soc_Sec+MEDICARE+St_Income;
B=A*PERC ;
ANSWER= _LIMIT(LIMIT,B)
22. If using Pe 2003:2008, type the following into the “Formula” text box. You can use “Ctrl"+“Enter”
on your d to create the necessary line breaks.

*PERCENT%;
NSWER=-MAX_LIMIT(LIMIT,B)
(co
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EXERCISES- \

, PERFORMING PAYROLL ACTIVITIES ,%
Exercises (cont.):

23. Click “Save.” §
24. Click “Close.”

25. Select “Maintain| Default Information| Employees...” from the Menu Bar.

26. Select the “Employee Fields” tab. ®®

27. Scroll down to the next available line, and type “Garnish” as the “Field Name.”
28. Select the “G/L Account” lookup list, and click the “New” button on the drop-d
29. In the “Maintain Chart of Accounts” window that appears, set up an ne nt with the following
information: b
Account ID: “23950”
Account Description: “Garnishment Payable” Q
Account Type: “Other Current Liabilities.” K
30. Click “Save” in the “Maintain Chart of Accounts” window. 0
31. Click “Close” in the “Maintain Chart of Accounts” window.
32. Select “23950” as the new “G/L Account.”
33. Click “OK.”
34. Select “Maintain| Employee/Sales Reps...” from the Men r.
35. Select “whitew” from the “Employee ID” drop-down
36. Select the “Employee Fields” tab. . Q
37. Scroll down to the “Garnish” line, and click the “Us Its”
38. Click the “Calculated” (“Calc” in 2003:2008) chel(%
39. Select “23950” as the “Account,” if needed.
40. Use the “Formula” (“Tax Name” in 2003:200 down to select “GARNISH.”
41. Click the “Adjust” gray arrow button at t@that row.

(“Std” in 2003:2008) check box to clear it.

42. Click the “Use” check box for “Gross.”

43. Click “OK.”

44, Click “Save.”

45. Click “Close.”

46. Select “Tasks| Payroll Entry...” f he Menu Bar.

47. Select “whitew” from the “Emp@ ID” drop-down, and then click “OK” until the warning message
boxes finish displaying.

48. In the “Taxes-Benefits-Li igs” list, scroll down through the deductions shown and note that the
“Garnish” field is func

49. Click “Close.”

50. Click “No” to saving t;e trahsaction.

o
@Q
>
2,
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PEACHTREE KEYBOARD SHORTCUTS <

s s’
Note:

The “Ctrl” keyboard shortcuts will behave differently than listed when the “Peachtree T ” window
is displayed. In this case, it will translate the shortcuts as if you were using Internet Explorer

CTRL Functions Key Function Keys y

Cut Ctrl + X Displays online help topic ﬂ

Copy Ctrl+C Changes mouse pointer to@ Shift + F1
Paste Ctrl + V “What's This?” help sel

e | | Sl
Clear Del windows

Check Spelling F7 Toggles be Q)en window & | F10

Find Ctr+F menu b

Find next Ctrl + D Clo%urren ocument window | Ctrl + F4
Previous Record Ctrl + Alt + P he application window Alt + F4
Next Record Ctrl + Alt + N s to next window Ctrl + F6
New Company Ctrl + N oves to the previous window Egift + Ctrl +
Open Company Ctrl+ 0O

Backup Company Ctrl +

Restore Company Ct J%'

:::: Preview %rl +W
Y 4
\Q)
Q
S
%
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