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INTRODUCTION AND OVERVIEW \

4

Welcome to Teachucomp, Inc.’s Introductory Pe@tree
course. This class introduces the student to Peach@e, one
of the most popular accounting and bookkeepi rograms
available today. This class is designed to giv@we student
with little or no knowledge of the program’@apabilities a
basic skill set in using the product.

Peachtree is a terrific program to n, as the skills
that we learn in Peachtree can saveywaluable time and
money by automating, organizinQnd structuring the
bookkeeping of your company.

Peachtree is a multi- red accounting and
bookkeeping program that S you to create invoices,
statements, pay your biIIs,@ﬁrlte checks, track inventory,
manage your payroll, erform other accounting and
business-related servicgb,
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GETTING ACQUAINTED WITH EA@HTREE\

s s’
1.1- The Peachtree Environment- 2007:2012: Q

Welcome to Mastering Peachtree Made Easy™. In this training, we will cover asic skills
required to effectively manage your company’s financial information using the Peachtree program. After
completion of this course, you should understand the way Peachtree tracks and man%/our company’s
basic financial information. You should also have the required skills to do the mo only performed
and necessary tasks within Peachtree.

When you start your own business, you are responsible for doing much an simply generating
revenue for your company. Depending upon your business type, you may alsg*fle@d to produce invoices
and statements, record customer payments, and manage multiple types of a @ nts. Peachtree Complete
Accounting allows you to accomplish these tasks and more.

This training begins its exploration of the program by examini user interface. Starting in
Peachtree 2007 and continuing through Peachtree 2012, you can vietandwpavigate through the various
sections of the program by using the Navigation Bar that appears at t side of any open company file.

The Navigation Bar allows you to open separate pages of informa alled Navigation Centers, that will
appear at the right side of the same window. To open a Navig enter, just click on the name of the
Navigation Center that you would like to view from the listing of nafies that appears within the Navigation
Bar.

You will find information about your company within
of the Navigation Center is that you can customize th.e
which is very convenient and also adds a measure, Of
each Navigation Center, you will also be able to
Center by using the buttons, commands, and lists

ch Navigation Center. Another great feature
t'displayed for each user of the company file,
y. In addition to the information shown within
many tasks related to the selected Navigation
in each Navigation Center.

In all versions of Peachtree, you also Menu Bar at the top of the Peachtree application
window. You can use the commands foun@e Menu Bar to perform any task within Peachtree. This

d

tool has been very consistent in its appeara function from version to version and continues to be
just as reliable in Peachtree 2012. This m sing the program easier for upgrading users, as you can
often find the commands that you alread how to use within their same locations within the Menu Batr,
regardless of the version of Peachtre you are using. This also allows upgrading users to get used to
changes made to the visual interfac@dually, as they use the program.

o
&Q
>
@
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GETTING ACOUAINTED WITH EA@HTREE\
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1.2- The Peachtree Navigation Centers- 2007:2012: Q

Now we will examine using the various Navigation Centers that appear in Peach007:2012.
Once you have opened a company file, you can click on any of the names of the vario®§ Navigation
Centers that appear within the Navigation Bar at the left side of the screen to the ve the selected
Navigation Center appear at the right side of the screen. The “Business Status” Nauigation Center is only
available if you are using Peachtree Complete Accounting 2007:2012. Otherwise, ill have access to
the “Customers & Sales,” “Vendors & Purchases,” “Inventory & Services,” “Empl Payroll,” “Banking,”
and “Company” Navigation Centers in the Navigation Bar.

At the top of any selected Navigation Center, you will see a small Na @
to perform some standard tasks in Peachtree. Let's examine some of thesfugetié

using the Navigation Center toolbar in Peachtree. ‘
l&gn

LT LT

pn toolbar that allows you
ns that can be performed

First, you can choose which of the Navigation Center pages yo @ display by default when you
open the current Peachtree company file. To do this, just open the N ion Center that you want to set
as the default page. Then click the “Make this the default page” b ithin the toolbar at the top of the
Navigation Center. The display on the button will then change @ to display “This is the default page”
once it has been set.

You can also show or hide the content of each Navigation Center by clicking the leftmost button at
the end of the Navigation Center’s toolbar. This is a toggle @that will read either “Show” or “Hide.” You
can click it to toggle the display of the Navigation Center off.

) . * o :

You may notice a slight pause when you clic e name of a Navigation Center shown in the
Navigation Bar. This is because when you open a igation Center, Peachtree refreshes the data shown
to reflect any changes since the data was last dis . You can also manually force a refresh of the data
shown in any Navigation Center by just cIickinﬁ fresh” button in the Navigation Center toolbar at the

top of the window.
You can change the system date |
important date. This is the default date

avigation Center toolbar. The system date is a very
transactions that you enter within the currently selected
accounting period. If you select a syste hat falls outside of your currently selected accounting period,
then all transactions that you enter wi a default date value of the first date of the selected accounting
period, ignoring the system date a her. You can set the system date by clicking the “System Date:”
button in the Navigation Center toomn the “Change System Date” dialog box that appears, you can set
the date you want to set as thefSystem date by clicking the small calendar selector at the right end of the
displayed date, and then ch a date from the calendar drop-down. When you have set the desired
system date, you can theg cl e “OK” button to confirm your selection.

You can also se&h accounting period for data entry by clicking the “Period” button in the
Navigation Center toolbar. In the “Change Accounting Period” dialog box that appears, you can select the
accounting period for V\Mch you want to perform data entry from the list displayed. Then click the “OK”
button to set the sel@ accounting period.

Within eN igation Center, you will have related tasks that you can perform by clicking the
buttons that ar ifable and then choosing a command to perform from the resultant drop-down menu, if
necessary. T Qcates the functionality of the commands in the Menu Bar using a graphic interface. You
can also vi ationship between items within Peachtree by examining the graphic interface. For new
users, thisicamassist you in performing tasks in the correct order. For example, you can see that you should
set up ers, jobs, and sales tax before creating invoices.

(I&dition to tasks, you can also view associated lists of information and recent reports in all of the
ion Centers. If you are using Peachtree Complete Accounting 2007:2012, you can also view and

{vbo
printvarious company reports in the “Business Status” Navigation Center.
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GETTING ACQUAINTED WITH EA@HTREE\
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1.3- The Peachtree Environment- 2003:2006: Q

Peachtree allows you to easily access all of the available commands that you use tte and edit
your company’s data file through the Menu Bar. You can also use the convenient navigators¥6Cated at the
bottom of the screen to bring up visual aides in the “Peachtree Today” window. You en click on the
pictures in the “Peachtree Today” window to launch windows which allow you to th rm some of the
most common tasks in Peachtree. When you select a Menu Bar command or click in the “Peachtree
Today” window, you will most likely open a new window into which you will have information. These

windows will appear in separate windows from the “Peachtree Today” window.
a

# Peachtree Accounting: Bellwether Garden Supply |ZHE”E|
File Edit Maintain Tasks Analysis Options Reports Services Window Help = The Men u Bar -‘
& Peachtree Today - Navigation Aids Sales |Z”E‘ El

= Back (%] =1
Peachtree

=
Today . Icons B
T arm about Peachiree Support options

[ Thursday, March 15, 200
o Welcome

© My Business miimNavigation Aids
© Daily Register

O My Resources

@ Navigation Aids ) D
fewrl!
O Preferences = ”z'

© Setup Guide

Salesq OPurchases ©Payroll Of/L Olpventoly ©Time/Biling

"o W
g%saes Quotes
_—

Custamers
All Accounts

Rew Receivable Reports

jj"[‘ I; —‘ = \ . @ Sales Journal
o - ! = §
Sa\es\ﬂ_mps,g a i g

L Ty Cash Recelpts

@ ok {1 bl 9,5 oo

- L a}l General Ledger
Sales Tax o " N

Codes @‘ S Print

. R Customer Starements
Main App o0
"Have a TOO ;

* Customer Maintenance * Printing Invoices —

® Set Up Sales Taxes ® Receive Payments
customers on their current [nvigee, » Other Sales Tasks # Returns & Credit Memos

ry using them to
9 =ct up or change

Use dunning messages to seng ne Ssage to your

highlight a special offer or §digol
customer statement dunning\ifss39€=, select the Dunning
Messages tab in the State ht/Invoices Defaults

window.

Helping You Te Stay Informed

Set the first bracks rﬁlua ld to zero, and enter a . * Peachtree.com # Peachtree Services
age positive messagg 8= 4wWekppreciate your business!” This N N .
= prints on the cu 7 8 Wizt=rment. & Online Support * Online Ordering v

b 'age
[2][™ Today|[ /1507 ][ Pencd3- 3107 Vi | M B a4 Th B EEH 8 9

O Sales ©Purchasas Fayroll © General Ladger Olnventery © Time&Billing ﬁ N avl g atO r B ar |ny
g |

1.4- Using the Menu Ba@

All versions of Peachtree contain a Menu Bar that you can use to access the various windows where
you perform business; e'c\ted tasks such as invoicing customers, writing checks, and entering bills. To use
the Menu Bar, just on one of the command groupings shown within the Menu Bar to view the sub-
commands under ain command category. The different main categories of commands on the Menu
Bar shown in [ htree Complete Accounting are: “File,” “Edit,” “Lists,” “Maintain,” “Tasks,” “Analysis,”
“Options,” “ (“Reports & Forms” in Peachtree 2008:2012), “Services,” “Window,” and “Help.” From
the display; g*of subcommands, click on the specific subcommand which you wish to select. Note that
subcom hich are followed by an ellipses mark (...) will be the ones to launch new windows into
which have to enter information. Subcommands followed by a right-pointing arrow indicate that you
will=ne select from another side-menu of choices that will appear when you hold your mouse pointer

se subcommands. Other subcommands, like “Exit,” simply need to be selected in order to be
exe d.

©TeachUcomp, Inc. Introductory Peachtree 8



GETTING ACQUAINTED WITH EA@HTREE\
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1.5- Using the Main Application Toolbar- 2004:2006: Q

Starting with the Peachtree 2004 version and continuing through the 2006 version, iII find that
you have a Main Application toolbar located at the bottom of the Peachtree application window#Clicking the
buttons on this toolbar gives you quick access to many of the most frequently used sgfeens in Peachtree.
You can click the “Customize Toolbar’ button at the left end of the toolbar to.Jdupth the “Toolbar
Components” window. You can add and remove buttons using this window. You (
categories displayed in the “Customize Toolbar” window to view the buttons by £atedéry. To add a button,
click and drag its picture from the “Customize Toolbar” window and drop it on_tf in Application toolbar
where you would like it placed. To remove a button from the Main Applica @ oolbar, click and drag its
picture from the Main Application toolbar and drop it into the button list in @dstomize Toolbar” window.

When you are finished adding and removing buttons, click “OK” to close stomize Toolbar” window.

'

1.6- Learning Common Business Terms:

You don’t have to be an accountant in order to use Pea , but it is necessary to have a basic
understanding of some simple business bookkeeping and acgQunting®concepts prior to entering information
into the program. What you will examine next are the types@ounts displayed in a company’s “Balance
Sheet.” A balance sheet is a report which shows a compafiygs financial health as of a given date. The three
major types of accounts displayed in a balance shee ts, liabilities, and equity. The balance sheet is
one of the most frequently requested financial reportSyfor your company, and thus it is important to
understand what information the balance sheet co%

Name: Description of Function:

Assets Assets are what you have on \that other people owe you. More specifically, the money that
people owe you is called yolr unts Receivable, or A/R for short. The other assets may include
checking account moneyN\in ory, fixed assets (like computers), and undeposited funds from
customers.

Liabilities Liabilities are what yo v- e to others. The unpaid bills that you have are specifically referred to as
your Accounts Payab A A/P for short. A liability can be a loan, an unpaid bill, or taxes owed.

Equity Equity is the differemce between what you have (your Assets) and what you owe (your Liabilities). The
basic formula fo&culating equity is: Assets-Liabilities=Equity. Equity is seen as representing the

“health” of,yo Iness.

Once you start a &usiness, you also need to decide which bookkeeping method to use for tax
reporting purposes. This getermines when you report income and expenses for your company. The income
and expense accou d balances are displayed in a financial report called the “Income Statement.” This
report displays [ earned and expenses incurred over a selected time period. Please check with
your tax advisor% S before choosing a bookkeeping method for tax purposes.

Method: iption of Method:

Cash you record your income when you actually receive the money, and record expenses when you pay
the bills, you are using the Cash accounting method.

A a In Accrual accounting, you record income at the time of sale, NOT when you receive payment. In the

% same way, you also record payments when you receive the bill, NOT whenever you pay it.

©TeachUcomp, Inc. Introductory Peachtree 9



ACTIONS- N

T

TO OPEN A NAVIGATION CENTER- 2007:2012: Q

GETTING ACGUAINTED WITH PEACHTREE *

1. Click on the name of the Navigation Center that you would like to view from the listing of@atio

Center names that appears in the Navigation Bar at the left side of the window.

USING THE NAVIGATION CENTERS- 2007:2012: @

1. You can choose which of the Navigation Center pages you want to display b@ult when you open
the current Peachtree company file by opening the Navigation Center thatgfomwant to set as the default
page and then clicking the “Make this the default page” button in the Naviga
display on the button will toggle to read “This is the default page” once 5 been set.

2. You can also show or hide the content of each Navigation Center byClickifig the leftmost button at the
end of the Navigation center toolbar. This is a toggle button that wi either “Show” or “Hide.” You
can click it to toggle the display of the Navigation Center on or o

3. You can manually force a refresh of the data shown in any NQ Center by clicking the “Refresh”

on Center toolbar. The

button in the Navigation Center toolbar at the top of the windo

4. You can set the system date by clicking the “System Datez buttontin the Navigation Center toolbar. In
the “Change System Date” dialog box that appears, you@t the system date by clicking the small
calendar selector at the right end of the displayed da hen choosing a date from the calendar
drop-down. When you have set the desired systerm ‘Qou can then click the “OK” button to confirm
your selection. K

5. You can also select the accounting period for e by clicking the “Period” button in the Navigation
Center toolbar. In the “Change Accounting P walog box that appears, you can select the
accounting period for which you want to perfo ata entry from the list displayed. Then click the “OK”
button to set the selected accounting pe

6. Within each Navigation Center, you wil elated tasks that you can perform by clicking the buttons
that are available and then choosing and to perform from the resultant drop-down menu, if
necessary. This replicates the func@ of the commands in the Menu Bar using a graphic interface.

7. You can also view the relationshjp=Retween items within Peachtree by examining the graphic interface.
For new users, this can assist y%erforming tasks in the correct order. For example, you can see
that you should set up customers, Jobs, and sales tax before creating invoices.

8. In addition to tasks, you can% view associated lists of information and recent reports in all of the

Navigation Centers.
9. Ifyou are using Peac%s mplete Accounting 2007:2012, you can also view and print various
company reports in the “Business Status” Navigation Center.

A

USING THE ME@

1. Clickona and grouping (“File,” “Edit,” etc...) to view the subcommands listed in a drop-down
menu.
2. Click e Sub

%‘b

ommand that you want to execute.

©TeachUcomp, Inc. Introductory Peachtree 10



ACTIONS- N
GETTING ACQUAINTED WITH PEACHTREE\ *

USING THE NAVIGATORS- 2004:2006: Q

1. Click on a navigator button (“Sales,” “Purchases,” etc...) at the bottom of the Peachtree s
2. Click on the icon in the “Peachtree Today” window that corresponds to the activity that you Wwa
perform.

tto

CUSTOMIZING THE MAIN APPLICATION TOOLBAR- 2004:2006:

1. Click the “Customize Toolbar” button at the far left edge of the Main Applic %bar. El
2. In the “Customize Toolbar” window, click the “+” signs next to the folder cat s to show the buttons
listed in that category.

3. To add a button to the toolbar, click and drag the picture of the butto% e “Customize Toolbar”
t

button list and drop it on the Main Application toolbar at the placeg e button to appear on the
toolbar.

4. To remove a button from the toolbar, click and drag the buttonq rom the toolbar and drop it back
To

into the button list in the “Customize Toolbar” window.
5. When you are finished, click the “OK” button in the “Custc@ ar” window to apply the changes.

i
G
N
Q2
&
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SETTING UP A COMPANY

2.1- Creating a Peachtree Company: Q

When you want to set up a company in Peachtree, you can use the “New Com wizard to
quickly and easily create your new business and enter the information into Peachtree. You™€an start the
ew Company”
n before using
information, what
ethod, the posting

wizard displays different windows into which you will input your company’s infoi
Peachtree. The information collected during this process includes your basic co o’

and answer the questions
that are posed to you. When you have answered all of the questions and ipputtall’ necessary information on
a particular screen, you click the “Next>" button to continue. You can & 5 click the “<Back” button to
return to a previous screen of information, if necessary. If you need as¢ in any screen, you can also
click the “Help” button to open a supplemental help window which ca her explain what is required for
each screen.

When you are finished with all of the screens and click the ish” button, Peachtree will then create
your company’s data file. Below is a listing of the major sectioRs of the wizard, and what you will be

expected to provide to Peachtree in each section. Q

Section: Description of Function: . O

Company Information Allows you to enter com@formaﬂon. This includes the company’s name and
address, as well as fe state identification numbers.

Chart of Accounts Allows you to create a of accounts for your new company. You can import settings
from another filéy0 te new list from a list of several sample company templates.
You can also % from other accounting programs here as well.

Accounting Method Here is where cide whether your company will use Cash or Accrual Accounting. If
you are as to what accounting method your company uses, check with your
accour@

Posting Method Allows you to select between “Real Time” or “Batch” posting. With “Real Time," your

ctions are immediately posted to the General Ledger, and Peachtree will always

tra
t your most current financial information.
Accounting Periods &

e you decide which accounting period structure you want for your company. You can
/ specify the number of accounting periods, and when they start and end.

Defaults (PT 200 '2(@ The defaults window will only appear if you chose to setup your chart of accounts using
one of the sample companies. It will display the detail for Vendor, Customer, and

Inventory defaults. Note any changes you wish to make here to change later.

Finish 2 This screen reminds you that you can use the “Setup Guide” to customize the defaults

used in the company file and enter new data records.

©TeachUcomp, Inc. Introductory Peachtree 13



SETTING UP A COMPANY

2.2- Setting Customer Defaults: Q

If you selected one of the charts of accounts available from one of the many samp@npanies in
order to create your company file’'s chart of accounts, then your customer defaults may alr be set for
you. If you didn’t use this method of creating your chart of accounts or if you would si ike to verify that
these are the settings you would like to use, you can verify the default customer setti in the “Customer
Defaults” window by selecting “Maintain| Default Information| Customers...” from th
The “Customer Defaults” window is where you set the values which youWisii®to appear by default
for new customers as you create them in Peachtree. Setting the most frequent‘i ned customer options

here means that you won't typically have to enter as much data as would o @ ise be needed when you
create a new customer record in the future.

~
Customer Defaults

Wy should | set up these defaults?

Standard T Sets Default T , Credit Limnit, and Credit Stat
andard Terms etz Default Termns, Credit Limit, and Credit Status
¢ C.OD. Metduein [30 da
" Prepaid Lapized
Discount in [10°
{*" D in number of daps ] Help
(" Due oh day of next month Discount Percent:
" Due at end af manth Credit Lirrit
Credit 5t

Sets Default Accounts for new ecords, the
GL Link Accounts Sales docount can alsgbe ged\ifeach Customer Record

GL Sales Account [40000 5
Digcount GL Account (43000 5@!.“3

In the “Customer Defaults” window you can click the “Terms and Credit’ tab to set what will be
considered the “standard termsifoscustomer payments. Remember that you are setting the “default” values
here, so you want to se t common terms, so you won’t have to change them for each customer
record created in the fut ou must also set the General Ledger account number used for customer
discounts. You can then set the discount percentages, as needed. You can set a default credit limit that will
apply to all custom .Credit Status, which started in Peachtree 2005, determines how Peachtree will
handle transacti ns@laee the customer over their credit limit, by default.

On the ;x Aging” tab you set the default aging definition and brackets for customer invoices.
ields” tab allows you to create up to five additional data storage fields which you can
use to assis racking custom customer data. You define the fields (what they will store) within in this
window, al I-in” the values when you create each new customer record.

he “Pay Methods” tab allows you to set up to ten methods of payment that your business accepts.
The ould be entered from top to bottom, starting with the most frequently used.

©TeachUcomp, Inc. Introductory Peachtree 14
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SETTING UP A COMPANY \

2.3- Setting Vendor Defaults: QE

Before entering new vendors into your company file, you should ensure that you he “Vendor
Defaults” set as desired to prevent having to enter repetitive data values into each new vendéfrecord. You
can access this information by selecting “Maintain| Default Information| Vendors...” fro

The “Vendor Defaults” window is where you store information that is co
vendors and purchase transactions. These are the default settings applied to e
created. Therefore, you will want to set these to the most common settings give
always override your default settings on a per-vendor basis when you create
necessary.

ew vendor record
vendors. You can
ual vendor records, if

i R
Vendor Defaults [ﬁ

Why should | zet up these defaults? Vendﬂl‘k ults

:'_-E-@il;_l;_ér-li_-f_él-!;]-s_-_-i] Account Aging I Cuztom Fields T Settings l

]
Standard Terms Setz Default Terms for Purchazes, Default far b Lirnit
Cancel
& CoD. Met due in [0 day
Prepaid Help

~
Dizcountin 10

» Due in number of days _

" Due on day of nest month Discount % -

= Due at end of month Credit Lirnit: .

Sets Default Accountg |
GL Link Accounts Expenze Account can

Expenze Account

Digcount GL Account {29500

A
-

| |
In the “Vendor Defau 'Hdow, you can click the “Payment Terms” tab to setup the standard terms
for payment applied to th y of invoices that you receive from your vendors. Here is where you also
set the default General Ledgéws purchase account number, discount purchase account number, any discount
allowances, and set a s?ndard credit limit to use by default for all vendors. Specifying these terms allows
you to set what are eferred to as the “Standard Terms” given to you by your vendors.

On the © c@é«ging” tab, you set the default aging settings used for the bills received from your
vendors. You s ether your purchase invoices should be aged by invoice date or due date, by default,
and also set the kets used for aging payables.

You el up to five additional fields for maintaining custom information on your vendors on the
“Custom ab. You define what data to record here, and then “fill-in” the desired values for each new

endor Recornds, the
changed in each Wendor Record

efined Account:

rchase Disc- Expensze [bems

vendor when you create it.
@\e “1099 Settings” tab, you define the way that Peachtree reports and tracks payments made to
rs. For any accounts used for vendor 1099 payments, you can specify which calculation setting
t e ffom the drop-down available.
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2.4- Setting Inventory Defaults: Q

Setting the “Inventory Defaults” allows you to specify the default settings used Whenreate new
items that will be used in your invoices, bills, and purchase orders. You can access this tAformation by
selecting “Maintain| Default Information| Inventory Items...” from the Menu Bar.
On the “General” tab, here you can decide whether or not to allow duplicate U
The “Ordering” tab was new to Peachtree 2005- many of the functions
“General” tab in Peachtree 2004 were placed here. Here you can set whether
placed into purchase orders when calculating the “quantity available” of a prod
of stock” warning used in the “Sales Invoice” and “Receipt” windows. Y
window’s “out of stock” warning message, as well. If you have Peachtree
new section: the “Auto Creation of Purchase Orders.” Here you c
purchase orders for both “drop ship” and “non-drop ship” transactions i
On the “GL Accts/Costing” tab, you specify which General Ledg
when you create items of the various “item types” listed. You also sglé
On the “Taxes/Shipping” tab, you define the default tax a ents used for items. You give each a
name, and indicate whether or not each is taxable or tax exempt. IAgthe “Ship Methods” list, enter up to ten
shipping methods from which you will select when you e@ustomer and vendor transactions. These

codes.

idusly found on the
0 include quantities
can also set the “out
n set the “Sales Order”
later, you can also see a
cify to automatically create
ee, if desired.

GL) accounts to use by default
the default freight GL account here.

should be entered from top to bottom from most frequently u to least frequently used.

On the “Custom Fields” tab, you can create ugto ditional fields which you would like to use to
track additional, custom data about your transactio ou define what fields you want to track here.
I

Then, when you create the new items, you fill in the values for each field.
On the “Price Levels” tab, you can create n price levels which allow you to vary the pricing of
an item based on a calculation which you specify. se allow you to charge different prices for the same

item to different customers.

Inventory Item Defaults %; @

whhy should | set up these defaults? Inventory Item Defaults

Custom Fields I Price Levels

General I Crdering

_
Stock item 40000 12000 50000 FIFO
Master Stock tem 40000 12000 50000 FIFO Cancel
Non-stock tem D 77500 H0000 Help
Description onby
Service 40 77500 57000
Labor 40000 77500 57000

# 40000 77500 50000 FIFO

9 000

| 40000

s'are Used when creating new ftems. Click on the cells to access the
al recards can be changed as they are created in the Mairtain

Freight This GL Link is for Freight Charges
in Sales/Invoicing

\'
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SETTING UP A COMPANY

2.5- The Payroll Setup Wizard: Q

To set up payroll and employee defaults, select “Maintain| Default Informationroll Setup
Wizard...” from the Menu Bar. You must set up your payroll item defaults before you caf®set up your
employee defaults. Peachtree understands this, and even if you selected “Maintain| ult Information|
Employees...” from the Menu Bar to set up your employee defaults first, it would ins nch the “Payroll
Setup Wizard” to make you set up your payroll items first.

In Peachtree 2006:2008, if you will be performing payroll “in-house,” t
“Payroll Setup Wizard” link in the window that opens. This window shows yo::

must first click the
ptions for payroll that
ll-service payroll service
ities “in-house” or to use

you have in Peachtree. In addition to doing it yourself, you can also enroll i
through Peachtree. Starting in Peachtree 2009, the option to perform pay;

the Peachtree “Full Service Payroll” is built into the Payroll Setup Wiz ou click the “Next” button to
continue through the screens.

If you are performing payroll “in-house,” then first you mus cify if you want Peachtree to
automatically update your payroll tax tables, or if you will update anually. If you want Peachtree to
update your tax tables for you, you must either click the “Order Now” button, or select the checkbox

to specify that you have already enrolled in the service.
You then use the “Next>" and <Back” buttons to navi
different panes that collect standard payroll information for
up the Peachtree company file. The “Payroll Setup ¥Vi
default payroll General Ledger accounts, standard

through a series of questions presented in
company file. It is like the wizard used to set
uides you through the process of setting up
ds, and optional payroll fields such as 401(k),

vacation time and sick time. When you have finishe g up the default payroll items for your company
file, you may then set up the employee defaults for company file, if needed.
& Payroll Settings &

" Payroll Settings @
» Home Pa\rﬁl ns
Be

u can begin setting up payroll, choose whether you want to use our Full Service Payroll

» Payroll Options lytion or cur Do It Yourself In-House payroll option.
R Call 1-800-336-1420 for more information.
» Company Information
+ Benefits () Full Service Payroll » Order online now Learn more
Peachtree Managed Payroll powered by CompuPay is ourfull-service payroll solution.

Experienced professionals process payroll for you. Simply approveyour payroll online and we

» Taxes
@ do therest. This solutionincludes:

» Field Order = Accurate, on-time tax deposits & filings = Employee withholding calculations
= Directdeposit * Paycheck delivery, or print from your PC
» Setup Complete = Penalty-free guarantee * W-2 processing

/ @ Do It Yourself In-House Learn more

@ Select this option if youwant to run payroll yourself. With this solution you can:
= Enter employee information * Print paychecks
Q = Calculate payroll tax withholdings * Run payroll reports

You can choose to have us update yourtax calculations (including formulas, regulatory
changes, and limits) and provide you with tax forms. Plus, you can add direct deposit and
e-filing for tax forms, including W-2s.

% O Help Cancel ] [ < Back ] [ MNext = ] [ Finish
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2.6- Setting Employee Defaults- 2009:2012: QE

You can make changes to many payroll item fields directly within the “Employee D” window.
You can select “Maintain| Default Information| Employees...” to view the information in “‘Employee
Defaults” window after you have completed the “Payroll Setup Wizard” in Peachtree.

The “General”’ tab contains the field for “Locality,” if used in payroll, as we stom fields that
allow you to store “custom” employee data of your choosing. You can also select t@sired option button
to specify your choice for employee payroll name display on this tab.

On the “Employee Fields” tab, you can view and edit payroll fields whi ct the employee pay-
such as deductions, additions, and exceptions. Once these fields have bﬁreated in the “Employee
Defaults” window, they are then available for use by all employees. You ¢ ustomize these individual

fields for each employee’s record later on, as needed.
The “Company Fields” tab allows you to view and edit payroll% sed to track the employer’s
d “Employment Status” tabs. You

payroll information- such as company-paid payroll taxes, for example.
Starting in Peachtree 2010, you also have the “Review Rating
can enter default employee ratings into the “Review Ratings” tah % can enter up to ten statuses used to
measure employee performance, such as a numeric performance ratihg for example, on this tab.
You can enter up to ten employment statuses into ‘Employment Status” tab. There are some
provided by default and you can choose to keep them and more if needed, or recreate them all, as you

prefer. Q
Once you have made any changes that you ’& n this screen, you can click the “OK” button to
apply your changes to the company file. K’

Employee Defaults a ﬁ

by should | set up these defaults? EII'IIJIDYEE Defaults
rE_-_-_-_-_E_f-:_r-!é-r_éi_-_-_-_-_-il Employes Fields I g%_@ Fieldz | Review Ratings T Employment Status

Custam Figlds: What iz thiz? Digplay Emploves Mame with:
Pl Letsels N s % First name first [John G Doe) Cancel
1 |PDS'“D” /] " Last name first [Doe, John 3]
2. [Birthday ] _ Help
Which screens are affected?
3 |Spouss v
4. |Emerg. Contact v Localty
5. |Review Dat v
Lacality:

N
&

& More optionz are in Payrall 5 ettings
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2.7- Setting Employee Defaults- 2003:2008: Q

After you have setup your initial payroll items, you can return to modify the default st any time
within the first payroll year by selecting “Maintain| Default Information| Payroll Setup Wizard?..” from the
Menu Bar. After your first year, you will need to make any payroll item changes direc%ethe “Employee
Defaults” window. You can select “Maintain| Default Information| Employees...” to vi information in
the “Employee Defaults” window.

The “General” tab contains the local and state information for your comp, ayroll, custom fields
that allow you to store “custom” employee data of your choosing, your choice ployee payroll name
display, as well as access to payroll field assignment for W-2s and employee/ @ pyer taxes.

The “Pay Levels” tab allows you to create payroll fields with differenisdeSefiptions for both hourly and
salary pay types. You can create payroll fields for “overtime,” “bonusesé’g an hours,” or any other type

of pay. You must then assign each pay type to a payroll GL account. N6te thagthe amount of pay is actually
specified when you create the actual employee record, and as such t pertain to the establishment of
the pay type defaults.

On the “EmployEE Fields” tab you create payroll field h affect the employee pay, such as
deductions, additions, and exceptions. In order for a payroll field to's€ used on any employee’s paycheck, it
must first be created here in the employee defaults. You ca customize these items for each individual

employee’s record later on, if necessary.
The “EmployER Fields” tab allows you to cregte @I fields to track employer payroll information,

such as company-paid payroll taxes, for example. \\
Employee Defaults Iﬁ

General I FPap Levels oyEE Fields :] EmplovER Figldz

Field Hame | G/L Account emo| Run Bdjust
Gross I Y i‘ Cancel
Fed_Income 23400 Ca a3y

Soc_Sec | 23400 () M
Medicare 234["]& GA | MEDICARE ) e

State 23 GA | =517 o o

K401 LA | 401K EE [

WAC oo GA | waC_aDD CA ||

WAL Take — GA[C| »

WAL ' GA | WAl _REM GA || »

] GA |+ |«

S

%‘b
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2.8- Setting Job Defaults: QE

If you work on specific jobs for customers and need to track amounts spent and eay job, you
atiin

may want to set up your “Job Defaults.” You can access these by choosing “Maintain| Def formation|
Jobs...” from the Menu Bar. In Peachtree 2009:2010, in the “Job Defaults” window, an create up to
five custom fields you want to use for the jobs you perform for your customers. Starti eachtree 2011,
this information is now found on the “Custom Fields” tab. Once you define what ant to track in the

defaults, you can then enter the specific values to track for each new “job” recor ate in the future.

Starting in Peachtree 2011, on the “General” tab you can check the t d%kboxes to warn if line
items are not assigned for customer and vendor transactions, as needed. C@ “Statuses” tab, you can
edit and create the job statuses used to track job progress. There are four pr@ d by default, and you can
add more if needed. To add a new status, click the “Add New” button a icon color from the drop-
down, and then enter a status label in the “Name:” field. Then click th&Si\ 2’ button to save it to the list.
You can also select an item from the list and click the “Delete” butto elete it. When you are finished
using the “Job Defaults” window, click the “OK” button to save yourj aults and close the window.

2.9- Making a Backup

You must backup your Peachtree company data t@ t having to re-enter many hours of data in
the event of data file loss or corruption of the company d @ e. Even minor events like a power outage can
damage a company data file, so it is recommended\thal back up your data frequently. Backing up your
data creates a single file which includes all of you %any information and customized forms created at
the time the backup is made. To create a backu ur company file, select “File| Back Up...” from the
Menu Bar. This will launch the ‘Back Up Comparnyg wihdow, where you can check the available checkboxes
to have Peachtree remind you to back up any file every seven days and whether or not it should
include the company name in the backup fi e. When you are ready, click the “Back Up” button to call
up a “Save Backup” window where you ¢ ct the drive to which you want to save your data. Type a file
name and click “Save” when you are dong,to"back up your data to the selected directory.

2.10- Restoring from a Backup Fil

to a backup file which yqu ¢ e. This is a critical feature that you must learn to perform in the case of
company data file corru 0ss. You can choose to restore the company data only, the customized
forms only, the web transactions only, or all three things at once. However, because all company data is
interrelated and stored ivd single data file, you cannot restore individual components of a company file, like
a single invoice. To fegtare a company file, select “File| Restore...” from the Menu Bar.

After selettingwFile| Restore...” from the Menu Bar, you will be presented with the “Restore Wizard.”
In the first SCNQ the “Browse...” button to select your backup file from the “Open Backup File” dialog

Restoring a company “ s laces all information in a selected company file with information saved

box, if neces ter selecting your saved backup file, click “Next >” to continue to the next screen. On

the next scrgen ct which company file to overwrite. You can select to create a new company, if desired,

which wilkChange the folder into which you store the copy company. You can click the “Browse...” button to

set the nd location of the new company file. Click “Next >” when you are ready to continue. The next

sc r@s you to check or uncheck what it is you want to restore to the selected company file from the
o] ckup file. Then click “Next >” to continue to the last screen where you confirm your choices.
n you are ready to restore the file, click the “Finish” button.
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ACTIONS-

CREATING A NEW COMPANY FILE:

Start Peachtree. O

Select “File| New Company...” from the Menu Bar.

In the “New Company Setup Wizard," click the “Next>>" button at the bottom of the %)

For each of the following screens, answer any gquestions posed and continu® g the “Next>>"

SETTING UP A COMPANY X é\

hwbdbpPE

button to proceed from screen to screen.
On the final screen you can click the “Finish” button to create your company fi

o

SETTING CUSTOMER DEFAULTS:

Select “Maintain| Default Information| Customers...” from the Menu &
Click the “Terms and Credit” tab.
Set the “Standard Terms” used by default for new customers in toJ section of this tab.

Set the “GL Sales Account,” which is the income account typm ed when entering invoices.

Set the “Discount GL Account,” which is the GL account typic ed when sales discounts are given.

Click the “Account Aging” tab.

Choose the option button under the “Age Invoices by:” tioh that corresponds to how you want to age

your invoices.

8. Under “Aging Categories," select the columns u$ o@ the “Aged Receivables” report. You set the
number of days for the first three aging categor@ Peachtree supplies the final entry based on the
third selection.

9. Click the "Custom Fields” tab.

10. Type the field labels that you want to trac custom information, and check the box to enable the
fields in the “Customer” file.

11. Click the “Finance Charges” tab.

12. Check the “Charge Finance Charges; x if you intend to do so.

qzé Info

NoogohkwhE

13. Specify the rest of the finance ch rmation needed to charge overdue invoices with a finance

charge, if desired.
14. Click the “Pay Methods” tab. @
15. Enter up to ten payment methods that you accept, starting with the most frequently accepted.
16. Click “OK” when you are do&

SETTING VENDOR DEF S:

1. Select “Maintain gultInformation|Vendors...”fromthe Menu Bar.

2. Click the “Paym rms” tab and set the “Standard Terms” that you tend to receive from the majority
of your vend efault in the topmost section of this tab.

3. Inthe “GL ccounts” section, enter in the general ledger account that you use by default when you
make p and the general ledger account that you use for discounts taken on vendor invoices.

4. Click thel{Actount Aging” tab.
5. In theS$Ag€ Invoices by:” section, select either by “Invoice Date” or by “Due Date” to set how your
pa age by default.

&
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SETTING VENDOR DEFAULTS (CONT.): Q

6.

11.

In the “Aging Categories” section, create the aging brackets to use for your aged payab@d also the
column headings you want to appear for each in the “Aged Payables” report.

Click the “Custom Fields” tab.

Enter up to five custom fields you want to use to track data for your vendors b names for the
custom fields into the “Field Labels” boxes. Then click the “Enabled” checkbox ble these fields in
the vendor records, where you specify the individual settings for each vendor

Click the “1099 Settings” tab. @

. For contactor payments made, select the choice you would like for eacI-@d general ledger account

used in the “1099 Settings” column.
Click “OK” when your vendor defaults are set.

SETTING INVENTORY DEFAULTS:

=

10.

Select “Maintain| Default Information| Inventory Items...’ froernu Bar.
If you want to allow duplicate values in the UPC/SKU %hen heck the checkbox on the “General’
tab.

Click the “Ordering” tab.

If you want to include quantities entered into purc Q(ders when calculating the quantity available,
then check the checkbox for that option in the an Available” section.

Select the option you want regarding the noti [ when items are “out of stock” when you select
them in the “Sales Invoicing” or “Receipts” by selecting the desired option button under the
“Sales Invoice/Receipt Out of Stock Warni age” section.

Select the option you want regarding t\' given when items are “out of stock” when you select
them in the “Sales Order” window by g the desired option button under the “Sales Order Out of
Stock Warning Message” section. w

In the “Auto Creation of Purchase&r " section, choose which types of transactions will trigger the

auto-creation of purchase order

Click the “GL Accts/Costing” tat@ for each item class listed select the most common general ledger
accounts used for the sale and purchase of those “type” of items. Some general ledger accounts are
dimmed for certain types of&: to which they would be inapplicable.

In the “GL Sales/Inc”,c nter the default general ledger income account to be credited for the
sales price amount w% em of that type is sold.

In the “GL Invtry/Wage” Celumn, enter the inventory account to be debited for the purchase cost when
you purchase stock ifems or build assembly items. The account will be credited for the compound cost
when the item }j Id. For non-stock, service, and labor items, enter the salary or wage expense
account or ense account to be debited when the item is purchased. This account will be
credited for enses when the item is sold. The sale of non-stock, service, and labor items will then
reclassify pense associated with the item from the original GL Salary/Wage or other expense

account e L Cost of Sales account.
Enter ost of goods sold account that will be debited for the cost when the item is sold in the “GL
Cos s” field.
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SETTING UP INVENTORY DEFAULTS (CONT.): Q

13. Enter the account to which customer freight charges will be posted into the “GL Freight nt” field.

14. Click the “Taxes/Shipping” tab, and under the “ltem Tax Type” section and enter an ideftifier for your
first tax type into the “Description” field. Then click the “Tax” check box to allow P%:ee to calculate
sales tax on items assigned to this tax type, if it is a taxable type. The default tax umber 1.

15. In the “Ship Methods” section, enter up to ten possible shipping methods av@e. By default, new
inventory is assigned shipping method 1.

16. On the “Custom Fields” tab, enter up to five fields to hold custom informati your items in the five
text boxes available on this tab and click the “Enabled” check box to enab fields that you create.

17. On the “Price Levels” tab, under the “Price Levels” section, you can se n possible price levels.

18. If you want to set up a price level, enter the name for the price level j first available “Level Name”
field.

19. Click the “Edit” gray arrow to open the “Default Price Level Calc
Here you can set up a price level calculation and click “OK” w
will then display its calculation in the “Default Calculation” fie

20. Click the “OK” button when you are done setting up the invento

i6n” window for the pricing level.
are done setting the price level. It

efaults.

SETTING UP PAYROLL: O:
.

1. Select “Maintain| Default Information| Payroll Se%ard..." from the Menu Bar.

2. Starting in Peachtree 2006 through 2008, clic yroll Setup Wizard” link in the “Peachtree Payroll
Solutions” window. In the “Payroll Setup” win revious versions, review the payroll setup process.

3. For each of the following screens, answer guestions posed and continue clicking the “Next>>"
button to proceed from screen to screen\'

4. In the final screen, click the “Finish” bu inish the process and create the payroll items.

—

SETTING UP EMPLOYEE DEFAULT

1. Select “Maintain| Default Infor n| Employees...” from the Menu Bar anytime after you have
completed the “Payroll SetuglWizard” in Peachtree.

2. Click the “General” tab tosdigplay the field for “Locality,” if used in payroll, as well as any custom fields
that allow you to storel; @ ” employee data of your choosing. You can also select the desired option
button to specify your ice for employee payroll name display on this tab.

3. On the “Employee Fields” tab, you can view and edit payroll fields which affect the employee pay- such
as deductions, itions, and exceptions. Once these fields have been created in the “Employee
Defaults” wigdo y are then available for use by all employees. You can then customize these

individual fiel ach employee’s record later on, as needed.

4. The “Com ields” tab allows you to view and edit payroll fields used to track the employer’s payroll
[ ' as company-paid payroll taxes, for example.

5. chtree 2010, you also have the “Review Ratings” and “Employment Status” tabs. You can
enter ¥p. toten default employee performance ratings into the “Review Ratings” tab.

6. Yo

@ nter up to ten employment statuses into the “Employment Status” tab.
u

7.0n have made any changes that you wish within this screen, you can click the “OK” button to
your changes to the company file.
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SETTING UP EMPLOYEE DEFAULTS- 2003:2008:

SETTING UP A COMPANY X é\
@)

1. Select “Maintain| Default Information| Employees...” from the Menu Bar.

2. Click the “General” tab and enter the state and locality payroll information.

3. You can also assign the payroll fields by clicking the arrow button for the “W-2’s.”#PFhis will launch the
“Assign Payroll Fields for W-2s” window. Here you will assign payroll fields to cor nding boxes on
the W-2 form and the Federal Form 941. Each field is identified by its box num the W-2 form and

the label of each box. You make up your own label for box 14. To assign asta a box on the W-2,
select the drop-down to the right of the box name to display a list of availa roll fields, and select

the tax name in the list. These should be assigned even if you do not plan % W-2’s.
4. Click the arrow button for “EmployEE Paid Taxes” to assign the appropuiateé tax names to disability,
unemployment, and training. This may not apply to your state. .
5. Click the arrow button for “EmployER Paid Taxes” to assign @htributions required from the

employer.

6. Click the “Pay Levels” tab to set up the different hourly and salary‘pay types. You can create up to
twenty pay types for both hourly and salary employees and y st assign each to a GL account.

7. Click the “EmployEE Fields” tab to define the deductions, itions, and contributions that affect

employee paychecks.
Click the “EmployER Fields” tab to create or adjust the p@fields used by the company (employer).

o

9. Click “OK” when you are done. Q
.

SETTING JOB DEFAULTS: \

1. If you work on specific jobs for customers an to track amounts spent and earned by job, you may
want to set up your “Job Defaults.” Yo\ ess these by choosing “Maintain| Default Information|

Jobs...” from the Menu Bar.

2. In Peachtree 2009:2010, in the “Job I@Is window, you can create up to five custom fields you want
to use for the jobs you perform for yar tomers. In Peachtree 2012, this information is now found on
the “Custom Fields” tab. Once yo e what you want to track in the defaults, you can then enter the
specific values to track for each @‘job” record you create in the future.

3. Starting in Peachtree 2011, on th eneral” tab you can check the two checkboxes to warn if line items
are not assigned for custo and vendor transactions, as needed.

4. Starting in Peachtree 20 e “Statuses” tab, you can edit and create the job statuses used to track
job progress. There ovided by default, and you can add more if needed. To add a new status,
click the “Add New” but select a icon color from the drop-down, and then enter a status label in the
“Name:” field. Then click the “Save” button to save it to the list. You can also select an item from the list
and click the “De button to delete it.

5. When you axg f d using the “Job Defaults” window, click the “OK” button to save your job defaults
and close th&

%‘b
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BACKING UP A COMPANY FILE:

SETTING UP A COMPANY ~$\,—

1. To create a backup of your company file, select “File| Back Up...” from the Menu Bar.

2. This will launch the ‘Back Up Company” window, where you can check the available ckboxes to
have Peachtree remind you to back up your company file every seven days and w or not it should
include the company name in the backup file name.

3. When you are ready, click the “Back Up” button to call up a “Save Backup” w where you can
select the drive to which you want to save your data.

4. Type a file name and click “Save” when you are done to back up your data to elected directory.

RESTORING A COMPANY FROM A BACKUP FILE: Q

Select “File| Restore...” from the Menu Bar.

2. If you need to select the backup file to use, click the “Browse...”
dialog box where you can select the backup file you wish to u n click “Next >” to continue.

3. Next, select which company file to overwrite or create. The e you make from the option buttons

available will change into which folder you store the CO%Y may also click the “Browse...” button

=

to launch the “Open Backup File”

here and select the name and location of the new comp , if you would like.
Click “Next >” when you are ready to continue.
The next screen allows you to check or uncheck \MK ou want to restore from the backup file.

No oA

Click “Next >” to continue. N
When you are ready to restore the file, click thegRiniSh” button.
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CHAPTER 3-
USING THE GENERAL LEDGER
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USING THE GENERAL LEDGER \

3.1- General Ledger Default Settings: Qs I

The General Ledger records all financial information for your company. Every transahat occurs
is eventually posted to the set of accounts that make up the General Ledger. This set of acco#nts is called
the Chart of Accounts. Here we will look at setting the defaults for the General Ledger

When you want to set the defaults for the General Ledger, you select “Maintai
General Ledger...” from the Menu Bar to bring up the “General Ledger Defaults” wi
to set in this window. You simply select the rounding account used by P to store rounding
differences on financial statements. This account can be either a balance sh ccount, or an income
statement account. Typically, the “Retained Earnings” account is used. W @ ou are done selecting a
rounding account, click “OK” to set it.

ult Information|
. There isn’t much

3 = Bellwether Garden Supply - Peachtree Account

'Eile Edit Lists Maintain Tasks Analysis Options Reports & Forms Services Window Help

4 Customers & Sales Search Help |
Hide Refresh | (i3 System Date: 03/15/11 ") Period 3 - 03/01/11-03/31f11 This is the default p;
Business Status |® ‘ e ‘ =) | 2 | @ |
& o asales| £ ¢
” & Customers & Sales
Customers & Sales Tasks View Detailed List -
dors & h el
& General Ledger Defaults - Telephone 1 | Ealante| o
I _ = - 770-555-0654 $5,556.91 B
ﬁ;_iﬁ Inventory & Services & @ “why should | set up these defaults? s 7705554860 743467
434,
Customers fo R T ng 770-555-8824 §25,074.46
£y ErEshEt — 1 enter 770-555-4128 $685.89 _
) 770-555-8858 $930.76
ﬁ Banking — = jon 770-555-1147 $3,660.87
Ev . Mumber D n
— | Tirne £ Cancel ms 770-555-9988 $399.90
| Company and Expense [33005 Retd ings _|”° | feaement 770-555-6660 $9,40154 |
Quates . Tickets 4 Help rdens 770 555-9598 £3,407.12
Shortcuts Customize hb 770-555-8967 $1,157.95
. 43 770-555-4153 £0.00
Sales Invoice =
Recelve M f Cust Ej 404 555-7763 $0.00
LT A= = ation Center 770-555-0014 $2,259.42
Bills - Pay Bill Sales nts 404-555-2025 £5,882.36
CustomerList Orders 4 Inc. 770-555-9927 $7,673.75 a
VendorList | (fnis center 770-555-4468 §7,537.03 1
Find Transactions jeries 770 555-6772 £0.00
= 2 770-555-3311 $49,99| 7
General Journal Entry ;Ej E
Sales Finance i Aged Receivables Graph| Table,
Invaices 4 Charges -
—_— rint
P % M o-30
Peachtree = & W 31-60
Resource Center » int
Cash Receipts Journal View| Print O st-50
W Over 90 days
View All Customer & Sales Reports |V\ewAged Receivables Report
Peachtree Solutions
Checks & Forms Product FeedBack
Credit Card Service Time &Billing -
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\’
3.2- Adding Accounts: Qs I

If you selected to create your chart of accounts using one of the business types Ii the “New
| O

Company Setup Wizard,” then you likely have a full chart of accounts which will give you al e accounts
necessary to run a business. However, you may want to add, delete, or rename spe€ifigyaccounts in the
default chart of accounts. You will also need to enter “opening balances” for your s, as well. This
can be done using the “Maintain Chart of Accounts” window. You can open t dow by selecting
“Maintain| Chart of Accounts...” from the Menu Bar.

In the “Maintain Chart of Accounts” window you add, rename, and dele %ounts. You also use it

to enter opening balances for accounts and prepare account budgets.

Notice the toolbar at the top of the window. It contains buttons
remove accounts from your company file’s chart of accounts. Use the “
“Change ID,” buttons to make modifications to the listed accounts. at toolbar, you can use the
“Account ID” drop-down to identify the account by ID. The account be up to fifteen characters in
length and alphabetic and/or numeric. Starting in Peachtree 200 an use the “Change ID” button to
change account IDs. The “Description” field shows a descripti the account. You can also use the
“Inactive” check box to make any active account ID inactive.

Notice all of the accounts that appear when you clic “Account ID:” drop-down. Double-click on
any ID to select it from the list. If you want a listing of all on&:counts created in your chart of accounts,
select “Reports & Forms (“Reports” in 2003:2008)| G’en edger...” from the Menu Bar. This will launch
the “Select a Report or Form” window. Here you c e “Chart of Accounts” in the Report List, and

t S\

alfow you to add, edit, and
“New,” “Save,” “Delete,” and

click the “Display” button (“Preview” in 2003:2008) iew the list. Then if you want to print it, just click
the “Print” button in the report’s preview window. ing in Peachtree 2008, you can also access a listing
of accounts by simply clicking the “List” button i indow’s toolbar to open up a separate account list in
a new window. Q

Starting in Peachtree 2011, you WN/ a small window appear at the right side of all of the
“maintain” windows, such as this one. Thi indow is the “Setup Advisor” panel. This panel shows you
information about the purpose and pos es of whichever field you currently have selected within the
“maintain” window. You can collapse Aanel by clicking the “X” in the upper-right corner. You can click
the collapsed panel to expand it ag@d show the field information.

e |

- - ' This is also known as the GL account number, This is
Maintain Chart of Accounts the account number that is used to identify this

account in the chart of accounts, general ledger,

‘@ Maintain Chart of Accounts

— Ny
File Edit GoTe Window Help
@Close T New [&=] List 53\0 Mew %Delete ChangeID |[&| Reports - O Account ID ®

=, ;|| | 7 T [ Inactive transactions, reports, and finandal statements,
ACCOUNE AL S
Enter the account number for this account here. Itcan
Description: / be made up of numbers, letters, or both.
Important

accounts and follow it when creating new accounts. For
- . - — - example, if your expense accounts are numbered in
Debits Credits Period Activity Running Balance  » the 6000-6993 range, you should enter @ number
within this range if you are creating a new expense
account.

h |Z| I Account Beginning Balances ‘You should be aware of the structure of your chart of

Yfou can look at the account list or chart of accounts
report to see the structure of your chart of accounts.

[ what is the chart of accounts?

m

B Where are Account IDs used?
[ Keep in Mind

Aug 31, 2010
Jul 31, 2010
Jun 30, 2010 -
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3.2- Adding Accounts (cont.): QE

When you go to create new accounts in the Chart of Accounts, you will need to fill iccount ID
that you want to give to the account, the description of the account, and then set the account type. Let’s look
at the information that we must provide Peachtree in order to add accounts to the chart counts.

The first thing that you must provide Peachtree with is an account number. P allows the use
of both alphabetic and numeric characters in its account numbers. You should set u ccount numbering
system that is systematic and coherent. It should be easy for others to use and and. In a traditional
General Ledger, individual accounts are numbered and placed into numeric r imilar to the following
table. This can be a helpful guide in establishing account numbers.

Account Range: Account Types: &

10000 Cash, Accounts Receivable, Assets

20000 Accounts Payable, Liabilities. Q
30000 Equity Accounts

40000 Income Accounts §
50000- 70000 Cost of Sales, Expenses .\\

80000 Other Income @
90000 Other Expenses 0

Peachtree’s sample companies u ering schemes similar to the ones illustrated in this table.
As you add more accounts, keep in min rules about the ID Codes:

.You can use up to 15 acters.
. Beginning in Peachtr@%, you can modify account IDs after they have been created.
. You can modify agcount descriptions at any time.

&racters are allowed.

. Spaces betwee
. Account n t@re sorted alphabetically: numbers first, then letters.
. Accounts r&] are case-sensitive in Peachtree versions prior to Peachtree 2006.

. There can only'be one Retained Earnings account.

~NOoO ok WN PP

Once you h@ntered an account ID, type a description of the account into the “Description” field.
Descriptions can ged at any time. After that, assign the account to one of Peachtree’s account types
using the “Ac Type:” drop-down. They are: “Accounts Payable,” “Accounts Receivable,”
“Accumulate reciation,” “Cash,” “Cost of Sales,” “Equity- Doesn’t Close,” “Equity- Gets
i etained Earnings,” “Expenses,” “Fixed Assets,” “Income,” “Inventory,” “Long
,” “Other Assets,” “Other Current Assets,” and “Other Current Liabilities.”
ber to click the “New” button each time before you add a new account in the “Maintain Chart
window, and to also click the “Save” button after each new account that you create to save it
. Starting in Peachtree 2008, note that you can save a step in this process by simply clicking the
e & New” button, instead.
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\’
3.3- Deleting Accounts: Qs ,

As long as there are no transactions in an account and it is not set as a default nt for any
items, vendors or customers you can delete it from the Chart of Accounts Just select the accetint to delete
and click the “Delete” button in the “Maintain Chart of Accounts” window. Then click ; " to confirm that

you want to delete the selected account.

—

3.4- Adding Beginning Balances to Accounts: @

Peachtree can record account beginning balances in any period for Qnies that have no posted
transactions. After one or more transactions have been posted, Peachtr ords beginning balances as
prior period adjustments instead. To enter beginning balances for acc% ou must click the “Beginning
Balances” arrow button in the “Maintain Chart of Accounts” Window% a version of Peachtree prior to

2008. In Peachtree 2008:2012, simply click the “Account Beginning Balantes” button, instead.

Next, select the period for which you want to enter or e account balances in the “Select
Period” window. Usually, account beginning balances are entere he period previous to the first period
for which detailed transactions will be entered.

The “Chart of Accounts Beginning Balances” windowy lists each account. Depending on the type of
account, entries are entered into either the “Assets, Ex column, or the “Liabilities, Equity, Income”
column. Peachtree indicates which column you sh e by making the other column unavailable
(grayed-out). You then enter the beginning balance% ur company into the appropriate accounts under
the correct column. Ensure that you enter in all of inférmation necessary. If the “Trial Balance” shown at
the bottom of the “Chart of Accounts Beginning Egaes” window is not zero, then your books are out-of-
balance. If you click “OK” to set the balances wh ey are out of balance, an error message will appear
telling you that if you click “OK” on the err ge that the difference will be posted to the “Beginning
Balance Equity” to keep your books in bal@ace™This will allow you to enter and post transactions, but the
amount will appear on General Ledger Re @ and on the Balance Sheet until it is allocated to another
account.

A better idea would be to cli ‘Cancel” button on the error message to return to the “Chart of
Accounts Beginning Balances” win .JThen correct the accounting discrepancy. When the “Trial Balance”
is zero, you can then click “OK”(on Inue.

s\O

o
&Q
>
@
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3.5- Adding General Ledger Journal Entries: Qs I

You can post transactions to the General Journal to record transactions that are corded by
other journals. You can also use it to enter and edit account reconciliation adjustments. Y®&@ enter both
debits and credits in the “General Journal Entry” window to post a balanced transacti u must perform
“double-entry” and ensure that the credit and debit amounts are equal for the entir before you can
post the transaction. This then affects the account balances in the General Ledg view the “General
Journal Entry Window," select “Tasks| General Journal Entry...” from the Menu .

In the “General Journal Entry” window, you enter the “Date” of E: ustment, assign it a

“Reference” code which uniquely identifies the transaction on reports, enter t count No.” used for each
line of the transaction (and you can enter either the debit or the creg , and then enter a line
“Description.” Once the transaction is in balance, you can click the “Sav Q—x to save the transaction.

In addition to the standard buttons that are located at the top oe%e jndow which you can use to
“Open” old journal entries, “Save” entries and so forth; you also have Previous” and “Next” buttons at

the upper right corner of this (and several other) screen(s) begi in Peachtree 2004- which you can
click to cycle through the previous and next record entries.
# General Journal Entry = | B |
File Edit GoTo Window Help
(] ¥ =] ¥ - = =)
Cloze e Lizt Ege irﬁt D%ete H@gr A orts Help

Journal Entry [4][P]

Date: 2/28/11] g I I Regerse@nn
Reference: | FAD22007 | \
GL Account Descriptio . Debit Credit Job
54000 Depreciation Expense -0 2,814.14
17000 Depreciation Expense o7 420.80
17100 Depreciation Expense @? 437.89
17200 Depreciation Expénse - 02 2007 1,437.89
17300 Depreciation - 02 2007 64.57

Expegte - 02 2007 396.37
pense - 02 2007 56,62

17500 Deprecigtia
17600 Depredatio

,

Totals: 2,814.14 2,814.14

Out of Balance: 0.00
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3.6- Basic General Ledger Reports: QE ’

General Ledger Reports show the detail of transactions recorded by various joury account
number. To view the basic General Ledger reports, you select “Reports & Forms| General C&dger...” from
the Menu Bar. Note that in prior versions of Peachtree, the “Reports & Forms” comma%as simply called

“Reports.”

In the “Select a Report” window that appears, click on the type of Genera@er report that you
want to view from the list at the right. To preview the selected report, just click splay” (“Preview” in
Peachtree 2003-2007) button in the toolbar of the window. Note that Pea Complete Accounting
2007:2012 has added a few new reports to this report category.

Report Name: Shows: .‘ 2

Account Variance (2007:2012) Displays the actual amount, budget nt, Wariance amount and variance
percent for the accounts and perio@select.

Budget (2007:2012) Shows period and year to date b @ amounts.

Cash Account Register Lists all transactions affectj selected cash account, along with a running
balance.

Chart of Accounts Lists all account num@scriptions, and account types.

General Journal Lists all general % nsactions for the selected date range.

General Ledger Lists transacti each account for the selected accounting period. Shows
activityeanthbalance in each account.

General Ledger Trial Balance Lists t nt balance in each account, and also shows history for the
selegte counting period.

Transaction Detail (2008:2012) s all transactions that match your specified search criteria.

Working Trial Balance ListSthe accounts and their debit or credit balances.

2007:2012:

3.7- Entering Account

ad

Starting in Peachtree 2007, you can create budgets for both of the two open fiscal years, and also
for the two years immeﬁately prior to and following the two open fiscal years. In Peachtree Complete
Accounting, howev u may only have one budget per company file. You can either allocate individual
amounts per ac allocate a single amount to be distributed equally per period throughout the fiscal

year.

You cr our budget in the “Maintain Budgets” window, which you can access by selecting
“Maintain| Sk.” from the Menu Bar. Use the options in the “Account Filters” section to select the
accounts gvh budgets you wish to edit in the spreadsheet cells. You can then use the “View Fiscal Year”
drop-dowg select the desired budget year. You can then change the values shown in the budget
sp @ . If you prefer, you can also click the “Autofill” button in the toolbar to create values. These
valu an come from another open budget, or from the existing Peachtree data. Note that you will need to
click the “Save” button to save any changes that you make when you are finished.
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3.8- Entering Account Budgets- 2003:2006: Q

You can create budgets for each account for the two open fiscal years. You nter either
individual amounts per account or allocate a single amount to be distributed by period througheut the fiscal
year. You set up account budgets in the “Maintain Chart of Accounts” window. Here y ect the account
for which you'd like to create the budget. Then simply click the “Budgets” tab wher n either type in
the individual amounts here or enter an amount for the entire fiscal year and click Allocate” button to
have Peachtree evenly distribute the amount you entered per period. Once you e, you can click the
“Copy” button to copy the settings to the second fiscal year, if desired. Just ave” when you finish
setting the budget for the account to save your information. It is also impo to note that for accounts
which carry a “natural credit” as an increase to the account, that the amgQu entered into the period
window for budgeting purposes should be entered as negative amounts. 8 ﬁ example, if you are creating
a budget for an “income” account, then the budgeted amounts should bé&entered as negative values.

transactions which affect cash accounts in a checkbook-lik t, if you prefer. You can view the register
by selecting “Tasks| Account Register...” from the Men ere you can use the “Cash Account:” drop-
down to select which cash account to use. Then use L@N transactions for:” drop-down to select a date
range for which you would like to see the transactiom register.

To enter a transaction, click the “New” but i e window’s toolbar. In the next blank transaction
line, you type a transaction date or select one fro calendar drop-down. Then select whether this is a
“Payment” or a “Receipt.” Below that, enter rence” number (like a check number). Then use the
“Payee/Paid By” drop-down to select eithx dor or a customer, as appropriate. Then click into the
“Payment” or “Receipt” column and enter ount of the transaction. Then use the “GL Account” drop-
down to select to which GL account yo \@) apply the amount entered. If you need to split the amount

ey

3.9- Using the Cash Account Register: QO
Starting with Peachtree 2004, you have access to g@haac unt register that allows you to enter
or

between multiple GL accounts, then click the “Split” button in the “GL Accounts” drop-down to open the
split the transaction amount until the total amount has been

dispersed. Click “OK” to return to ain register screen, if needed. When you are finished, click the

“Split Transaction” window where @7
“Save” button to save the transagtion.

If you need to “drill dow&view the associated transaction entry screen and edit the transaction at
a later date, you can do . If you are using Peachtree 2007 through 2012, you can simply double-
click on the entry that yo& edit to open the receipt or payment in a separate window. You can then
edit and save the transactiondif you want. If you are using Peachtree 2004:2006, you can instead click the
“Edit” button at the farfnd of the transaction that you want to edit. That will launch the associated

transaction window 4 separate screen. You can make any editing changes that you need to there and
then save your o edit the transaction. Notice that you cannot “drill down” on some transactions like
the “reverse” pQii f a reversed general journal entry, a beginning balance transaction, opening balance
lines, or applie@»ayments for payments or receipts.

>
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SETTING THE DEFAULTS FOR THE GENERAL LEDGER:

USING THE GENERAL LEDGER \%_\’

=

Select “Maintain| General Ledger...” from the Menu Bar. Q
2. Select the rounding account for the general ledger by clicking the magnifying glass butto d selecting
the name of the account (usually “Retained Earnings”) from the list by double—clickir%

3. Click “OK” when you are finished selecting the rounding account. @
VIEWING THE “MAINTAIN CHART OF ACCOUNTS” WINDOW: %
1. Select “Maintain| Chart of Accounts...” from the Menu Bar. O

MAKING AN ACCOUNT IN THE CHART OF ACCOUNTS INACTIVE:A\ 2

2. Select the “Account ID:” of the account that you want to mak @ ive.

1. Select “Maintain| Chart of Accounts...” from the Menu Bar.
3. Click the “Inactive” checkbox, and be sure to save your change! the account.

RUNNING THE CHART OF ACCOUNTS REPORT: O:

4

1. Select “Reports & Forms (“Reports” in Peachtre%\ZOO?) | General Ledger...” from the Menu Bar.
2. Click on the “Chart of Accounts” in the Report Lj e right side of the window.
3. Click the “Display” (“Preview” in Peachtree 20 7) button in the window’s toolbar to preview the list

of accounts.
4. Click the “Print” button in the preview wi print the report.

ADDING ACCOUNTS TO THE CHAR& COUNTS:

1. Select “Maintain| Chart of Acco "4 from the Menu Bar.

2. Type an account id in the “Acco . text box.

3. Type a description of the ac%t in the “Description:” text box.

4. Select a type of account f drop-down arrow at the right end of the “Account Type:” box.

5. Click “Save” on the wi @oolbar to save your changes.

6. Click the “New” butto the window’s toolbar to bring up another blank account, and go back to step 2
above. Then repeat until you are finished entering all of your accounts. Note that starting in Peachtree
2008, you can no ply click the “Save & New” button to consolidate steps 5 and 6 in this process.

7. Click the “Clgse tton on the window’s toolbar to close the “Maintain Chart of Accounts” window.

ADDING OPE ALANCES TO ACCOUNTS IN THE CHART OF ACCOUNTS:

1. SelectMaintain| Chart of Accounts...” from the Menu Bar.

2. If usi rsion of Peachtree prior to 2008, click the gray arrow button for “Beginning Balances:” to
bri he “Select Period” window. If using Peachtree 2008 or later, click the “Account Beginning

alafges” button, instead, to open the same “Select Period” window.
(co
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USING THE GENERAL LEDGER N

ADDING OPENING BALANCES TO ACCOUNTS IN THE CHART OF ACCOUNTS- CONT.:

3. Select the period for which you would like to enter in the beginning balances This is usu e previous
period from the period in which the first transactions will be entered. Then click the “OK” n.

4. Enter any beginning balances for the accounts that had balances at the end of that@d into either the
“Assets, Expenses” column, or the “Liabilities, Equity, Income” column.

5. If the “Trial Balance” shown at the bottom is not zero, then your books are outiof-Balance. If you click
“OK” in the upper right corner, you will get an error message tellin this. Although not
recommended, if you click “OK” on the error message Peachtree will an adjustment to the
“Opening Balance Equity” account to keep your books in balance. Inste@g lick “Cancel” to the error
message and scroll through the values you just entered, looking for the ich you can then fix.

6. Click “OK” when your “Trial Balance” is zero.

ADDING GENERAL JOURNAL ENTRIES: 0

=

Select “Tasks| General Journal Entry...” from the Menu Bar. Q
2. Fill-in the “Date:” and the “Reference” code, and then e in thé»debits and credits for the transaction
entry into separate lines of the journal by typing in the{'Acéount No.," Description, and the “Debit” or
“Credit” amount.

Make sure your transactions balance or it will not

Click the “Save” button on the window’s toolbar I& e transaction.

kW

RUNNING BASIC GENERAL LEDGER REPO§D

In the “Select a Report or Form” wind iek on the icon for the type of report that you want to run.
Click the “Display” (“Preview” in Peaclhtr 003:2007) button to preview the report.
Click the “Print” button to print the shown in the preview window.

Select “Reports & Forms (“Reports” in Pxit e 2003:2007)| General Ledger...” from the Menu Bar.
2

N =

CREATING AN ACCOUNT BUDGET- 2007:2012:

Select “Maintain| Bud thm the Menu Bar.
Use the options in th& nt Filters” section at the top of the window to select the accounts whose

budgets you wish to edit irthe spreadsheet cells below.

You can then use try “View Fiscal Year” drop-down to select the year for which you want to view the
account budget

You can the the values in the cells shown in the budget spreadsheet.

= Q

4. Click the™Autofill” button in the toolbar to use a wizard to fill in budget values. These values can come
fro% er open budget, or from the existing Peachtree data. You can also select the periods to copy

o] the periods to copy to using the wizard, as well.
5. Cligk the “Save” button to save any changes that you make.

w dE

»
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CREATING AN ACCOUNT BUDGET- 2003:2006:

USING THE GENERAL LEDGER ,é\,_

Select “Maintain| Chart of Accounts...” from the Menu Bar. o
Use the “Account ID:” drop-down to select the account that you'd like to set the budget for.

Click the “Budgets” tab.

You can enter an amount for each period in the two open fiscal years, or you can amount for the
fiscal year in the text box next to the “Allocate” button and then click the “Allo "fbutton to distribute

that amount evenly in that year.
You can click the “Copy” button to copy the setting from year one to year th:

hwbdbpPE

o o

Click “Save” to save the budget.

USING THE CASH ACCOUNT REGISTER: &

Select “Tasks| Account Register...” from the Menu Bar.
Use the “Cash Account:” drop-down to select which cash accw use.

=

w N

Then use the “Show transactions for:” drop-down to select a nge for which you would like to see

the transactions.
To enter a transaction, click the “New” button in the winc@)lbar.
b

Enter a date by typing or using the calendar drop-do lank transaction line.
Select whether this is a “Payment” or a “Receipt.” \0
Below that, enter a “Reference” number (like a C&Nlmber).
Then use the “Payee/Paid By” drop-down to se er a vendor or a customer, as appropriate.
Click into the “Payment” or “Receipt” column a er the amount of the transaction.
0. Use the “GL Account” drop-down to select wh ccount to apply the amount. If you need to split the
amount between multiple accounts, then'eli e “Split” button in the “GL Accounts” drop-down to open
the “Split Transaction” window. Here y@ plit the transaction amount until the total amount has
but

been dispersed. Then click “OK” to rettr, the main register screen, if needed.
11. When you are finished, click the “Savet
s

H©O©o~No O~

ton to save the transaction.
12. If you need to “drill down” to edit saction at a later date, click the “Edit” button at the far end of
the transaction that you want to .

changes that you need to théxe and then save your changes to edit the transaction.

s\O

o
&Q
>
@

13. That will launch the associagra saction window in a separate screen. You can make any editing
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STARTING ACCOUNTS RECEIVABLE .

4.1- Setting Up the Accounts Receivable Defaults: Q

Your Accounts Receivable monitors the amounts of goods and services you’ve soustomers.
When you post to Accounts Receivable, it updates the journal and posts it to the General Le@iger. The first
part of setting up your company’s Accounts Receivables was done when the “Cust Defaults” were
created. In the customer defaults, you have set standard customer terms, invoice nd more. Once
that is done, you can then turn to adding customers to your customer list.

4.2- Adding Customers:

When you add new customer records, they have their default j
settings in your “Customer Defaults.” You can change this information in
you enter the information that is unique to each customer. When y(@

tion set up to match the
cific record, if needed. Then
customers, it is through the
“Maintain Customers/Prospects” window. You can access tQhis "window by choosing “Maintain|
Customers/Prospects...” from the Menu Bar.

The top of the “Maintain Customers/Prospects” window text fields and two checkboxes. The
first text field is the “Customer ID.” This is the code that you use to@giquely identify your customers. There
is also the “Name” of the customer. This is the name that yo t to show on reports and invoices.

The two checkboxes are “Prospect” and “Inactive spect” is the checkbox that you check if the
customer is a prospective customer. You might chegk r a customer for whom you have created an
estimate, but have not yet performed any actual w oicing. You cannot invoice a “prospect,” so be

aware of that if you use this feature. They become customers when you clear this box. “Inactive” is
the check box that you check to make a customer ve.
The “General” tab contains basic custo g and contact information. In Peachtree 2006-2007,

if the billing and primary shipping addre rejthe same, you can simply click the “Copy to Ship to
Address 1” button to save yourself the wo:xu ering the same data twice. In versions of Peachtree prior
to Peachtree 2008, you could also select ing address number from the address drop-down and click

the “Copy from Bill to Address” button to ourself work.

In Peachtree 2008:2010, you e “Addresses” tab and then use the “Copy Billing Address to:”
drop-down to select which shipping ss to copy the billing information into. Then click the “Copy” button
to copy the data. You can also enter iple shipping addresses into the shipping address lines provided in

the “Addresses” tab, as well.
The “Addresses” tab js

aced by the “Contacts” tab starting in Peachtree 2011, which allows you
to record this same type @f,i mation for multiple contacts at a single company. To create a new contact,
click the “New Contact” b . You can then enter the contact information into the fields that are shown. If
you wish to enter a new, address for the selected contact, click the “Edit Addresses” button to open the

“Contact Addresses” ow. Here you can enter the various addresses used by the company. When you
are finished, cligk %)K” button. You can then select an address for the current contact from the
“‘Addresses:” on the “Contacts” tab. When you have finished editing the contact's information,
just click the © ontact” button to save the contact’s information. Also, you can select a contact from

the “Select t:” drop-down and click the “Delete Contact” button to delete a contact that you will no

tRat some contacts are needed by Peachtree and cannot be deleted, such as the primary

ing to the “General” tab- note that this tab is also where you assign customers their tax codes
usi ales Tax” drop-down. You will need to assign one tax code for each “Ship To:” address you
e%te that you will investigate creating tax codes in the later chapter on sales tax. You can type your
own tom “Customer Type” into the text box of the same name. This is then used as a filter for reporting
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\’
4.2- Adding Customers (cont.): QE

and finance charge purposes. You also enter contact information such as the phone ber, emalil
address, and fax number. If available, enter the customer’s web site address into the “Web Si OX.

If using Peachtree 2003:2007, you can also click the gray arrow for “Beginnin ances” to enter
the outstanding invoices and amounts that they owed you as of the company file’s 2 ate.” Starting in
Peachtree 2008, you can perform this task by clicking the “History” tab and the cking the “Customer

Beginning Balances” button.

Back on the “General” tab, notice that once you have created a custo%d have invoiced them
for goods or services, you can view the current amount of their receivablés balance. To see the list of
invoices which make up the current balance, click the arrow button next tQ urrent Balance” displayed
if using Peachtree 2003:2007. If you are using Peachtree 2008 or later, | k the actual balance amount
shown in this tab order to retrieve the same information.

On the “Sales Info” tab (“Sales Defaults” in Peachtree 2003:20Q7); you enter sales information for
the customer record. This tab shows sales reps, shipping methods, Peicing levels, and the General Ledger
sales account used by the customer. The “Sales Rep” field is Ies representative for that customer.
The “GL Sales Account” is the default General Ledger income aegount which most transactions for this
customer will fall under. This, of course, can also be set o@r-transaction level, if needed. The “Open

P.O. # field is used for customers that have an open purchase order with your company. The “Ship Via”
field is used to select the default shipper used for thi§c .@ er. This is a field that you can always change
at the time of sale as well. The “Resale Number” field i ed to record the tax id number of customers that

purchase items for resale. The “Pricing Level” field d to indicate the pricing level for the customer.
This can always be changed during invoicing as arting in Peachtree 2004, you can select how the
customer prefers forms sent to them by choosi r the “Paper Form” or “Email” option buttons in the
“Form Delivery Options” section. When yo int Bulk forms, like “Statements,” from the “Select a Report”
window this choice determines whether the be displayed for printing or automatically e-mailed.

In Peachtree 2005:2007 you have Jerms and Credit" tab, which lets you set specific terms for

this customer that override the standardite set in the “Customer Defaults” window. In Peachtree 2004,
these options were found on the “SalAfault” tab. They were changed by clicking the gray arrow button
to set specific terms via the “Custo Terms” dialog box. If the customer will not be using the “standard
terms,” you can uncheck the “Use%dard Terms and Credit” checkbox. You can then set the specific
terms for the customer using thefoptions available.

Starting in Peachtree you now set specific terms for the customer that override your standard
terms by clicking the “P Credit” tab, first. Then, in the “Terms and Credit” section, use the drop-
down to select the “Custa& rms for this customer” choice. You can then specify the specific terms for
this customer only in the section below.

The “Payment &ﬁredit” tab in Peachtree 2008 and later also contains the same options found on
the “Payment Defa b in Peachtree 2003:2007. This tab lets you store payment information used for
customer receipt pay most frequently by credit card, you can fill-in the “Cardholder's Name” field
with the name credit card used for purchases. You can also type in the “Address,” which will fill-in
the “Billing " information automatically. You can also enter in the “Credit Card Number” used for
purchases alo the “Expiration Date:.”
eceipt Settings” section you can specify the default payment settings for the selected
e checkbox for “Use payment method and cash account from last saved receipt” (“Use receipt

custo
wi ngs” in Peachtree 2003:2007) is checked, the “Payment Method” and “Cash Account” fields in
the & eipts” windows default to the values of the last saved receipt. Clear this checkbox to set up a

de ayment Method” and “Cash Account” used for the customer’s payments.
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4.2- Adding Customers (cont): Q

In Peachtree 2003:2007, the “Custom Fields” tab contains the custom fields set up@ customer

defaults window. You can enter the specific information for the customer record here.
2008:2012, these fields are located on the “General” tab, instead.

The “History” tab shows you sales, receipts, last invoice, and payment infor
every time you enter a transaction for a customer. You can enter historical informati
customer. This information will then be automatically updated by Peachtree. Not
also not be changed once the record had been saved in versions of Peachtree

2008.

Peachtree

his is updated
en creating a new
is information could

File Edit GoTo Window Help
@Close ‘T_]I\Iew QList §a1.re éJSave&New %Delete Change ID EEgent L

J?‘ Maintain Customers/Prospects | —— E‘E&J
0 Leas (| Reports ~

Maintain Customers

*Customer 1D: | E E] [ p

MName: |:| Inactive

General | Contacts | History | Sales Infao Pament&Credit|

Bill-to contact: gg_s_t_g_n]!:_r_ | -

Account number: T; I: =
Billing address: T%:
@ Fax:

E-mail:

City, 5T, Zip: 0
Country: \ Web site:
Sales tax: | - @
Copy to Ship Address l] :

Customizable Fields

1. Sales Contact @ 4. Qtrly Mailing?

2. Lawn Care Srvc? 5. Referral

3. Monthly Bervi
Customize these fields for your business

Bl=

.
S

%‘b
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4.3- Adding Beginning Balances for Customers: Q

The customer’s “Beginning Balances” are the invoices that were outstanding as of tte that you
began using Peachtree. The total balance of the “Accounts Receivable” account in the eral Ledger
should equal the total amount of all customer beginning balances- as long as no ot nsactions have
been made.

To enter customer beginning balances in Peachtree 2008 and later, click th tory” tab and then
click the “Customer Beginning Balances” button to launch the “Customer Beginni nces” window.

If you are using Peachtree 2003:2007 to enter customer beginning balan€€s jclick the “General”’ tab
and then click the gray “Beginning Balances:” arrow to launch the “Customer @ ning Balances” window.

On the “Customer Balances” tab, you will view your list of customegssaire@dy entered. To adjust the
balance of a customer, double-click on their name in this list. This you to the “Invoices for:
(customer name)” tab to the left of the “Customer Balances” tab. On the
you enter the information for each outstanding invoice as of the start da
invoice number, the invoice date, the purchase order number (if applicable), the invoice amount, and the
“A/R Account” to which the invoice’s amount was posted. Thi d will be unavailable if you are using
“Cash” accounting. At the bottom of this window you can see th€ “Account Balance,” the “Number of
Transactions,” and the “Current Accounts Receivable Balancé®

Click the “Save” button when you have finished ente@)ur customer beginning balances to return

e Of the company file. You input the

to the “Maintain Customers/Prospects” window. @
4.4- Setting Statement and Invoice Defaults:
You should set the defaults used for @mer statements and invoices. You can access this

information by choosing “Maintain| Default on| Statement/Invoices...” from the Menu Bar. This will
bring up the “Statement/Invoices Defaults’, w where you can change these settings before sending

customer invoices and statements. In t dow, there are two tabs: “Statement Print Options” and
“Dunning Messages.”

On the “Statement Print Optig , select the options that must be met for a customer to receive a
statement. You can also decide if t pany information will print on the statements and invoices.

On the “Dunning Messages , you can enter dunning messages to print on statements and
invoices. You can enter one duﬁg message for each category listed. If a customer has multiple overdue
invoices, Peachtree prints th INg message applicable to the oldest overdue invoice.

4.5- Sales Orders and Invoicing:

Sales Order
immediately. Th

forms used when a customer agrees to buy goods or services that aren’t shipped
Orders” window allows for partial orders to be shipped and backorders to be
tracked. Using dow, items can be shipped from inventory as they become available. To bring up this
window, sele s| Quotes/Sales Orders| Sales Orders...” from the Menu Bar.

The S voicing” form, however, is used to enter invoices and/or ship items entered into sales
orders. ikesthe sales orders, invoices actually affect the “accounts receivable.” To view your customer

invoice@ t “Tasks| Sales/Invoicing...” from the Menu Bar.
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4.6- The Sales Orders Window: Q

The “Sales Orders” window is used to enter amounts of goods or services that the er agrees
to buy, but which are not shipped and invoiced immediately. Remember, entering sales oféi€rs does not
impact the amounts in the “accounts receivable” general ledger account.

 Sales Orders
File Edit GoTo Window Help
o H o Ty = = E
@ O [ - &6 X B. B B # . [
Cloge MHew List Save ﬁt T E-mal Delete F|owv MHote  Joumal  Ewent La'y'outv Re
Customer 0: [TEEN] =] rder (€] [¥]
B|Ilb3:l't41;|;gypi(;§|;1so1::'ﬁc£§2d Ship to: | picole Mekay |v D8e: | Mar 14, 2011 : I
Atlanta, GA 30344 Clear = | McKay Construction by:| Mar 14, 2011
4556 Piedmont Road 50 No.:| 10353
Address 2 [] close so ] Crop ship
Atlanta |G.-5. | 3
Customer PO Ship via Terms I
None ||| 2% 10, Net 30 Days [cswmmon  [Q]
Quantity Shipped Item Description jce  Tax Amount Job
5.00 AVRY-10050-LG-PY Prefabricated BirdhouseLarge 79.99( 1 399,95
Customer Account as of Mar 14, 2011 m Sales tax: 28.00 | GAFULTON | O
Balance: 4,452.82 Freight: 0.00
Credit limit: 50,000.00 E <
Credit status: Notify Over Limit Sales order total: 427.95
B 2 "

Start by selecting the “Customeu f the customer for whom you are creating the sales order.
Then enter the “SO No.,” which is th order number assigned to the transaction. You will also enter
the sales order “Date:” and the “Shi@’ date. You will also see the billing address of the customer appear
in the form. If the billing address is ent from the shipping address, you can enter the shipping address
here, as well. You may also notice a small check box for “Close SO.” You can check this box to manually

close a sales order, if neede rwise, it will automatically check itself when all items from a sales order
are shipped and invoiced hat, the “Customer PO,” “Ship Via,” “Terms,” and “Sales Rep ID” assigned
to the customer record sh all appear. You can use the “A/R Account” drop-down, if displayed, to select

which account the sales&rder will debit when the items are shipped.

Next, fill-in theJlide item area below with the information about your items sold. The “Quantity” field
indicates how ar% ordered. The “Shipped” field indicates how many were shipped on previous
invoices. The “ltem d shows the “ltem ID” of inventory items, if used. The “Description” shows the

associated de ion for the selected item or you can also type a line item description, if needed. The “GL
Account” fie played, shows the associated income account affected by the sale of that line item.
When ord not in inventory, it will be the customer’s default “sales” account. It can be changed, if
needed.

so need to check and/or set the “Unit Price,” “Tax,” and “Amount” for each line item. You also
e t ount freight and set the tax amount. The sales order’s total will appear as the “Sales Order
T%Id. Starting in 2005, the Customer Account information appears in the lower left corner. This box
will the selected customer’s balance, credit limit, and credit status as of the current date.
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4.7- The Sales/Invoicing Window: Q

The “Sales/Invoicing” window is used to create customer invoices for items which y e shipped
or services you have provided. Remember that invoices do impact the amount in “accounts re€€ivable.”

# Sales/Invoicing
File Edit GeToc Window Help
i (I Ty = = =t B =
fH B HJH:8: 6 -ulzlplileﬁmg
Close  Mew  List T Save T Print T E-mail Delet; Ship v Maote  Journal  Ewvent Lay.fc-ulzv Heport; A
Customer ID: [ EUMMINGS [&]
Bill to: Cummings Construction Ship 01| Betty Cummings
4735 Sateliite Road - -
Duluth, GA 30033 Clear = Cummings Construction
4785 Satelite Road
Address Line 2
UNPAID Duluth | GA | 30093
Customer PO ship via Ship date Terms Sales rep
| | None |~ [E] 2% 10, Net 30 Days o
Apply to Sales Order No.: | 10314 v| | Aoply to 5ales: 129.99 ]
Item Remaining Shipped Description Unit Price  Tax Amount Job
TOOL-35010 1.00 1.00 | Garden Hand Tool Kit N 3999 1 39.99
SOIL-34130 2.00 Peat Moss - Sphagnum Co pvr H bic fe 9,99 1 SHARP
SEFL-31140 6.00 Bell-Gro Marigold Seeds: R G 0,99 1 SHARP
Apply_ tickets/expenses Sales tax: 10.20 | GAGWINN |G
Freight: 0.00
Customer Account as of Mar 13, 2011 ther applied credits 0.00 180.18 Invoice total
Balance: 3,680.87
Credit limit; ~ 50,000.00 Amount paid at sale 0.00 180,18 Met due
Credit status: Always Hold m
The invoice window is very r in appearance to the sales order window. But there are two tabs

here which do not appear in the “S Orders” window: the “Apply to Sales Order” tab and the “Apply to
Sales” tab. The “Apply to Salew is where you place items and services that you are selling directly to
the customers, without usinghe%Sales Orders” window. It is similar to the “Sales Orders” window’s line-
item area. You just enter s that you are selling and the amounts. The “Apply to Sales Order #” tab
allows you to ship selecta% S from a chosen sales order to the customer. Use the drop-down on this tab
to select from which sales order you want to ship items. Those items will then appear in the tab’s line item
area. You simply inp hﬂv many of each of the listed items you will be shipping and billing.

At the bog tor@we window, you can check the tax code of the customer to make sure that it is set
correctly, and yox ange it if itisn’t. You can also enter in the “Freight:” amount, if needed. Remember
that the amou you input into this box are associated with the expense account that you set for
“freight” in t QDefaults” window. You can also use “Freight” as a individual line item within the line
item area ice if having only one freight account is inadequate for your business needs.
in Peachtree 2005 is the “Customer Account” information in the lower left corner. Once a
custo is selected, this area shows their receivable balance, credit limit, and credit status as of the
@- Clicking the right-pointing arrow in this area will show you a report on the selected customer.
en you are done creating your invoice, click the “Save” on the toolbar at the top of the
“Salgs#ihvoicing” window to save the transaction.
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4.7- The Sales/Invoicing Window (cont.): Q

There are a few ways in which you can print the invoices which you have ed in the
“Sales/Invoicing” window. If you do not intend to print the invoices in Peachtree, but simply ‘€fter them for
accounting purposes, then you can type the actual invoice number assigned to the iny, into the “Invoice
No.:” text box in the upper right corner of the sales form and simply save the form. then be able to
receive payments against the invoice in the “Receipts” window at a later point in tim

If you do wish to print invoices entered into Peachtree, then you will n
into the form. Instead, you must first decide if you want to print just one invoice
of invoices. If you want to print just one invoice at a time, you can display the e which you wish to print
in the “Sales/Invoicing” window, and then click the “Print” button in the too e top of the window. You
can then print the selected invoice using the form you select, and als n the invoice number while
printing the invoice.

However, if you wish to print a batch of invoices, you shou t create and save the invoices
without assigning them an invoice number. The procedure then ch s, depending upon the version of

an invoice number
u wish to print a batch

Peachtree that you are using. If using Peachtree 2008:2012, select “Reports & Forms| Accounts
Receivable...” from the Menu Bar to open the “Select a Report orm” window. Here you will click the
“Forms” tab in the upper left corner of the window to di the forms associated with the “Accounts
Receivable” category. Ensure that the “Invoices and Packi lips” choice is selected from the “Form
Types” scrollable list in the upper left corner of the win en select the desired type of invoice to use
from the choices shown in the “Forms:” list below t an then click the “Preview and Print” button at
the right side of the window, below the preview of th isplayed, in order to open a separate dialog box
where you can set the criteria that will be used t ide which invoices to print. Note that after changing
any criteria that appear at the left side of this wi , you may need to click the “Refresh List” button to
refresh the listing of invoices to print- whic %appear at the right side of this window. Once you see
the desired batch of invoices to print in thisN can then click the “Print/E-mail” button to print them.

If you are using Peachtree 2003:2%) print a batch of invoices, then choose “Reports| Accounts
Receivable...” from the Menu Bar to lau “Select a Report” window. Scroll down through the entries in
the “Report List:” until you find the “Invei Pkg. Slips” folder. Click on this folder once to display a listing of
the available printed invoice forma; ick on the name of the invoice form which you would like to print
from this list, and then click the “P@utton in the toolbar at the top of the “Select a Report” window to
launch a dialog box where youyfctan set the desired printing options for the invoice. Select the “Unprinted
Invoices” option in the upper L&ner of the dialog box and then type the number of the first invoice to be
printed into the “First Invgic ber:” text box. You can also select the final date for which you would like
any unprinted invoices to ted from the “Last date for which invoices will print:” date drop-down. Use
the available filters in the “Filter Range:” section to apply any additional filters which you would like to use
for printing the invoices.When you are ready, click “OK” to print the selected batch of invoices.

%
§
>
@
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4.8- The Receipts Window: Q

The “Receipts” window is used to enter cash sales and deposits without invoices. I@?o used to
apply payments to customer invoices. When you select a “Customer ID” in the “Receip indow, all
unpaid invoices for the chosen customer appear. You can enter payments for the e amount due, or
partial payments. You can also apply credit memos and prepayments to invoices |

To access the “Receipts” window, you select “Tasks| Receipts...” from the
up a smaller window the first time you do this which prompts you to select a ca
receipts. Select the account you wish to use from the drop-down of cash accg
“OK” to view the “Receipts” window.

Bar. This will bring
unt to use for these
oices, and then click

B Receipts &
File Edit GoTo Window Help

= = <

Fiint

Close Mew List Sae

5 X B. A @ )
<_| = b 1 il
E-mall  Delete Fiowv Journal - Event F!eport! Attdink

Receipt EI EI
Deposit Ticket ID: | 0314071 Reference: Cash Account
_ Receipt Mumber: | 102 Regular Checking Account VI
Customer ID |8 C
s = &l g
Leigh Ellen's Bird Sanctuary
Cash Account Balance
| | Uncalculated ﬂ
\pply to Invoices: IApplybu [ Prepayment
Quantity Item Unit Price  Tax Amount Job
150.00 | AVRY-10140 Thistle Bird Seed Mix 6 |b. B m A 19.99| 1 2,998.50

Maximize: your results with help from Peachtree ex
If you elected to assign the “Depa'taket ID” in the “Receipts” window when you set the “Customer

Defaults,” then at the top of this scr the “Deposit Ticket ID:” field. Whatever code you enter here
(which is the date, by default) grou@ amount of the receipt with any other receipts that share the same
code when you select deposits in th ccount Reconciliation” screen. If you elected to use the “Select for
Deposit” window to assign “D%it Ticket ID” values, then this field will not be available to you in the
“Receipts” window.

Next, select eith er ID” or “Vendor ID:” from the drop-down field of the same name and
then select the specific custager ID (or possibly vendor ID) from the drop-down box to the right of the first
drop-down. To enter a receipt for a customer who is not in your customer list, leave this field blank and
instead type the cus r's name as you would like it to appear on the receipt into the “Name:” field. One
reason you are gbl hoose a “Vendor ID” in the “Receipts” window is to deposit a vendor refund into

“

your selected cas unt.
er a reference code for the transaction into the “Reference:” text box. This is typically

You c

where you enter the check number used, if the customer is making a payment by check. You can,
however, y ‘code which you would like into this text box. You enter the receipt number into the
“Receipt er:” text box, if you will not be printing the form. Otherwise, leave it blank to assign the
receip r while printing. You can then enter the date that the payment was received into the “Date:”
t 0X assign the date using the calendar drop-down in that text box, if you prefer. You can then set
t%od of payment used by the receipt in the “Payment Method:” drop-down.

otice that there is also a “Process Credit Card” button. You can click on this button to open up a
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4.8- The Receipts Window (cont.): Q

window into which you can enter the customer’s credit card information. You can use this tess credit

cards through Peachtree if you sign up for their credit card processing service. Starting in P tree 2006,
you can also select the “Use credit card swipe” checkbox if you are using a compatibl dit card swiping
terminal with your point-of-sales equipment. The balance of the selected cash acc Il display in the
“Cash Account Balance:” field. If it says “Uncalculated” in the “Cash Account e” field, click the

recalculate button ($) to the right of that field to display the correct total balance.
At the bottom of the “Receipts” window, you would select the “Apply to R es” tab to enter items
purchased that are not associated with any outstanding invoices. When a cus

@ without open invoices is
selected, this tab automatically comes forward over the other tab. Custem

eposits made in advance

X.

You would select the “Apply to Invoices” tab to receive payme ainst open customer invoices.
This tab will automatically appear with customers that have one or mo Ben invoices. On this tab you will
see the invoice, the due date, and the amount due. You can e escription for each invoice in the
“description” field, if desired. If the customer qualifies for a dis the amount will display here as well.
You can change it, if needed. You also enter in the “Amount Paid¥on the invoice for partial payments or
you can just check the “Pay:” checkbox to take the full amou e.

If you had selected a “Vendor ID” on a receipt, the ‘%to Vendor Account” tab appears. You can
use this to record vendor refund amounts. When you are ed, you can click “Save” to save the receipt.

4.9- Statements and Finance Charges:

You may want to assess finance charg (klccounts with overdue balances. To apply finance
charges, select “Tasks| Finance Charge... e Menu Bar. This will bring up the “Calculate Finance
Charges” window to select the customer &e of customers for whom the finance charges should be
calculated. You should also enter the d \?bﬁnance charges will be applied. If you only want to charge
finance charges to a single customer, s hem from the “Starting Customer:” drop-down box and then
click the “Starting Customer Only” b =H you specify more than a single customer, then click the “OK”
button when you are done.

When you click either button,*the “Apply Finance Charges” window will appear. Here is where we
can set options for assessing f%e charges and also setting up our reporting options. Under the “Apply
Finance Charges” section, “Yes” option to apply the finance charges immediately. To preview a
listing of the customers mceive finance charges without applying them, click the “No” option.

Under the “Print Caleulation Sheet” section, select the “Yes” option to print a “Finance Charges”
report listing finance charge amounts and invoice fees used in calculating charges. Select the “No” option if
you do not want to prigt‘this report. If you want to print the report, then in the “Report Destination” section,

select whether t rf should be viewed in a preview “Screen,” or sent directly to the “Printer.” Click “OK”
when you have e options that you want.

Next, t ance Charge Report Selection” window opens. It presents additional reporting options.
Under the “ Style” section, select either “Summary” which shows customer balances, or “Detail”
which shoyfSyinvoices for each customer balance. You can then select the sorting order under the “Report

Order” settion for the report. Click “OK” when you are done here to view the report. If you also chose to
apply %e charges, those charges are created as well. Each one is an invoice. These invoices have a

umber with the prefix “FC” and can be edited or deleted by selecting “Tasks| Sales/Invoicing...”
?@Menu Bar.

o0 print statements in Peachtree 2008 through 2009, select “Reports & Forms| Accounts
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4.9- Statements and Finance Charges (cont.): Q

Receivable...” from the Menu Bar in order to open the “Select a Report or Form” window. C@\e ‘Forms”

tab, and then select the “Customer Statements” choice from the “Form Types:” scrollable li ext, select
either the “Statement,” “Statement Continuous” or “Statement Preprinted” statement Then click the
“Preview and Print” button to preview the selected statement. Doing this will launch eview and Print
Customer Statements” window. The settings here will coincide with the stateme aults that you set,
although you can change them, if needed. When you are ready print the sel atements, click the

“Print/E-mail” button.

Doing this WI|| launch the “STATEMENT” preV|eW options WlndOW he settlngs here will coincide with your
statement defaults that you set, although you can change , if needed. When you are ready to print,
click the “Print” button on the toolbar to print the statements.

O
4.10- Selecting Deposits: \\

If you elected to use the “Select for Dep indow to assign “Deposit Ticket ID” values, then in
the “Select for Deposit” screen you can combin amounts of the various customer receipts which you
have received into a single deposit amount W gle deposit ticket ID. This can greatly reduce the stress
of reconciling your bank statement with the*}le receipt amounts individually posted in Peachtree.

To access the “Select for Deposit™ n, select “Tasks| “Select for Deposit...” from the Menu Bar.
Use the “Account ID:” drop-down to sel e cash account within which you want to group the amounts
received from the “Receipts” windo he “Deposit Ticket Date:” calendar drop-down to set the date of
the deposit. In the “Deposit Ticket xt box enter the desired deposit ticket ID which you would like to
use for the total amount of the deposit'when you are reconciling the selected account in the future. Then
just click the “Deposit” checkb t the right end of each line item amount which you received to mark it as
being a member of the d{ e total will display at the bottom of the screen. When you are ready to

I

t

save the deposit with the ticket ID, click the “Save” button in the toolbar at the top of the window.

4.11- Changing aR odl ID
You can\@the record IDs that you assigned to various records in Peachtree, such as the

“Customer,” “V ,rand “Employee” records to change the reference codes assigned to them. Starting in

Peachtree u can also use this same feature to change the IDs assigned to general ledger

accounts,
Todchange a record’s ID assignment, open the “Maintain” window for the selected record type (like

“Maint rt of Accounts”) and display the record whose ID you wish to change. Then just click the

“ n button to assign the item a new ID code in the window that appears. Click “OK” after entering

e

&

t ID code. Note that if you do this, all transactions associated with the old code will change to reflect
t code- both old and new transactions.
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=

Select “Maintain| Customers/Prospects...” from the Menu Bar to launch the “Maintain O
Customers/Prospects” window.

2. If needed, click the “New” button in the toolbar at the top of the window. %

3. Type a new customer id code into the “Customer ID:” field, and press “Enter” on board.

4. Click into the “Name:” field and type a name for this new customer.

5. Ifthe customer is a prospective customer who hasn’t yet made purchases, y ick the
“Prospective” check box.

6. Click the “General’ tab, if needed. O

7. Inthe “General” tab, enter the contact name into the “Contact:” field.

8. You can enter an account number assigned to this customer into the “nt Number:” box, if needed.

9. Enter the billing address in the “Billing Address” fields available. \

10. Fill in the “City, ST, Zip:” and “Country:” fields for the billing address?

11. Select a default sales tax code to apply to this customer’s sale e “Sales Tax:” drop-down, if

needed.

12. To copy the billing information that you have just entered into t hip Address 1” fields that appear on
the “Contacts” tab (“Addresses” tab in Peachtree 2008:2 simply click the “Copy to Ship Address 1”
button in the “General” tab. ¢

13. You can enter a customer type in the “Customer Typ i

14. Type the main and secondary phone numbers into lephone 1:” and “Telephone 2:” fields.

15. Type the fax number in the “Fax:” field. r\'

16. Type the email address for the customer into t ail:” field.

17. Type the web site address for the company i: “‘Web Site:” text box, if desired.

18. In the “Customizable Fields” section, enfer«atajinto the custom fields that you defined when you set up
the “Customer Defaults” for the compan

19. Click the “Contacts” tab (“Addresses” t eachtree 2008:2010).
20. Starting in Peachtree 2011, you can éreatg’a new contact on the “Contacts” tab, if desired, by clicking
the “New Contact” button at the b f the tab. You can then enter the name and address information

for the new contact. Then click t ave Contact” button when you are finished. You can also select a
contact to delete from the “Selemntact:” drop-down and then click the “Delete Contact” button to
delete the selected contact. )ote that some contacts, such as the billing contact, cannot be deleted.

21. Starting in Peachtree 201 lsyOu, can also enter multiple addresses for a selected contact by clicking the
“Edit Addresses” buttgn t @ n the “Edit Addresses” window. Here you can enter as many addresses

led €ontact. Then click the “OK” button when you are finished.

22. If using Peachtree 2008:2010, you can copy the information from the customer’s billing address into any
selected shipping adﬁess on the “Addresses” tab. To do this, use the “Copy Billing Address to” drop-
down to select tf @: esired shipping address to copy the data into. Then click the “Copy” button to copy

it. You can a ek’ Iinto the fields shown next to any shipping address row, and then manually enter
the new shi formation.
23. Click the “ " tab.

24. Ifthe c as historical transactions not recorded in Peachtree, you can enter them here.
ill update this tab automatically.

ales Info” tab.

25. Clicksih
ZBj& , you can enter the name of the default sales rep to assign to this customer from the “Sales
i drop-down.

t)
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ADDING A NEW CUSTOMER- 2008:2012 (CONT.): Q

27. Select the default general ledger Income account number to associate with sales to this @mer from
the “GL Sales Account:” field’s drop-down.

28. If your customer provides you with an open purchase order number, you can type it%he “Open P.O.
Number:” field.

29. Select the customer’s default method of shipping from the “Ship Via:” field.

30. If needed, you can enter the resale number of this customer into the “Resale ” field.

31. If needed, you can select a default pricing level for this customer from the “P. evel:” drop-down.

32. In the “Form Options” section, you can indicate whether to batch e-mail or: this customer’s forms.

33. Click the “Payment & Credit” tab. Here you can set the default paymen fault customer terms that
this customer will receive.

34. For customers who pay regularly by credit card you can enter in the
(which is usually the same as the “Bill to Address” field) “City, State ’
Number:,” and “Expiration Date:” into the fields available in the “Credit Card Information” section.

35. In the “Receipt Settings” section, check the “Use payment me @ and cash account from last saved
receipt” check box to use the previous settings of the customer'Siast receipt for their next receipt. If you
want to permanently set this information, click this checm clear it, and then set a default “Payment

ei
t

Method:” and “Cash Account:” to use for this customer’s ts.

36. If you need to override your accounts receivable def his specific customer, use the “Terms and
Credit” drop-down to select the “Customize term ki ustomer” option. You will then be able to set
the specific default terms for this customer by changingthe options that will then appear.

37. Click the “Save” button at the top of this windo ve the customer’s information, but leave the same
record displayed. You can click the “Save & utton to save the record and then start a new record.

ADDING A NEW CUSTOMER- 2003:2007;

L

Select “Maintain| Customers/ProspecE&om the Menu Bar to launch the “Maintain
Customers/Prospects” window.

2. If needed, click the “New” buttor@e toolbar at the top of the window.

3. Type a new customer id code into'tie “Customer ID:” field, and press “Enter” on your keyboard.
4. Click into the “Name:” field @pe a name for this new customer.

5. If the customer is a pros ustomer who hasn’t yet made purchases, you can click the
“Prospective” check k@

6. Click the “General” tab, ifgeeded.

7. Inthe “General” tab, enter the contact name into the “Contact:” field.

8. Select the “Bill t gg—)ss” from the drop-down below the “Contact:” field.

9. Fill'in the “Ad r@‘City, ST Zip:,” and “Country:,” fields for the “Bill to Address.”

10. You can fill in U0 nine additional addresses for shipping by repeating steps 8 and 9 above, but
selecting ei Address 1,” “Address 2,” etc... (“Ship to Address 1,” “Ship to Address 2,” etc. in
Peachtr

can cli e *Copy from Bill to Address” button.
11.You enter a customer type in the “Customer Type:” field.
12. Ty% ain phone number in the “Telephone 1:” field, and the secondary number in the “Telephone
:” field.
1 pg the fax number in the “Fax:” field.
t.)
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ADDING A NEW CUSTOMER- 2003:2007 (CONT.): Q

14. Type the email address for the customer into the “E-mail:” field. O
15. Type the web site address for the company into the “Web Site:” text box, if desired.

16. Click the “Sales Default” tab.

17. Type in the General Ledger Account Number for sales from this customer into the les Acct:” field.
18. If your customer provides you with an open purchase order number, you can type it'ifito the “Open P.O.

#:” field.

19. Select the customer’s usual method of shipping from the “Ship Via:” field. @

20. Click the “Terms and Credit” tab if you need to change the customer’s terr@re you can set the terms
that the customer will receive. Click “OK” when you are done.

21. Click to the “Payment Defaults” tab. Q

22. Enter in the “Cardholder’'s Name:,” “Address:,” (which is usually the ﬁe
“City, State, Zip:,” “Country:,” “Credit Card Number:,” and “Expiratio
regularly by credit card.

23. Check the “Use receipt window settings” check box to use thous settings of the customer’s last

the “Bill to Address” field)
e:” for customer’s who pay

receipt for their next receipt. If you want to permanently set thisformation, click this checkbox to clear

it, and then set a “Payment Method:” and “Cash Account;
24. Click the “Custom Fields” tab.
“Customer Defaults.”

25. Fill in the custom fields that you defined when you.se

26. Click the “History” tab.
27. If the customer has historical transactions not rewn Peachtree, you can enter them here.

Peachtree will update this tab automatically.
28. Click the “Save” button at the top of this win ave the customer’s information.

MAKING A CUSTOMER INACTIVE: \

1. Select “Maintain| Customers/Prosr@om the Menu Bar to launch the “Maintain
Customers/Prospects” window.
Select the name of the custome@you want to make inactive from the “Customer ID:” drop-down box.
Check the “Inactive” check box.
Click the “Save” button on thg toolbar at the top of the window.

PN

ADDING BEGINNING BA FOR CUSTOMERS- 2008:2012:

=

Add all of your prior Qstomers that had outstanding invoices at the time that you created your

Peachtree comwile, first.

Select “Maintaij tomers/Prospects...” from the Menu Bar, and then click the “History” tab.

Click the * r Beginning Balances” button to open the “Customer Beginning Balances” window.
Click the “(%’er Balances:” tab to view the list of customers in your company file.

Double-¢li e name of the customer for whom you want to enter opening balances.

This e you to the “Invoices for (customer name)” tab where you will enter all of the open invoices
thal d with this customer as of your Peachtree start date.

Cli the “Invoice Number” column, and enter the number of the first open invoice for the customer.

e date of the invoice into the “Date” column in the same row.
( t.

ouhkownN

\l
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ADDING BEGINNING BALANCES FOR CUSTOMERS- 2008:2012: Q

9.

10.
11.

12.

13.

Enter the purchase order number for the invoice, if used, under the “Purchase Order Nu @ column in
the same row.

Enter the amount of the invoice under the “Amount:” column in the same row. %

Enter the accounts receivable account number for the invoice in the “A/R Account’ n. This field
won'’t be available if you are using the “Cash” basis accounting.

Repeat steps 9 through 13 for the next invoice, if one exists, on the next row yftj are finished
entering opening invoices.

Click the “Save” button to save your changes when you are finished.

ADDING BEGINNING BALANCES FOR CUSTOMERS- 2003:2007: &

Add all of your old customers that had open invoices at the time @u created your Peachtree

1.
company file.

2. Select “Maintain| Customers/Prospects...” from the Menu Bar.Q

3. Click on the “General” tab.

4. Click the gray arrow for “Beginning Balances:” to open t%tomer Beginning Balances” window.

5. Click the “Customer Balances:” tab to view the list of g@stomers in your company file.

6. Double-click on the customer name that you want % in opening balances for.

7. This will take you to the “Invoices for (customer r%tab.

8. On this tab, you enter in all of the open invoice u had with this customer as of your Peachtree
start date. W

9. Click into the “Invoice Number” column, an% the invoice number of the first open invoice for the
first customer.

10. Type the date of the invoice into the * . celumn in the same row.

11. Enter the purchase order number for ice (if given) under the “Purchase Order Number” column
in the same row. é

12. Enter in the amount of the invoic the “Amount:” column in the same row.

13. Enter in the accounts receivable%unt number for the invoice in the “A/R Account” column. This field
won’t be available if you are ysingthe “Cash” basis accounting.

14. Repeat steps 9 through 13 %e next invoice (if one exists) on the next row until you are finished
entering opening invoi eQ

15. Click the “Save” butto& your changes when you are finished.

SETTING DEFAUL R STATEMENTS:

1. Select “Mainta efault Information| Statement/ Invoices...” from the Menu Bar.

2. Click the “ @ ent Print Options” tab in the “Statement/Invoices Defaults” window.

3. Setupt efault options that you want to set for selecting which customers will receive statements.

4. Click th@€Dunning Messages” tab.

5.

Set ber of days overdue that you want to use each dunning message for, and then enter in the
dugni essage that you want to display for that range of days overdue.

6% K” when you have set up the default options that you want.
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CREATING A SALES ORDER: Q

Select “Tasks| Quotes/Sales Orders| Sales Orders...” from the Menu Bar. O
The “Sales Orders” window will appear.

Enter the customer id for the customer that placed the sales order in the “Customer /D xfield.
Enter in the sales order number (if needed) in the “SO No.:” field. @

Enter the date that the sales order was created in the “Date:” field.
Enter the date to ship the goods by in the “Ship By:” date field.
If you want to specify a different shipping address, click the gray arrow buttl | to “Ship To:” to

NoohkwhE

specify a different shipping address, or to select a drop ship and then clic K
8. If applicable, enter in the Purchase Order Number that your customer
field.
9. Select a shipping method by using the drop-down “Ship Via:” field. K
10. If applicable, select the “Sales Rep ID:” from the drop-down text box®
11. Enter the quantity of the first item ordered in the top row of the i der under the “Quantity” column.

ou in the “Customer PO”

12. Enter the item identification code into the “ltem” column in thefsame row.

13. If necessary, you can change the information displayed in the “D&Scription,” “GL Account,” “Unit Price,”
“Tax Type,” and “Amount” fields.

14. Enter the Accounts Receivable account that this sales o@ll debit when the items are shipped in the
“A/R Account” field, if needed. This account is the Iaunt used on a sales transaction.

15. Enter in the “Sales Tax Code” for the selected custogensit it is not displayed correctly.

16. Enter in any freight amounts in the “Freight Amt%vat are applicable to this transaction.

I

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

18. Click the “Save” button at the top of this win;ﬁ ave this sales order.
MANUALLY CLOSING A SALES ORDER

&0

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

2. The “Sales Orders” window will ar.

3. Click the “Open” button in the to@at the top of the “Sales Order” window.

4. In the “Select Sales Order” dialog box, double-click on the sales order which you want to open to display
it in the “Sales Orders” win

5. Click the “Close SO” ¢ghe to close the displayed sales order.

6. Click the “Save” buttok it.

o
&Q
>
@
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=

Select “Tasks| Sales/Invoicing...” form the Menu Bar.
2. Select the “Customer ID:” of the customer for whom you are creating the invoice from the stomer ID:”
drop-down field.

3. Ifyou plan on printing the invoice, leave the “Invoice #:” field blank, as the numbe assigned
when it is printed. If the invoice was created externally from Peachtree, enter in oice number
here.

4. Enter the date that the invoice was created into the “Date:” text box.
If you want to specify a different shipping address, click the gray arrow buext to “Ship To:” to

specify a different shipping address, or to select a drop ship and then clie ”
If needed, enter the purchase order from your customer into the “Cu PO:” text box.

o

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

Enter the date to ship the goods by into the “Ship Date” field.

If applicable, select the “Sales Rep ID:” from the drop-down te

0. If you are making a direct sale to a customer, click the “Apply. les Tab,” if you are applying the
invoice to a customer with one or more open sales orders, click “Apply to Sales Order #” tab and

B2 oo~

skip to step 19.

11. Enter a quantity for the first item purchased into the first%der the “Quantity” field.

12. Enter the item identification code into the same row t e “ltem” column.

13. If necessary, you can change the information di T the “Description,” “GL Account,” “Unit Price,”
“Tax,” and “Amount” fields.

14. Enter the Accounts Receivable account that th iIce will debit when the items are shipped into the
“A/R Account” field, if needed. This account i; st account used on a sales transaction.

15. Enter the “Sales Tax Code” for the selectedycustemer, if it is not displayed correctly.

16. Enter any freight amounts into the “Frei ’field that are applicable to this transaction.

17. The total of the invoice will appear in t ice Total” field.
18. Click the “Save” button at the top of this Window to save this invoice, you are now done.
19. If you selected the “Apply to Sales #” tab, then enter the number of the sales order in the text box

at the right of the label “Apply to@s Order #,” or use the drop-down arrow to select a sales order from
the list.

20. The items from the sales ord@r will appear below.

21. Enter in the number of ea that is being shipped in the “Shipped” column next to the appropriate
item.

22. If necessary, you can the information displayed in the “Description,” “GL Account,” “Unit Price,”
“Tax,” and “Amount” fields:.

23. Enter in the “Sales Tdk Code” for the selected customer, if it is not displayed correctly.

24. Enter in any frei ounts in the “Freight Amt:” field that are applicable to this transaction.

25. The total of they e will appear in the “Invoice Total” field.

26. Click the SQ tton at the top of this window to save this invoice.

>
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PRINTING A SINGLE INVOICE:

1. Select “Tasks| Sales/Invoicing...” form the Menu Bar and then display the invoice which aved but
have not yet printed in the “Sales/Invoicing” window.

2. Click the “Print” button in the toolbar at the top of the window to launch the “Print Fo@nvoices”
window.

3. Enter the invoice number to assign to the displayed invoice into the “First Invoic ber:” text box. If
you have already printed this invoice or if you entered the invoice number by ‘then this information
will appear “grayed-out” and not editable.

4. If needed, you can click the “Change Form” button in this dialog box to op “Print Forms:
Invoices/Pkg. Slips” dialog box. You can select the name of the invoice rom this dialog box, and

o

Enter the number of copies to print into the “Number of Copies:” te

then click “OK” to return to the “Print Forms: Invoices” dialog box.
xl%.
6. Click the “Print” button to print the displayed invoice.

PRINTING MULTIPLE INVOICES AS A BATCH- 2008:2012:

1. Select “Reports & Forms| Forms| Invoices and Packing 8lips™.” from the Menu Bar.

2. Click on the name of the invoice format which you wo to use from the listing shown in the
“Forms:” section in order to select it. L4

3. Click the “Preview & Print” button at the right sid mwindow, below the preview of the invoice.

4. In the “Preview and Print Invoices and Packing Sii ialog box which appears, click the “Print/E-mail”
tab. Then enter the section criteria that you wis [Tse to print the batch of invoices.

5. Type the first invoice number to use into the ° ber the first invoice:” text box.

6. If needed, you can click the “Refresh Li to review the listing of invoices to print s a batch in the

listing that appears at the right side of th#
7. Once the desired invoices appear in
just click the “Print/E-mail” button t

OoW.
and you have reviewed your printing options for accuracy,
e selected invoices.

PRINTING MULTIPLE INVOICES A@ATCH- 2003:2007:

1. Select “Reports| Account &ivable...” from the Menu Bar.

2. Scroll down to the “In 'Q(g. Slips” folder within the “Report List:” at the right side of this dialog box
and give it a click to di e various types of invoices which you can print.

3. Click on the name of the invoice format which you would like to print to select it.

4. Click the “Print” b (‘in the toolbar at the top of the “Select a Report” dialog box.

5. Inthe dialog o@h appears, click the “Filter” tab.

6. To print the N unprinted invoices, select the “Unprinted invoices” option button in the upper left
corner of t box.

7. Type thefi oice number to use into the “First Invoice Number:” dialog box.

8. Useth drop-down to select the day for which you will print any “unprinted” invoices from the

r which invoices will print:” drop-down.
set any additional filtering criteria in the “Filter Range:” section.
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ENTERING RECEIPTS: Q

Select “Tasks| Receipts...” from the Menu Bar. The “Receipts” window will appear. Q
2. Leave the “Deposit Ticket ID:” field blank if you plan to use “Select for Deposit” to group youf receipts in
Account Reconciliation. If not, enter a “Deposit Ticket ID:" to group this deposit with Gther deposits in
Account Reconciliation. Receipts with the same “Deposit Ticket ID” will be grouped §a ingle deposit

amount when reconciling this cash account in the future. '

3. Select whether to enter a receipt for a customer or a vendor by selecting eithe omer ID:” or
“Vendor ID:” from the drop-down underneath the “Deposit Ticket ID:” label. |f y8u Select “Vendor ID:,"
you can skip to step 21. .

4. Assuming you selected a “Customer ID:,” you should next select the speeifle#*Customer ID:” of the
customer you are creating the receipt for from the drop-down box to tkferight of the “Customer ID:” drop-
down choice.

5. If the customer is paying by credit card, click the “ Process Credit button. If necessary, enter in the

name, card number and expiration date, and click “OK” to retur receipt. Starting in Peachtree

2006, you can also select the “Use credit card swipe” checkb u are using a compatible credit card

swiping terminal with your point-of-sales equipment.

Enter the date the money was received in the “Date:” fiew

e
p

=

No

Select the method of payment received from the “Payme thod:” drop-down field.
8. Select the General Ledger cash account to which.th will be posted from the “Cash Account:”
field.
9. If the customer you selected has no open invoiceSiwyoPwill be sent to the “Apply to Revenue” tab. If you
are collecting a sale from a customer who isn’t r customer list, then you will also need to fill in the
“Name:” field above. If the customer has open,in\ices, you will be automatically sent to the “Apply to
Invoices” tab. If this is the case, you ca s@n to step 17.

d

10. If the amount being paid is for a prepaym own payment, then click the “Prepayment” check box.

You can match this prepayment up lat n invoice for the customer after you have created one.
11. Enter the quantity of the first item order the top row of the sales receipt under the “Quantity”
column.
12. Enter the item identification cod the “Item” column in the same row.
13. If necessary, you can change th rmation displayed in the “Description,” “GL Account,” “Unit Price,”

“Tax Type,” and “Amount” figlds.
14. If applicable, select the “SaleS\Rep:” from the drop-down text box.
15. Enter in the “Sales T for the selected customer, if it is not displayed correctly.
16. Click the “Save” butt e the sales receipt. You are now done.
17. If there are open invoices, You will be sent to the “Apply to Invoices” tab automatically. The open
invoices for the sele@d customer will appear in this tab.
18. If you are enteri artial payment on an invoice, you can enter the amount on the “Amount Paid:” tab.
19. To pay the invajcesint full, click the “Pay” checkbox column to the right of the invoice that is being paid.
20. Click the “SgveR button to save your changes. You are now done.
21. If you sel c@/endor ID:” at the top, then you must use the drop-down box to the right of that to select
he vendor that you received a refund from.
escription,” and assign the refund to the appropriate “GL Account.” Enter the amount of the
e “Amount” column for that same row.

ref
2@@ “Save” button to save the refund.

22. Enter4
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APPLYING FINANCE CHARGES: Q

1. Select “Tasks| Finance Charge...” from the Menu Bar.

2. The “Calculate Finance Charges” window will appear. Enter a “Starting Customer” and an ding
Customer” from the window to create statements for multiple customers, or just ent “Starting
Customer” if you want to create a single invoice for a single customer.

3. You can also enter in a customer type in the “Type Mask:” field that will filter forj@stomers of that

specific customer type.
4. Enter the date that the finance charges will be assessed in the “Date:” text bo¥"
5. To send statements to multiple customers between the “Starting Custome @

Customer:,” click the “OK” button. To send a single statement to the cugteg

Customer:” field, click the “Starting Customer Only” button. ‘
6. The “Apply Finance Charges Window” will appear. &
7. Under the “Apply Finance Charges” section, select either “Yes” o%
8

d the “Ending
n the “Starting

Under the “Print Calculation Sheet” section, select either “Yes”

9. Under the “Report Destination” section, select either “Printer,% en,” or “Do not print report.”
10. Click “OK.”
11. If you selected to print a report, the “Finance Charge Re election” window appears.

12. Under the “Report Style” section, select the option buttornor either “Summary” or “Detail.”

13. Under the “Report Order” section, select to sort thg r| her “By Id” or “By Name.”

14. Click “OK” when you are done.

15. The finance charges that either were or would be sed will appear in a report. If you chose to

assess finance charges, they appear as im@v the prefix “FC.”
CREATING STATEMENTS- 2008:2012: \
Select “Reports & Forms| Forms| Cu t@tatements...” from the Menu Bar.
t‘g

N

Choose the type of statement to cr by selecting it from the choices shown in the “Forms:” list.

3. Click the “Preview & Print” butto right side of this window, below the preview of the statement, to
bring up the “Preview and Print t@mer Statements” window.

4. On the “Print/E-mail” tab (which should be set according to the Statement/Invoice defaults), select either
“Balance Forward,” or “Ope%m” from the “Statement Type” section.

5. If desired, select eitheg ¢ ox for “Sales/Credit Memos” or “Receipts” under the “Print detail for:”
section.

6. Use the “Include item&p-down to select the items to include in the statement selecting a choice,
and then entering an’necessary date ranges from the adjacent date selector, if needed.

7. You can further the recipient list, if needed, by setting any additional filtering option in the “Filter
customers by m

8. If needed, cli “‘Refresh List” button to display the listing of statement recipients at the right side of

this windo

9. To pri& ted customer statements, click the “Print/E-mail” button.

©TeachUcomp, Inc. Introductory Peachtree 56



ACTIONS- N

L]

, STARTING ACCOUNTS RECEIVABLE . %
CREATING STATEMENTS- 2003:2007: Q

1. Select “Reports| Accounts Receivable...” from the Menu Bar. Q

2. Select the “Customer Statements” from the list box on the right of the “Select a Report” windéw.

3. Select the type of statement to run by clicking it.

4. Click the “Preview” button to bring up the “STATEMENT” preview options. %

5. On the “Filter” tab (which should be set according to the Statement/Invoice defa@elect either
“Balance Forward,” or “Open ltem” from the “Statement Type” section.

6. If desired, select either checkbox for “Sales/Credit Memos” or “Receipts” un @ “Print detail for:”
section.

7. Select a date range for the statement to cover by selecting dates range e “Date:” drop-down text
box.

8. If necessary, set the “From:” and “To:” fields if they appear and nee&) et.

9. For the rows of “Customer ID:,” “Customer Type:,” and “Active/Inactivg:¥ use the drop-down under the

“type” column and set the “From:” and “To:” fields, if needed.

10. To print the statements, click the “Print” button. Q

SELECTING AMOUNTS TO DEPOSIT: Q

Select “Tasks| Select for Deposit...” from the Ment
Use the “Account ID:” drop-down to select the a% 0 which the receipts were deposited.
Use the “Deposit Ticket Date” calendar drop—d@ ick the deposit date.

th

Use the “Deposit Ticket ID:” text box to give t sited amount an ID code.
Click the “Deposit” check box next to any a at you want to include in the deposit ticket.
Click “Save” to save the deposit amount:

ouhkwnhpE

CHANGING A RECORD ID: :

1. Select the “Maintain” window for@r the customer, vendor, inventory item, or general ledger account
(if using Peachtree 2004 or later)®

2. Use the drop-down at the toche window to select the item for which you'd like to change the record
id.

Click the “Change ID*

Type a new ID into th provided.

Click “Save” to save the change.

o
&Q
>
@

ahsw
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CHAPTER 5-
STARTING ACCOUNTS PAYABLE

S.1- SETTING UP THE ACCOUNTS PAYABLE DEFAULTS O
S.2- ADDING VENDORS %
S.3- ADDING BEGINNING BALANCES FOR VENDORS %Q

S.4- THE PURCHASE ORDERS WINDOW QO
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STARTING ACCOUNTS PAYABLE

5.1- Setting Up the Accounts Payable Defaults: Q

Setting your defaults for your vendors allows you to monitors the goods and servhat you've
received from your vendors and the money you’ve paid to your vendors. You can set payment#erms, aging,
guidelines, and more for each vendor. When you post to the Accounts Payable, it up the journal and
posts it to the General Ledger. The first part of setting the defaults for the Accou bles was done
when the Vendor Defaults were set up- since that is done, we can now look at addi ehdors.

5.2- Adding Vendors: Ob

When you add new vendors, they will have their default infor set to match the settings
specified by your “Vendor Defaults.” You can change this information, if feGessary. Then all you will have to
enter is information that is unique to each vendor. You add new v% through the “Maintain Vendors”

window in Peachtree. You can access this window by selecting “MaigtainpWendors...” from the Menu Bar.

The top of the “Maintain Vendors” window has two text fie one checkbox. The first text field is
the “Vendor ID,” which is the code that you enter to uniquely idefqur vendors. There is also the “Name”
of the vendor. This is the name that you want to show on reports bills received from the vendor. The
checkbox, called “Inactive,” is the box that you check to makg a“wendor inactive.

On the “General” tab, you input the vendor’'s conjaeland primary mailing address information into
the fields provided. In Peachtree 2006:2007, you cas S @» an address from the address drop-down and
then click the “Copy to Remit to Address 1” buttog e “Copy from Mail to Address” button to save
yourself some data entry work. Also in Peachtree w2007, you can click the “Defaults” button to set the
default addresses to be used for payments, pu @ orders, and shipments by selecting the desired
addresses from their respective drop-downs in t ddress Defaults” window. When you are finished, click
the “OK” button to return to the “Maintain V ” window.

In Peachtree 2008:2012, that informatiofyjs now found in the new “Addresses” tab. This new tab, like
the one found in the “Maintain Customer %W, is also used to copy the vendor’s mailing address to any
one of the selected “Remit to:” address&'

shown. You can do this by selecting the desired “Remit to”
address from the “Copy Mailing Add@‘

»” drop-down, and then clicking the adjacent “Copy” button. You
can also manually add or edit the i ation recorded for the different “Remit to” addresses listed at the
bottom of the “Addresses” tab.

Back on the “General” t% the “Maintain Vendors” window, you can enter a “Vendor Type,” which
can be used to filter vendor orting purposes. You can set the “1099 Type:” for vendors that need a
1099, such as sub-cont m Peachtree 2008:2012, the “Expense Account” field shown is the default
general ledger account usethfor transactions with this vendor. You can change this on a per-transaction
level, as needed. You then enter any additional contact information for the vendor into the boxes provided.

In Peachtree :2007, you can click the gray arrow for “Beginning Balances” on the “General” tab
to enter beginni es for this vendor, if needed. You do this if you had one or more outstanding bills
from this vendo you owed as of the “start date” of the Peachtree company file. In Peachtree
2008:2012, y access the “Beginning Balances” window for your vendors by clicking the “Vendor
Beginning ” button that appears at the bottom of the “History” tab. In this window, you can enter
the dates amounts of bills that you received, but have not yet paid to your vendors as of the date that

you start olir Peachtree company file. Just click the “Save” button to finish recording these bills when
you ar .
IRgPeachtree 2008:2012, you then enter the data that you wish to record for this specific vendor into
t ustomizable Fields” section. These fields are the ones that you created for your vendors when you set
yoursfendor Defaults.”
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5.2- Adding Vendors (cont.): Q

The “History” tab tracks and shows your purchases, payments, and last payment in@tion for the
selected vendor. This is updated every time you enter a transaction for a vendor. You can énter historical
information when creating a new vendor. After that Peachtree will track and show in@tion about your
recent transactions with this vendor on this tab.

On the “Purchase Info” tab (“Purchase Defaults” tab in Peachtree 2003:20 , ou enter purchase
information about the vendor. If using Peachtree 2003:2007, you use this tab tos2 the general ledger
account used by default when making purchases from this vendor from the “Expénse Account” (“Purchase
Account” in Peachtree 2003:2006) drop-down.

In all versions of Peachtree you also assign the vendor’'s tax id pug (if you have to send out
h the vendor. The “Tax ID
ou plan on sending them a
1099-MISC or 1099-INT form. The “Ship Via” field is used to select the #@efault shipping method used by this
vendor to send you products. This is a field that you can always ¢ the time of purchase, as well.

In Peachtree 2008:2012, you can then set specific ter this vendor, if they differ from your
vendor defaults, by selecting the “Customize terms for this ven choice from the “Terms and Credit”
drop-down. You can then set your specific terms from this v%into he area below the drop-down.

h

In Peachtree 2003:2007, you can set specific terms With this vendor, if they differ from your vendor
defaults, by clicking the gray arrow button to change
Peachtree 2004, you can also select how the vendg
“Paper Form,” or “Email.” When you print items sUch
window, this choice determines whether the form

tab contains the custom fields set up through the

@ ms via the “Terms” dialog box. Starting in
rs forms sent to them. You can select either

18 “Purchase Orders” from the “Select a Report”

displayed for printing or automatically e-mailed.

In Peachtree 2003:2007, the “Custom Riel
“Vendor Defaults” window. You can then er(-er e Specific information for the vendor record on that tab.

5.3- Adding Beginning Balances for V

The “Beginning Balances” a
entered for the company file when

endor bills that were outstanding as of the “start date” that you
s created. The balance of the Accounts Payable account in the
general ledger should equal the total amount of all vendor beginning balances- as long as no other
transactions have been made.§access the vendor’s beginning balances in Peachtree 2008:2012, you
click the “History” tab for, t cted vendor within the “Maintain Vendors” window and then click the
“Vendor Beginning Balar& ton to bring up the “Vendor Beginning Balances” window. To access the
vendor’s beginning balancesnf using Peachtree 2003:2007, you click the “General” tab for the selected
vendor within the “Maintain Vendors” window and then click the gray arrow for “Beginning Balances:” to
bring up the “Vendo inning Balances” window.

On the “Vendér Balances” tab, you will find your list of vendors. To adjust the balance of a vendor,
just double-click,.@
the left of theyer
vendor whi ~
bill, the p

heir name in this list. This will take you to the “Purchases from: (vendor name)’ tab to
dor Balances” tab. On this tab, you enter information for each bill from the selected
npaid as of the “start date” for the company. You input the bill number, the date of the
se order number you gave them (if applicable), the amount of the bill, and the “A/P Account”
to whic ill's amount was posted. This field will not be available if you are using “Cash” accounting. At
the b%ﬁf this window you can see the “Account Balance,” the “Number of Transactions,” and the

% counts Payable Balance.”
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5.4- The Purchase Orders Window: Q

The “Purchase Orders” window is shown below. Use this form to order inventory iten@n vendors.
You can then receive the items as they are shipped in the “Purchases/Receive Inve " window.
Purchase orders can be edited by adding or removing line items and do not actually aff%e amount in the
“accounts payable” account until you receive the items ordered. You open this window electing “Tasks|
Purchase Orders...” from the Menu Bar. [/

‘B Purchase Orders
File Edit GoTo Window Help

E.l . 8. 6 -

o [ - @ B. #.
Claze Mew List Save rink E-mal Delete Row Autofil  Mote  Journal  Event Layout FReports

Vendor ID: | SENET) QI
Remit To: [mai To | v Ship To: {hin o 1 v
Delulia Wholesale Suppliers Bellwether Garden Supply
4800 Peachtree Ind, Blvd, 1505 Pavilion Place
Duluth [ 6 [ 30052 Norcross | 6a [ 30093-3203
UsA UsA
Customer S0 Mo, Customer Invoice Mo, Discount Amount Terms Ship Via AfP Account
i | [0317 | | 1480 [2%
Quantity Received Ttem Description nit Price Amount Job
143.00 POT5-30230 | Catalog # P70325: Clay Flower Pot - 24in. 3.95 564.85
22.00 POTS-30300 | Catalog # P70340: Wood Barrel Planter - 2 ft. 7.95 174.90
£ Z
Purchase Order Total: 739.75 M
Vendor Balance on Mar 13, 2007 3,933.80

S ents electronically from within Peachtree.

end

Select the “Vendor ID” of the vendemforswhom you are creating the purchase order from the drop-
down of the same name. If you create p orders in an external application, enter the purchase order
number into the “PO No.” box. If you N#l printing the purchase order in Peachtree, then leave this field
blank, as it will be assigned during prift routine. Enter the “Date:” the purchase order was created and
set the “Good Thru:” date, too. You@ess information should appear in the “Ship To:” field. If your billing
address is different from your shipping address, you can enter the shipping address here. You may also
notice a small check box for “C% Purchase Order.” Note that you can check this box to manually close a
purchase order you cre d@ later learn that you won’t be receiving all of the items ordered. It will
automatically check itsel?& items from a purchase order are received.

Below that are the “Gustomer SO Number,” “Customer Invoice No.,” “Discount Amount,” “Terms,”
“Ship Via,” and “A/P Accaunt’ fields. After you have checked and changed that information if needed, enter
the goods and/or s s you want to purchase into the line item area. Starting in Peachtree 2005, if you
are entering a P@,f endor marked as a “preferred vendor” for a particular item you can use the “Auto
Fill” button to auteratically add line items to the displayed purchase order for any low-stock items that you
routinely orde the currently selected vendor. The “Received” field indicates how many were shipped
on previous ~Qhe “ltem” field shows the Item ID of the items, if used. The “Description” shows the
descriptio e selected item. The “GL Account” field shows the item’s inventory account. When ordering
items nql inventory, it will default to the vendor’s purchase account. This can be changed, if needed. You

also n enter the “Unit Price” and “Amount.” Starting in Peachtree 2005, you can view the current
¢ lance” in the lower left corner. Clicking the right-pointing arrow here will show you to a report on
t elected vendor.
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5.5- Entering a Drop Shipment: QE

In a drop shipment, your vendor ships the items directly to your customer. You still “e” the bill,

but simply indicate that this is a drop-shipment. Starting in Peachtree 2004, you can click t Drop Ship”
checkbox in the upper right corner of the purchase order. Note that doing that make “Customer ID:”
field appears at the top of the purchase order form. Use it to select to which custom ant to ship the
items ordered. Their address will then appear in the “Ship To:” area. You can t nter the customer

invoice number into the “Customer Invoice No.” field within the purchase order.

5.6- Select for Purchase Orders:

Starting in Peachtree Complete and Premium Accounting 2005§ ‘Select for Purchase Orders”
feature. While the “Purchase Orders” task is geared to creating or om vendors one at a time, the
“Select for Purchase Orders” feature allows you to order inventory fr@ltiple vendors at the same time.

To open this screen choose “Tasks| Select for Purchase ...” from the Menu Bar. First, on the
“Select for Purchase Orders — Filter Selection” window, enter the ed criteria by which you want to filter
the items to be purchased. If you want to pick only certaigmselectetl items to order, you can filter more
precisely within this selection window than you can within m@ the other windows in Peachtree. You can
choose the “Select” option for any of the drop-downs an hoose only certain selections from the drop-
down by holding down the “Ctrl” key on your keyboard q@icking on only the entries you wish to select in
the drop-down list. When you have selected the 0 purchase, click “OK” to open the “Select for
Purchase Orders” window.

In case the filter you specified includes i ou don't really want to order now, the “Select for
Purchase Orders” window lets you choose th% items you want to turn into purchase orders. You can
check or uncheck the specific items you wi er displayed in this window. You can also click into any

t or preview the purchase orders which will be created from
utton or the “Preview” button (available from the drop-down
the selected purchase orders.

of the values shown in the white columns s “Order Qty” or “Unit Price” to change those settings, as
needed. When you are ready, you can t @

your selections by clicking either the;@W

menu of choices on the “Print” buttop)stg

(/

Select items with

ItemdD: “ Select: D Item Class: ¥ Stock
iy

QK

Ttem T I—_| I Assembly Cancel
4G From: [ Non-stock
Tor I Service

I Labar

Help

i

items with

endfr ID: + Al (" Select: I:‘
Buyer ID: {* all " Select: I:‘

Display a list of items
Based on: And stock status: And set order quantity to:
* Quantity Available " Qut of stock {* Greater of reorder quantity and
" Quantity On Hand (¥ Below minimum stock T TR Ty o

B . L
™ At or above minimum stodk Bring quantity up to minimum stock

Asof: |Mar 15, 2007 j " Reorder quantity

%@ " Quantity needed to fill SOs only

©TeachUcomp, Inc. Introductory Peachtree 62



STARTING ACCOUNTS PAYABLE

.
5.7- The Purchases/Receive Inventory Window: Q
The “Purchases/Receive Inventory” window is used to enter purchases from vendor also enter
inventory received from purchase orders you have placed. Just as in the “Sales/Invoicing” scré€n, you have
two tabs into which you can input information: the “Apply to Purchase Order No.” t d the “Apply to
Purchases” tab. To access the “Purchases/Receive Inventory” window, select “Tas hases/Receive
Inventory...” from the Menu Bar.
-

" Purchases/Receive Inventory
File Edit GoTo Window Help

- =) = F:
o [ = B @ i #, 2. b @
Cloge e List Save Delete Recur Row v Mote  Journal  Ewent Lavou? Heport; Attach  Help

Vendor ID: |SOG.-'-\RDEN |f'i| Purchase IE
Remit To: Southern Garden Wholesale Ship Tt [ ship 1 1 v Date:
4555 Oakland Park Blvd. — ;
Atlanta, GA 30312 USA Bellwether Garden Supply Invoice M |
1505 Pavilion Place [Brop Ship
. ) | Waiting on Bil
UNPAID MNorcross |G.-'-\ | 30093-3203
USA
Il Customer 50 Mo. Customer Invoice Mo, Terms Ship Via AP Account
ol |l | [2 ] Nore [ 20000 [EY
Apply to Purchase Order: 0,00 I Apply to 3
Quantity Item Description GL Account Unit Price Amount Job
15.00 | EQFF-13100 Catalog # FO0558; Fertilizer Pump Sprayer 12000 15.99 239,85
Other Payments and Credits: 0.00 239.85 Invoice Total
\ Amount Paid at Purchase: 239.85 et Due
endor Balance on Mar 14, 2007 31,370.00

Order Peachiree compatible Chede and Forms.

Select the vendor's ID ffom the “Vendor ID:” field at the top of the form to show open purchase
orders you have entered for %dor on the “Apply to Purchase Order No.” tab below. If the vendor has
no open purchase orders “Apply to Purchases” tab will come forward instead.

At the top of this is the “Invoice No.:” field where you enter in the invoice number for the
vendor’s bill. This can be left’blank if the invoice wasn’t received with the items. Just make sure that the
“Waiting on Bill” check hfx is selected, instead. Enter the date of the vendor’s bill into the “Date:” text box.
You should also, se vendor’s name and address and your name and address at the top as well. If this
shipment you ar Wing is fulfilling a purchase order and you are using the form to indicate that you
received inven account will be assigned on the purchase order. For all other purchases, it defaults
to the last A/PQ‘N used on a purchase transaction.

Youy.sSelegt the “Apply to Purchases” tab to enter items purchased that are not associated with a
purchasea@r You can also place items that you received, but didn’t order in the purchase order, on this
tab as hen a vendor without open purchase orders is selected, this tab automatically appears. Here
Yo r@e “Quantity,” “Item,” “Description,” “GL Account,” “Unit Price,” and “Amount” for the items that
you ased or received in addition to items shipped from a purchase order.

ou would select the “Apply to Purchase Order No.:” tab to receive items against open purchase
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.
5.7- The Purchases/Receive Inventory Window (cont.): Q
orders. This tab will automatically appear when you select vendors that have one or mor purchase
orders. The first thing you do here is select which purchase order to receive against by using th€ drop-down
after the “Apply to Purchase Order:” label to select a purchase order from the dro n list. All open
purchase orders for the selected vendor are listed. On this tab you will see the ite ere ordered in
the selected purchase order, the number remaining to be shipped, the number received,fthe description, the

general ledger account, the unit price, and the line item amount.

At the bottom of this window are fields that affect the balance. The “O
displays the sum of all payments that have been applied to this invoice. This
entered in the “Amount Paid at Purchase Field.” The “Amount Paid at Purgha
full or partial payment when you receive the items. You then enter a “Refé Qw S
will use to pay the bill. The “Invoice Total” shows the sum of all lines o
Amount Due” shows the calculated value based on “Invoice Total” minugy

”

and “GL Account” that you
e purchase invoice, and the “Net
ount Paid at Purchase.”

5.8- The Payments Window:

The “Payments” window is used to select and pay gndividual vendors. To access the “Payments”
window, you select “Tasks| Payments...” from the Menu BamyYou can use this window to enter purchases
which have been made from vendors that do not ha % associated bill or you can use it to apply
payments to vendor bills entered through the “Purchasé eive Inventory” screen. When a “Vendor ID” is
selected in the “Payments” window, all unpaid bills"assgtiated with that vendor appear on the “Apply to
Invoices” tab. For unpaid vendor bills, you can ch@ pay the entire amount of the vendor bill or make a
partial payment on any vendor bill. You can alsﬁ prepayments and credit memos in this window, as

well.

First, select either “Vendor ID” or N er ID:” from the drop-down field of the same name and
then select the vendor ID of the vendor (Or omer) to whom you are issuing the check from the drop-
down list next to it. To enter a payment ndor who is not in your vendor list, leave this field blank and
instead type the vendor’s name into tm&y to the Order of:” field. You would only choose a Customer ID
to issue a customer refund check. @enter the “Check Number:” used to pay this vendor or vendor bill
into the text box of the same name, check has already been issued. Leave it blank if you plan to print
the payment checks through Pedchtree, as it will be assigned during the print routine.

Also note the “Recur” g in the toolbar at the top of the window. You can click this button and set
any payments which yo D recur in this and in future time periods by selecting the frequency with
which to automatically ha payment recur in the “Create Recurring Journal Entries” dialog box. Once
you have set the payment frequency, click “OK” to create the future payments in Peachtree. This can be a
handy time saver f(@% which you have to pay on a set schedule with the same amount to the same

vendor!

Enter the\ at the payment check was created in the “Date:” field. The total cash balance after
you pay the SQ invoices or payments will display in the “Cash Account Balance:” field. If it says

. “Cash Account Balance” field, click the recalculate ($) button to the right to display the

. You can also enter in the general ledger account from which the check will be written
ount” field.

ould then select the “Apply to Expenses” tab to enter payments to vendors that are not

a [ ith any outstanding invoices or purchases. Use this to enter payments that do not involve bills

purchases. When a vendor without any invoices is selected, this tab automatically appears. You

can ck the “Prepayment” box to create a prepayment, which can then later be applied to one or more

©TeachUcomp, Inc. Introductory Peachtree 64



STARTING ACCOUNTS PAYABLE \

5.8- The Payments Window (cont.): Q

invoices for the selected vendor on the “Apply to Invoices” tab. You can also enter the @r of items
being purchased in the “ltems:” field. This should bring up the “Description,” and “GL Accou the item is
in our inventory. If not, you can change both. You may need to do the same with the “%rice:” field if it is
incorrect as well. If you are purchasing an item not tracked in inventory, enter the t e of the item in
the “Amount:” field.

You would select the “Apply to Invoices” tab to make payments against ndor invoices. This
tab will automatically appear when you select vendors with whom you haye or more outstanding
invoices. On this tab you will see the invoice, the date due, and the a t due. You can enter a
description for each invoice in the “Description” field, if desired. If you qualifyaloma discount, the amount will
r. You can also enter in the

If you had selected a Customer ID instead of a Vendor | you entered this window, the “Apply
to Customer Account” tab appears at the bottom instead. You can'@Se this tab to record customer refunds.
Click the “Save” button when you are finished data entry Wit@r “Payments” window.

B Payments Q
&
File Edit GoTo Window Help -

I—I;_'Dh 2@ 1"33- Ev

| = S
Cloze ey List Save ﬁt Deletev Recur  Row

i i
mal  Event Hepart; Attach  Help

Payment [€][=]

Date: | ENEETH o Cash Account

[vendor o [ [32CKSON | | 10200 EY

Regular Checking Account

| Electronic Payment Bellwether Garden 5“\0 Chedk Number: | 10203

Five Hundred and 00/100 Dallars g
Pay to the i
Il Order of: |rﬂall i = Cash Account Balance
ackeon Advertising Corhany
e T T e Uncalculated | g5
1458 Chaseway Cir | | J
Memo: | 408-110-00012 |
Apply to Invoices: ] ’ I Apply to Expenses: 0.00 ] [] erepayment
Invoice maunt Due Description Discount Amount Paid Pay
£50.00 500.00 | GA
50.00 1.00 O [

=
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5.9- The Select for Payment Window:

After you have entered purchases through the “Purchases/Receive Inventory” W, you can
select “Tasks| Select for Payment| Paper Checks...” (“Tasks| Select for Payment...” in 2003:2006) from the
Menu Bar to use the “Select for Payment” window to pay multiple vendor bills. When vy; lect this option,

the “Select for Payment- Filter Selection” window appears first. You can use thi to select the
invoice and vendor filter criteria used to select invoices to pay.

Check Date: [bar 15, 2007

Cancel Imvoices Duwe Before: |bar 15, 2007
Help | o Discourts Lost By [Mar 15, 2007

Include Invoices

0(1%

= Al lnvoices
" Dnly Invoices s past Due Date

with balances

Include VE’I:I:IN\

= AV,

f\
|
péhidsk: -

@_ ways Take Discounts regardless of due date

In the “Select for Paym&:ilter Selection” window, you enter the date for the check in the “Check
Date:” field. You can then c filter for invoices due before a certain date by typing that date into the
“Invoices Due Before:” fi m could choose to filter for invoices by entering a discount date into the “or
Discounts Lost By:” field.

You can set additional filter criteria in the “Include Invoices” section. You can set it to include “All
Invoices,” or “Only Inuwgi€es.” If you select “Only Invoices,” you will need to type in the number of “days past
Due Date with b ar@ver" whatever dollar amount you then enter.

il

You coul ter by vendor and either select “All Vendors,” or vendors that are “From:” a point in
the Vendor lis ' another point in the vendor list. You would just have to fill in the vendor IDs in the
“From:” and Ids. You could also select only vendors that match a specific vendor type if you type the
vendor ty “Type Mask:” field.

ou have entered that match the selection criteria you have input.
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.

5.9- The Select for Payment Window (cont.): Q
Once you have entered your criteria in the “Select for Payment — Filter Selecti indow and
clicked “OK,” the “Select for Payment” window appears. It shows all outstanding invoices, dit memos,
and prepayments that match the filtering criteria. It also automatically selects all entri payment. Click
the “Pay” checkbox for any that you don’t want to pay, as each bill is set to be mar paid by default.
You can mark all the entries shown to be paid or unpaid by clicking the “Check All"far“€lear All’ buttons in

the toolbar at the top of the window, if that is easier.
Also, each vendor will be issued a single check no matter how many i are being paid. Once

you have selected the invoices to pay, make sure that the information at thétopyof this window is correct.
When you are ready to print the checks, just click the “Print” button to gesigtethe checks to the selected

vendors. ‘

.....................

gLl . & O ﬁ-
E:EQ Select 'ﬁ?iﬁ' Al Al %ﬂ

H Check D ate: Cazh Acct | 11400 Dizcounkgdcot (89 Sart By | Inee, Date -

Digoounts expire on the dizcount date.

[ree. Date Due Date Yendor Mame jonel Balance Digcount Amk | Pay Amount |Pay
Dec 2, 2006 Jan 1, 2007 Arbor Wholesale Supphd S52 350 1. 41250 141250 |GA

& Other Receivables Balance:
@ Total Checks:

Balance After Checks: ﬂ

Starting i P@lree 2006, you can also send payments electronically with the new Peachtree Bill

Pay Service. Thi ce allows you to instantly send payments directly to your vendors without the need to
use paper ch nvelopes or stamps. To set up this feature, or to access it if it is already set up, select
“Tasks| Sel ayment| Electronic Payments...” from the Menu Bar.

%‘b
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ACTIONS-

ADDING A NEW VENDOR- 2008:2012:

Select “Maintain| Vendors...” from the Menu Bar to launch the “Maintain Vendors” windoo
If needed, click the “New” button in the toolbar at the top of the window.

Type a new vendor id code into the “Vendor ID:” field, and press “Enter” on your ke%
Click into the “Name:” field and type a name for this new vendor. @

STARTING ACCOUNTS PAYABLE ,é\’_
d.

Click the “General” tab, if needed.

In the “General” tab, enter the contact name into the “Contact:” field.

You can enter an account number assigned to this vendor into the “Accoun er:” box, if needed.
Enter the primary mailing address into the “Mailing Address” fields availa

Fill in the “City, ST, Zip:” and “Country:” fields for the mailing address.
0. To copy the mailing address information that you have just entered i % ‘Remit to Address 1” fields
that appear on the “Addresses” tab, simply click the “Copy to Remit g Addgess 1” button in the

BOOo~NoO~WNE

“General” tab.

11. You can enter a vendor type into the “Vendor Type:” field.

12. If necessary, select the “1099 Type:” from the drop-down list ices.

13. Enter the default “Expense Acct:” number for the vendor, whichi§{the General Ledger account you'll use
most often for transactions with this vendor.

14. Type the main phone number in the “Telephone 1:” fiel d the secondary number in the “Telephone
2:" field. O

15. Type the fax number into the “Fax:” field. ’\

16. Type the email address for the vendor into the “ i*field.

17. Type the web site address for the vendor into tiie4/eb Site:” text box, if desired.

18. In the “Customizable Fields” section, enter d the custom fields that you defined when you set up

the “Vendor Defaults” for the company file

19. Click the “Addresses” tab. \

20. If desired, you can copy the informatio he vendor’s mailing address into any selected “Remit To”
address on this tab. To do this, use the * y Mailing Address to” drop-down to select the desired
“Remit To” address to copy the da&. Then click the adjacent “Copy” button to actually copy it.

21. You can also click into the fields n next to any “Remit To” address row, and then manually enter
the new address information. @

22. In the “Address Defaults” segtion, you can use the drop-downs to select a default “Remit To” address for
your vendor “Payments,” ase Orders,” and “Shipments,” if desired.

23. Click the “History” ta é

24. If the vendor has histo nsactions not recorded in Peachtree, you can enter them here. Peachtree
will update this tab automatically.

25. Click the “Purchase |fffo” tab.

26. If needed, you ¢ ter the name of the default purchasing rep to assign to this vendor from the
“Purchase Repy -down.

27. If needed, enter the vendor’s tax id number into the “Tax ID Number:” field.

28. Select th r's default method of shipping from the “Ship Via:” field.

29. In the “ ions” section, you can indicate whether to batch e-mail or print this vendor’s forms.
32. If youdqieethto override your accounts payable defaults for this specific vendor, use the “Terms and
Credi} drep-down to select the “Customize terms for this vendor” option. You will then be able to set the
wefault terms for this vendor’s bills by changing the options that will then appear.
% e “Save” button at the top of this window to save the vendor information, but leave the same
r

d displayed. You can click the “Save & New” button to save the record and then start a new record.
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ACTIONS-

ADDING A NEW VENDOR- 2003:2007:

Select “Maintain| Vendors...” from the Menu Bar.

Click the “New” button on the toolbar at the top of the window.

Enter the vendor id that you want for the vendor into the “Vendor ID:” field. %
Click into the “Name:” field and type the name of the company. @

STARTING ACCOUNTS PAYABLE ,é\’_
O

Click the “General’ tab.

Enter the name of the company contact person into the “Contact:” field.

If you have an account number with this vendor, enter in the number in the t #:” field.

Enter the vendor’s address information into the “Address," “City, St, Zip,” “Country:” fields. Starting
in Peachtree 2006, you can select an address from the address drop-dewg*aAd click the “Copy to Remit
to Address 1” button or the “Copy from Mail to Address” button to sg Qo rself some data entry work.
Also in 2006, you can click the “Defaults” button to set the default & es to be used for payments,
purchase orders, and shipments by selecting the desired addresse their respective drop-downs in
the “Address Defaults” window. When you are finished, click * button to return to the “Maintain
Vendors” window.

9. If desired, type a vendor type into the “Vendor Type:” text box.

10. If necessary, select the “1099 Type:” from the drop-dow’m choices.

Nk WDNE

11. Enter in the telephone and fax numbers in the “Telepho ;. “Telephone 2:,” and “Fax:” fields.

12. Enter in the e-mail address for the vendor in the Ii & ield.

13. Enter the web site for the company into the “Weh Atdress:” field.

14. Click the “Purchase Defaults” tab. x

15. Enter in the “Expense Acct:” (“Purchase Ac% 003:2006) number, which is the General Ledger
account you’ll use most often for transactionsywi is vendor.

16. Enter in your vendor’s “Tax ID #:” if you I%nd out 1099- MISC or 1099-INT forms.

17. Enter the method used most frequentlyN ing in the “Ship Via:” field.

18. The standard terms for new vendors here as well. If your terms are different, click the “Terms:”
gray arrow button. This will bring up the rms” dialog box, where you can set the terms you have with
this vendor. When you are done, cli K” to return to the “Maintain vendors” window.

19. Click the “Custom Fields:” tab. O@

20. Enter in the fields that you woul to track for this vendor.

21. Click the “History” tab.

22. If this is a new vendor, th &I be fields for “Vendor Since:,” “Last Invoice Date,:” “Last Invoice Amt:,”
Last Payment Date:,’ st Payment Amount:.” After you save this record, this information will be
maintained by Peacht ding information to these fields isn’t necessary for new vendors that you

have no prior history with.
23. Click the “Save” buttl'n on the toolbar at the top of the window to save the record.

MAKING A VE NACTIVE:

Vendors...” from the Menu Bar.

of the vendor which you would like to make inactive from the “Vendor ID:” field.
endor record displayed, click the “Inactive:” check box.

ve” on the toolbar at the top of the window to save it.

Select “

pwpp
o=
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ACTIONS-

(]

ADDING BEGINNING BALANCES FOR VENDORS:

STARTING ACCOUNTS PAYABLE ,é\’_

1. Select “Maintain| Vendors...” from the Menu Bar. Q

2. If using Peachtree 2008:2012, click the “History” tab and then click the “Vendor Begin Balances”
button on that tab. If using Peachtree 2003:2007, click the “General” tab and the the gray arrow
button next to “Beginning Balances:” on this tab.

3. Inthe “Vendor Beginning Balances” window, double-click on the vendor name i Vendor Balances:”
tab for which you want to enter the outstanding bills as of your Peachtree co e’s “start date.”

4. This will take you to the “Purchases From: (vendor name)” tab.

5. Here you will type in the “Invoice Number:” of the first outstanding invoice e selected vendor.

6. Then enter the date of the invoice in the “Date:” field.

7. Enter the purchase order number for the invoice in the “Purchase Or Qﬂber:” field, if necessary.

8. Type the amount of the invoice in the “Amount:” field. Kn

9. is invoice’s value is tracked in.

Enter the “A/P Account:” number in this field to enter the accou@

This will not be available for “Cash” basis accounting companié

10. Repeat steps 6 through 10 for all the remaining invoices for t dor.

11. Click “Save” to save the information.

CREATING A PURCHASE ORDER: O:

.

1. Select “Tasks| Purchase Orders...” from the Me

2. Select the vendor id for the purchase from in thgsé or ID:” field.

3. Enter the purchase order number for this purc '@ the “PO #:” field.

4. Enter the date that the order was created in theyDate:” field.

5. The “Good thru:” date is automatically s e month past the “Date:,” but you can change that if you
want.

6. The “Ship To:” address is the addr hich you want the product shipped. It is your address by
default, but you can select a differ dress or a drop shipment by clicking the gray arrow next to the
“Ship To:” label and entering i rent address. Click “OK” if you do to return to the “Purchase
Order” window. ’@

7. ip Via:” field.

8. The “Discount Amount:” wilkdisplay according to the vendor’s terms with you, but you can enter a

different amount if ne e@d
9. Enter the Accounts ccount that this purchase order will credit when it is filled into the “A/P

Account:” field.
10. Enter the number of jge first type of item that you want to purchase under the “Quantity:” column.

Enter the shipping method iw
i

11. Enter the Item | e goods that you want to purchase into the “ltem:” field, if it is set up in inventory.

12. The “Descriptio shows the description of the item. You can change this description, if necessary.

13. The “GL Acgeunt. field shows the General Ledger account set up for the item. You can change this
account, if €

14. The “Al Id shows the value of the Quantity times the Unit Price. You can manually enter in an
amou items not tracked in inventory. You can change this amount, if necessary.

15. Rep eps 10 through 14 for all of the other items that you want to purchase from this vendor on this
pu order.

167 Cli e “Save” button at the top of the window to save the purchase order.
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ACTIONS-

CREATING A DROP SHIPMENT:

STARTING ACCOUNTS PAYABLE . % ‘
Select “Tasks| Sales/Invoicing...” from the Menu Bar. §

In the “Sales/Invoicing” window, click the “Drop Ship” checkbox.

Complete the invoice. %

Save the invoice and make note of the sales invoice number.

Select “Tasks| Purchase Orders...” from the Menu Bar. @

In the “Purchase Order” window, click the “Drop Ship” checkbox.

Select the customer to receive the drop shipment from the “Customer ID:” wn which appears at
the top of the window.

8. If you have already invoiced the customer, type the invoice number in thesy tomer Invoice No.” field.

9. Select the appropriate shipping address for the customer. K

NoohkwhE

10. Complete the purchase order screen.
11. Save the purchase order.

SELECT FOR PURCHASE ORDERS- 2005:2012:

1. Select “Tasks| Select for Purchase Orders...” from thedMenu Bar to launch the “Select For Purchase
Orders — Filter Selection” window.

2. In the “Select items with” section, you can chod% @er by either “ltem ID:,” “ltem Type:,” or “ltem
Class.” For the “Item ID:” and “ltem Type:” optio@ can select either “All” or “Select.” If you choose
“Select” for the “ltem ID:,” then use the drop o select which items to order. If you select the
“Select” option for the “ltem Type,” then sel %irst and last range of item types for which to filter.
You can check whichever checkboxes you% in order to filter by “Item Class:” in this section.

3. In the “And items with” section, you canfiur refine and restrict the items ordered by choosing either
“All” or “Select” for the “Vendor ID:” or yer ID:” options. If you choose “Select,” then you must use
the drop-downs to the right to select endors or buyers you wish to choose as the filtering criteria.
In the list drop-downs within this windew you may hold down the “Ctrl” key on your keyboard and then
click on each entry in the drop-d iIst'which you would like to select to choose non-adjacent options.

4. In the “Display a list of items” s@, choose the option buttons you wish to enforce as filtering criteria
under the “Based on:,” “Andgstock status:,” and “And set order quantity to:” sections. If you choose to

filter by either the “Quantit ailable” or the “Quantity On Hand” under the “Based on:” section, then

specify the date by VK ant to measure the quantity selected from the “As of:” calendar drop-
he fi

down.
5. Once you have set t ring options to select the items you would like to order, click “OK” to launch
the “Select For Purclvse Orders” window.
In this window, Y n uncheck any individual items that you do not wish to order.
7. You can als@any white field (like “Order Qty,” for example) to edit the value contained within it, if
needed.

8. Once the items are selected, click the “Print” button to print the individual purchase orders for
the item e selected vendors.

%‘b

o
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ACTIONS-

USING THE PURCHASES/RECEIVE INVENTORY WINDOW:

STARTING ACCOUNTS PAYABLE ,é\,_
O

1. Select “Tasks| Purchases/Receive Inventory...” from the Menu Bar.

2. Enter the vendor id for the transaction into the “Vendor ID:” field.

3. Enter the invoice number from the vendor’s invoice into the “Invoice No.” field. %

4. Enter the date on the vendor’s invoice into the “Date:” field.

5. If you are waiting on a bill from this vendor, click the “Waiting on Bill” checkbox.

6. Enter the Accounts Payable account that this purchase will credit in the “A/P . field.

7. If you select a vendor with no open purchase orders, you will see the “App rchases” tab appear.
You will fill in the information that follows next on this tab. If not, you can @ pwn to step 14.

8. Enter the number of the first type of item that you purchased into the “Quaniity#”field in the first row.

9

the first row.

10. The description of the selected item will appear in the “Description:
you can enter a description here.

11. If the item is in your item list, then the general ledger accou @ p for the selected item will display in
the “GL Account:” field. If not, you can enter a different account,Si{necessary.

12. The last purchase cost of the item entered will display jfi%he “Unit Price:” field, if your item is in your
inventory. If it isn’t correct, you can change it to a differe%unt.

13. The Quantity times the Unit Price will display in ghe
isn’t, enter the total cost of the item(s) in this field. N

14. If you selected a vendor with an open purchase ore
appear automatically.

15. Click the drop-down arrow to the right of th% n this tab to select a purchase order from the vendor

|

to receive against.
16. Enter the quantity of each item that you r in the “Received:” field.
17. The description of the selected ite ppear in the “Description:” field. If not, you can enter a

description here.
18. The general ledger account set u e selected item will display in the “GL Account:” field. If not, you

. Enter the Item ID of the item that you purchased, if it is set up in yo tory, in the “ltem:” column in

d if it is in your inventory. If not,

punt:” field if the item is in your inventory. If it

can enter a different account if mary.

19. The cost of the item entered in rchase order will display in the “Unit Price:” field. If it isn’t correct,
you can change it to a differght amount.

20. Click the “Save” button w u are done to save the information.

f\
Y4,
&(}
>
%
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ACTIONS-

USING THE PAYMENTS WINDOW:

STARTING ACCOUNTS PAYABLE ,é\,_

1. Select “Tasks| Payments...” from the Menu Bar.

2. From the drop-down box in the upper right, select either “Vendor ID:” or “Customer ID:.” 1fou selected
a “Customer ID:” for a refund check, skip to step 19. %

3. Enter the vendor id of the vendor to pay in the “Vendor ID:” text box.

4. If you plan on printing checks, do not place anything into the “Check Number:” fi@ you already wrote

the check, enter the number of the check you used into this field.

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

6. Enter the cash account from which fund will be withdrawn to pay this @r in the “Cash Account.”
field.

7. If you selected a vendor with no outstanding invoices, you will see t Iy to Expenses” tab appear.
If you selected a vendor with outstanding invoices, you can jump to :

8. If you are making a prepayment on an invoice to come later, cIic% epayment” check box.

9. Enter the number of the first type of item that you purchased in ZQuantity:” field in the first row.

10. Enter the Item ID of the item that you purchased, if it is set ur inventory, in the “ltem:” column in
the first row.

11. The description of the selected item will appear in the “%ﬁiption:” field if it is in your inventory. If not,
you can enter a description here.

12. The General Ledger Account set up for the selec;ed @ will display in the “GL Account:” field, if it is in
your inventory. If not, you can enter a different acco ecessary.

13. The last purchase cost of the item entered will aﬁf: in the “Unit Price:” field, if your item is in your
inventory. If it isn’t correct, you can change it t ifferent amount.

14. The Quantity times the Unit Price will display, e “Amount;” field if the item is in your inventory. If it
isn’t, enter the total cost of the item(s) i th%. Now skip to step 23.

15. If you selected a vendor with outstandir:\‘ s, the “Apply to Invoices” tab appears.

16. You can enter a description for each i the “Description:” field.

17. If you are making a partial payment, e partial amount to pay in the “Amount Paid:” field.

d& b

18. To pay the invoice, click the “Pay” ox to the right of the invoice that you want to pay.

19. If you selected a Customer ID i@ second step, enter the Customer ID of the customer to issue the
refund to in the “Customer ID:” fi

20. Enter a description for the pa@yment in the “Description:” field.

21. Enter the GL account for ment in the “GL Account:” field. It will default to Accounts Receivable.

22. Enter the amount of t nt in the “Amount:” field.
23. To save the informati ot print any checks, click the “Save” button, and close the window.
24. To print checks, click the “Print” button.

o
&Q
>
@
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STARTING ACCOUNTS PAYABLE NS

(]

USING THE SELECT FOR PAYMENT WINDOW:

1.

2.

11.

12.

13.

Select “Tasks| Select for Payment| Paper Checks...” from the Menu Bar (“Tasks| Select ayment...”
in 2003:2005).
Enter the date that should print on the checks in the “Check Date:” field in the “Sele@ Payment- Filter

Selection” window.
If you wish, you can enter a date in the “Invoices Due Before:” to view only invo@ue before the date

you enter.

If you wish, you can enter a date in the “or Discounts Lost By:” to view @Ivoices that lose their
discounts before the date you enter.

You could also select either the “All Invoices” or “Only Invoices (
balances over (blank)” to filter invoices by. If you select the second o
You could also select either the “All Vendors” or “From: (blank) To:
select the second option, be sure to fill-in the blanks.

You could also select a type of vendor if you are tracking th Qm
“Type Mask:” field.

You could also click the “Always Take Discounts regardless of'gue date” to calculate discounts even if
the date has passed.

Click “OK” when you are ready to continue.

ays past Due Date with
e sure to fill-in the blanks.
o filter vendor ID’s by. If you

ation by typing the “type” in the

. If needed, you can change the cash account to pay tinvoice with in the “Cash Acct:” field at the top

of the “Select for Payment” window that appears

To make partial payments on an invoice, enter wtléﬂ amount in the “Pay Amount:” column for the
invoice you want to pay a part of.

If you do not want to pay an invoice in this wigd click the “Pay” check box for the invoice that you do
not want to pay to clear it.

To print checks, click the “Print” button.

Pay Service. This service allows o instantly send payments directly to your vendors without the

NOTE: Starting in Peachtree 2006, you Ea so send payments electronically with the new Peachtree Bill

need to use paper checks, env or stamps. To set up this feature, or to access it if it is already set
up, select “Tasks| Select for Pa | Electronic Payments...” from the Menu Bar.

s\O

/
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ADDING INVENTORY

6.1- Adding Inventory:

Peachtree’s inventory features track the goods and services that your company pur and sells
to others. As you make inventory-related transactions, Peachtree posts the information e General
Ledger and adjusts the quantities and costs of goods accordingly.

The first step in the process is to add the items that you will need to track |
add items, you can change the default information that you set up in the “Inve
needed. To add inventory items, just select “Maintain| Inventory Items...” from
“Maintain Inventory Items” screen. Notice that there are five tabs into which
window: “General,” “Custom Fields,” “History,” “Bill of Materials,” and “ltem At

You begin by assigning the item an “ltem ID:.” Then enter a shor

chtree. As you
Iltem Defaults” as
nu Bar to view the

em will fall under one of the
classes defined.

“Description:” field. Next, select an item class from the drop-down Iist.{

& Maintain Inventary tems

) =

B |

File Edit GoTe Window Help Q
= o W0 A I @ IS @
Cloze Ligt Save Changell  Mew Maote Hep@tach Help
10 LG CSL ’ @ss: | Substack item =l
I=5e: o) (1o ol Tf Ericated Birdhouse \ [ Inactive
Attnbutes:  Size: Large \ [ Subject to Comnmission
Shape; Caztle
General i Custom Fields T Higtary Bill of b aterialz T [tern Attributes I
Drezcription: Frefabricated Birdhousze-Large Castle
for Sales -
Price Lewel 1 |?E|_E!E! u GL Sales Acct |4|:||:||:||:|.,.f.-.,\.f | Sales - Aviary
A GL Irwentory Acct: |1 2000 | ety
Laszt Unit Cost: |1 7.25 | @ GL Cost of Sales Acct: |5|:":":":| | Product Cost
|:|:|$t MEthDd: |F|F|:| ‘ |tem Taﬁ Type: |1 |
IJPC / SKL: m [ty on Hand: LIty fevailable: kirirmurn Sktock:
@ 3,00000 200000 [ooo
] [ty on S0z [ty on PO R eorder Quantity:
ltem Type: |SUPPLY A 0.00000 0.00000 1500
Location: | R ow -
) | J Preferred Yendar |D; |-"1"-B ME™ |
Stocking LA:
(MTROTTER &
‘Weight: Buyer |D: | |
Beginning Balances: El

%‘b
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ADDING INVENTORY

\’
6.1- Adding Inventory (cont.): QE

Item classes define the type of item that you are creating. Item classes determing @ an item’s
costing information is recorded. Once you save an item as a class of item, you cannot chafige the item
class. The different classes of items that we can set in the “Maintain Inventory Iltem een are shown

below. @
Class: Description: %

Stock Item Use this class to track our traditional “inve items. Tracks the quantity,
average cost, vendors, stock reorder poi antity on hand.

Master Stock Item A special class of stock item that con(&‘ jbute information about several
types of sub stock items contained Ivit. You can go here to maintain the
sub stock, as you cannot directly ¢ sub stock items.

Non-Stock Item Use this for items you sell but d@ce into inventory. Doesn’t track “quantity
on hand” for these items. There is n@ costing method.

Description Only Used for line item comm an invoice. Nothing is tracked.

2

Service Use this class toyr, t services you apply to your salary and wages
account. Useful f rvices provided by your employees, and you can enter a
cost for the se%

Labor Use this class represent labor that you apply to your salary and wages
account? or labor provided by subcontractors, and you can enter a cost
for thw

Assembly Use thi represent items in your inventory that can be assembled or

| mbled from the stock items in your inventory.

Activity Item

(Peachtree Complete only) Use this item class to indicate how time is spent when performing services for a
customer. Used in employee or vendor time tickets when you plan on billing

@ customers for activities performed by employees or vendors (sub-contactors).

Charge Item

(Peachtree Complete only Use this item class to identify reimbursable charges incurred when performing

services for a customer. Used in employee or vendor time tickets when you
plan on billing customers for reimbursable expenses.

%
@Q
>
2,
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6.1- Adding Inventory (cont.): Q

On the “General” tab, you enter in the specific information for each item. Dependine class of
inventory item, some fields may not be available on the “General” tab. You also enter in“te beginning
balances on this tab. In the “Description” field, you select either “for Sales” or “for RUrghases.” You can
enter two descriptions per item, one which appears in the “sales” forms and onewhich’ appears in the
“purchase” forms. Enter the sales price into the “Price:” field. For your stock and
the last purchase price paid for the item. Once a beginning balance or transactio
this field is updated by Peachtree. For your non-stock, service, and labor iteps™®epter the “Cost of Sales”
amount that should be posted when the item is sold. Next, select one of the t available costing methods
from the drop-down list of choices: “FIFO,” “LIFO,” and “Average.” This can e changed after the item
has been saved. It will only be available, however, for stock and assemb

Continue by entering in the “UPC/SKU” code for the item. The
choosing. This is used for filtering reports. You can enter in a descrip
the “Location:” field. Then, enter in how the item is sold in the “St
never used in calculations. You can also enter in a “Weight:” item. Weight totals can actually be
printed on reports, providing you use the same unit of measureme r each item.

Next, enter in the income account that will be credit@en the item is sold in the “GL Sales Acct:”

glect an “ltem Type:” of your
of the item’s physical location in
IM:” field. This is optional, as it is

field. Enter the inventory account that will be debited when item is bought and credited when it is sold
into the “GL Inventory Acct:” field. You then enter the account that will be credited when a non-
stock item is sold in the “GL Salary/Wages Acct:” fi s”account will be reduced and the cost of sales
account will be increased when a non-stock item {s . Enter the cost of goods account that will be
debited when the item is sold in the “GL Cost of Sg cct:" field. Assign the item an “ltem Tax Code.”

Finally, enter in the “Minimum Stock:” n n the field of the same name. This is the quantity at

which you reorder stock. It's used for stoc assembly items only. Also enter in the “Reorder Quantity:,”
which is the number of item usually purchas n the minimum stock level is reached. Also, specify the
preferred vendor for this item in the “Prefér endor ID:” box. If you have a buyer, you can specify the
employee id of the buyer in the “Buyer® field. When you are ready to enter beginning balances for your
items (assuming you are setting up y: mpany), you will click the “Beginning Balances:” arrow. We will
discuss this later. For now, congrat s on getting through the “General” tab!

Click the “Custom Fields” ta re you will enter in any information for this item into the fields that

you decided to set up when yo
Click the “History” tab

et the values in the “Inventory Item Defaults” window.
an’t make changes to this window, but it does show useful information.
te and for that date the number of units sold, dollar sales, number of units

It will display the period
received, and the total co e item.
Click the “Bill of Materials” tab. Here you enter information about your “assembly” class items. If the

item you are enterin lformation for is not of the “assembly” class, then you can skip this tab. An
“assembly” is a rm@oroducts which you sell as a unit. To create an assembly item, you must select the
required compo& s, and enter the quantities needed of each on the “Bill of Materials” tab. If you want
the items that up an assembly to print as separate line items in invoices, then click the “Print
ice” check box. Then, select the “ltem ID:” of the first item used in the assembly. You
on-stock, description, assembly, labor or service item. Next, enter a short description
eference in the “Description:” field. Next, type in the “Quantity Needed:” of the item in order
to buil sembly. You can also use the “Add” and “Remove” button on the right of this tab to add and
re v@ components for an assembly. Make sure that you enter in all of the items needed for the
S .
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6.1- Adding Inventory (cont.): Q

Click the “Item Attributes” tab only if you set up the item as a “Master Item” in the “It lass” drop-
down. On this tab, you set the “Primary attributes” and “Secondary Attributes” for the mastef stock item.
These attributes could include things like size, style, and color, for instance. As y t the attributes,
Peachtree will create “sub-stock” items of every possible combination betwee “Primary” and
“Secondary” attributes.

Under the “Primary Attributes:” section, enter the name of the primary a
give the first specific instance of the set an ID code by typing it into the “ID:” fie
the specific instance into the “Description:” field and click the “Add” button ta
primary attributes. You can also select an attribute in this list, and click the sRemeVe” button to remove it.

Under the “Secondary Attributes:” section, enter the name of th% dary attribute set. Then give

you have set. Then
pe the description for

the first specific instance of the set an ID code in the “ID:” field. Type thé¥des
in the “Description:” field. Click the “Add” button to add the attribute t list of secondary attributes. You
can also select an attribute in this list, and click the “Remove” buttog ove it.

Once you save a “Master Stock” item, it will generate e @ possible combination of primary and
secondary attributes as separate stock items called “sub-stock.” Th&ge will display in the “Created Substock
ltems:” list. The “Item ID:” of substock is the combination ID code for the master item, plus the ID
codes of their primary and secondary attributes. You canneg,delete a substock item without removing its
attribute ID, but you can check the “inactive” checkbg@ created substock item to inactivate it. Make

sure that you click “Save” when you are done enteri item information to save it.

6.2- Removing Inventory:

To remove inventory you don’t use i e exception of the substock as noted above), you just
open up the “Maintain Inventory ltems” lis lect the inventory item that you want to remove. Click the
“‘Delete” button to permanently delete it. e used it in transactions, though, you must not delete it. You
have to make it inactive instead by se% he check box for “Inactive” at the top of the window, and then
a

clicking the “Save” button on the too@ e top of the window.

6.3- Entering Inventory Beqin% Balances:

When you are re ter the beginning balances for your inventory items into Peachtree, you
will need to open up an itermin the “Maintain Inventory Items” window, and click the “Beginning Balances:”
arrow on the “General” tap to open the “Inventory Beginning Balances” window.

Here you sel e items that you had in stock as of the date you started using Peachtree. Select
the first item that y ve in stock and enter in the “Quantity:” and “Unit Cost:” of each item. The total
beginning balanc ount should equal the amount entered as the beginning balance in the General
Ledger inventq @ ount. Click the “OK” button when you are done.

>
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6.4- Building and Unbuilding Assemblies: Q

After you enter assembly items into your inventory and have created the bill of m for them,
you can then use the “Build/Unbuild Assemblies” window to build or unbuild the assembly itef¥s. When you
build an assembly, the quantities of the component items are decreased and the qu on hand of the
assembly item is increased. When you unbuild an assembly, the opposite occurs you unbuild an
assembly, you can then sell the individual components.

To build an assembly, select “Tasks| Assemblies...” from the Menu Ba s will bring up the
“Build/Unbuild Assemblies” window, where you can build and unbuild the assemb¥ itéms.

File Edit Window Help

I £ A=l
% UL = i Hg@v & .
Cloze Mew (W= £ D‘Efete eportz Help

|

Item ID: | rOOL-35600

Description: Garden Hoe Kit Qe vailable:

Action: & Build " Unbuild Reference:

Qty on Hand:
Qty to Build: + 5,00
Mew Qty on Hand:

Qty: | 6.00 |

Components Used in Build
Item ID
TOOL-35400
TOOL-35280
TOQOL-35110

Qty Required Qty on Hand

6,00 18.00
6,00 36,00
6,00 14.00

Supervisor: Feason: | Spring Catalog Sales

First off, to build y unbuild assembly items, select the item ID of the assembly item which you would
like to build or un from the “ltem ID:” drop-down. Then enter in a unique reference code for the
assembly adjust the “Reference:” field. Enter the date of the adjustment into the “Date:” text box.

In Pea 004, you then entered the quantity to build as a positive number into the box
displayed. If y e unbuilding an item, you simply entered the number as a negative number. Starting in
Peachtree er the number of items to either build or unbuild into the “Qty:” field and then select the
“Action:” youWish to perform by choosing the correct option button- either “Build” or “Unbuild.” You can also
enter i son to either build or unbuild assemblies into the “Reason:” field. When you are done, just
re click the “Save” button in this window to save your record and update the inventory amounts.
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6.5- Making Inventory Adjustments: Q

Sometimes, you have to make inventory adjustments so that the amount shown in P @ ee agrees
with your physical count. To enter an inventory adjustment, select “Tasks| Inventory Adjustménts...” from
the Menu Bar. You can increase or decrease inventory using this same window. %

If you want to increase the quantity on hand, enter in a positive number into t st Quantity By:”
field. To record a decrease in the quantity on hand, enter a negative number into t djust Quantity By:”
field. Inventory adjustments affect the account assigned in the “GL Source Acct.” the adjustment you
are making in an increase, you can enter in the cost of the item in the “Unit Cost:

s [nventory Adjustments
File Edit Window Help

.ll_ _;_-,_.-'_ =
T:EQ ¥ = Iﬁl S Dgte ﬁv

Name: [Prefabricated Birdhouse | E e [Mar 15, 2007 E

Job:
GL Source Acct: 50000 count from which adjustment iz taken]

Lnit Cogt: 17.25
Cluantity On-Hand; :

Adjust Quantity By: I N

&

o Adjust: |Imentnr_l..l Recount

Mew Quantity:

6.6- Changing Item Prices:

@”ED!

If you are using Peacht&:omplete or Premium Accounting, you can re-calculate item prices for a
range of selected items at o do this, select “Maintain| Iltem Prices...” from the Menu Bar. In the
“Maintain Item Prices — &N ection” screen that appears, set the desired filters to select the items or
range of items for which youswant to adjust the prices. Once you have used the drop-downs available to
choose for which range’f items you wish to adjust pricing, click “OK” to continue to the “Maintain Item
Prices” window. He u select the price levels for which you wish to recalculate pricing by checking the
levels to adjust @ecking the levels to not adjust in the “Select which price levels to adjust” list in the
upper left corn e screen. Note that if you uncheck a level, all item pricing shown for that level
(column) in th ng section below will become “grayed-out.” This exempts those prices from changing.
You can als lly check or uncheck any box in the “Select” column to exempt an item in the list from
having its changed. Note that this “grays-out” the item’s row in the pricing grid.

elect one of the options to set the new pricing from the methods of adjustment displayed and
enter alculation, if necessary. Once you have done this, you can click the “Recalculate” button in the
e top of the window to set the new pricing. You can also manually enter prices into the “New
” field, if that is easier. Just click the “Save” button when you are finished to set the new item prices.
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ADDING INVENTORY X é\

ADDING INVENTORY: Q

1. Select “Maintain| Inventory Items...” from the Menu Bar to view the “Maintain Inventory Ite@creen.

2. Enter an “Iltem ID:” into the field of the same name.

3. Enter a short description for the item into the “Description:” field. %

4. Select an item class from the drop-down list.

5. In the “Description” field, you select either “for Sales” or “for Purchases.” You can @ two descriptions
per item, one for sales and one for purchases.

6. Then enter the sales price in the “Price:” field.

7. For your stock and assembly items, enter in the last purchase price paid fo tem in the “Last Unit

Cost:” field. Once a beginning balance or transaction is entered using this
Peachtree. For your non-stock, service, and labor items, enter the “Cg
posted when the item is sold.

8. Next, select one of the three available costing methods from the dro Wwn list of choices: “FIFO,”
“LIFO,” and “Average.” This cannot be changed after the item n saved. It will only be available,
however, for stock and assembly items.

9. Continue by entering in the “UPC/SKU” code for the item.

10. Select an “ltem Type:” of your choosing.
11. You can enter in a description of the item’s physical loca in the “Location:” field.

12. Enter in how the item is sold in the “Unit/Measure:.” fiIS is optional, as it is never used in

, this field is updated by
pales” amount that should be

calculations.
13. You can also enter in a “Weight:” for the item. W%tals can actually be printed on reports, providing
you use the same unit of measurement for eaclt ife.
14. Next, enter in the income account that will% d when the item is sold in the “GL Sales Acct:” field.

15. Enter the inventory account that will be dehited'When the item is bought and credited when it is sold into
the “GL Inventory Acct:” field.

16. You then enter the expense account t ill be credited when a non-stock item is sold in the “GL
Salary/Wages Acct:” field. This acco be reduced and the cost of sales account will be increased
when a non-stock item is sold. i

17. Enter the cost of goods account@xill be debited when the item is sold in the “GL Cost of Sales Acct:”
field.

18. Assign the item an “ltem TaCode:.”

19. Enter in the “Minimum Stqgk.“aumber in the field of the same name. This is the quantity at which you
normally order more used for stock and assembly items only.

20. Also enter in the “Re& antity:,” which is the number usually purchased when the minimum stock
level is reached.

21. Also, specify the reﬁrred vendor for this item in the “Preferred Vendor ID:” box.

22. If you have a buger; you can specify the employee id of the buyer in the “Buyer:” field.
23. Click the “Cu ields” tab. Here you will enter in any information for this item into the fields that you
decided to hen you created the Inventory Defaults.

24. Click the ” tab. You can’t make changes to this window, but it does show useful information. It
riod history date and for that date the number of units sold, dollar sales, number of
d, and the total cost for the item.

Bill of Materials” tab. Here you enter in information about your assemblies. If the item you are

25. Cli
n%nformaﬂon for is not an assembly, then you can skip this tab.
(%
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ADDING INVENTORY (CONT.): Q

26. To create an assembly item, you must select the required component items, and enter t @ antities
needed of each on the “Bill of Materials” tab.
27. If you want the items that make up an assembly to print as separate line items in im@, then click the

“Print Components on Invoice” check box.

28. Select the “Item ID:” of the first item used in the assembly. You can use any sto@n—
stock,description, assembly, labor or service item.

29. Enter a short description for the item for reference in the “Description:” field %

30. Type in the “Quantity Needed:” of the item in order to build the assembly.
31. You can also use the “Add” and “Remove” button on the right of this ta and remove item
components for an assembly. Make sure that you enter in all of the it eded for the assembly.
32. Click the “Item Attributes” tab if you set up the item as a “Master Ite%O “Iltem Class” drop-down.
33. On this tab, you set the “Primary attributes” and “Secondary Attributég” for the Master item. These
attributes could include things like size, style, and color, for instan®e.As you set the attributes,
Peachtree will create “sub-stock” items of every possible co @ on between your “Primary” and
“Secondary” attributes.
34. Under the “Primary Attributes:” section, enter the name (@rimary attribute set.
th
Cl

35. Then give the first specific instance of the set an id code “ID:” field.

36. Type the description for the specific instance in thg; “ iption:” field.

37. Click the “Add” button to add the attribute to the list‘f prirhary attributes.

38. You can also select an attribute in this list, and CN “‘Remove” button to remove it.
39. Under the “Secondary Attributes:” section, ent ame of the secondary attribute set.
40. Then give the first specific instance of the sefan ode in the “ID:” field.

41. Type the description for the specific ins n%\e “Description:” field.

42. Click the “Add” button to add the attribute list of secondary attributes.

43. You can also select an attribute in this fis d click the “Remove” button to remove it.

44. Click “Save” when you are done er@ y new item to save it.

REMOVING INVENTORY : @

1. Select “Maintain| Inventory Ité%..” from the Menu Bar to view the “Maintain Inventory Items” screen.

2. Select an “ltem ID:” fro t of the same name.

3. Click the “Delete” butto pefmanently delete it. If you’ve used it in transactions, though, you will not be
allowed to delete it.

4. You can inactivate it ivtead by selecting the check box for “Inactive” at the top of the window.

5. Click the “Save” on the toolbar at the top of the window.

ADDING INVEQ BEGINNING BALANCES:
1. Select “Maintain| Tnventory Items...” from the Menu Bar to view the “Maintain Inventory Items” screen.

2. Click they!Beginning Balances:” arrow in the lower right corner of the “General” tab.

4. Sel irst item that you had in stock on your start date and enter in the “Quantity:” and “Unit Cost:.”
5 peatstep 4 for all of your inventory that you had as of your Peachtree start date.

‘OK” when you are done entering information.
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BUILDING AND UNBUILDING ASSEMBLIES:

A OWON -

o N

. You can also enter in a reason to either build or unbuild assemblies inté
. When you are done, just remember to click the “Save” button in this

. To build or unbuild an assembly item, select “Tasks| Assemblies...” from the Menu Bar.
. Select the item ID of the assembly item to build or unbuild from the “Iltem ID:” drop-down.

ADDING INVENTORY X é\
@)

. Enter a unique reference code for the build/unbuild into the “Reference:” field. %

. Enter the date of the build/unbuild into the “Date:” text box.

. In the “Qity:” field, enter in the number of assembly item to either build or unbuild ifluging Peachtree 2005.
If using Peachtree 2004, enter the number to build as a positive number or th er to unbuild as a

negative number.

. Starting in Peachtree 2005, select whether or not you are going to “Build” uild” the selected item

by choosing the desired option from the “Action:” section.

% Reason:” field.
lipdoWato save your record.

MAKING INVENTORY ADJUSTMENTS:

1.
2.
3,
4.
5,

6.

Select “Tasks| Inventory Adjustments...” from the Menu B 2

If you want to increase the quantity on hand, enter in a positi umber in the “Adjust Quantity By:” field.
To record a decrease in the quantity on hand, enter a 6 number into the “Adjust Quantity By:”
field. .

Inventory adjustments affect the account displaye@
have the correct account entered in here. @
Y

GL Source Acct:” field. Make sure that you

If the adjustment you are making in an increase an enter in the cost of the item in the “Unit Cost:”

field.
Click “Save” when you are done.

CALCULATING NEW ITEM PRICES: :

1.
2. In the “Maintain Item Prices — Filt

6.

7.

8

Select “Maintain| Item Prices...” f@e Menu Bar.
lection” screen that appears, set the desired filters to select the
items or range of items for %you want to adjust the prices.
ns available to choose for which range of items you wish to adjust

Once you have used the drep
pricing, click “OK” to o the “Maintain Item Prices” window.
. Select the price levels f Nich you wish to recalculate pricing by checking the levels to adjust and

unchecking the levels to not adjust in the “Select which price levels to adjust” list in the upper left corner
of the screen.

having its pric ged.

. You can man aII@:k or uncheck any box in the “Select” column to exempt an item in the list from
X

tions to set the new pricing from the methods of adjustment displayed and enter a

Select one 0
new calc if necessary.

Once youtha ne this, you can click the “Recalculate” button in the toolbar at the top of the window to
set theineWrpricing.

You o manually enter prices into the “New Price” field, if that is easier.

9% Save” button when you are finished to set the new item prices.
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CREATING PAYROLL

7.1- Adding Employees- 2009:2012:

Before you can issue a paycheck to an employee, you must have the employtered into

Peachtree. We looked at the process of setting up payroll and entering the employee defallts back in

Chapter 2. Now, we will look at actually entering the individual employee recordsf” 1e, do this, select

“Maintain| Employees/Sales Reps...” from the Menu Bar. This invokes the “Mainia ployees/Sales

Reps” window where you can add new employees and edit employee information. '
File Edit GeTe Window Help

) Close 49 New [=|List [ Save £51Save & New 3€ Delete 5 ChangeID [@ Event 4 Log [ Letters ;ﬁ
Maintair m pyees & Sales Reps

@ Maintain Employees & Sales Reps

Country:
Telephone 1@ 404-555-7447

Customizable Fields

E-mail: achester@sample.peachtree.com

ast

£

Y

c 2, 2002

[=]
[=]
[=]

1. Position 4. Emerg. Contact
Office Administration 0 Rick Chester

2. Birthday 5. Review Date
30-Jul 1-Jun-03

3. Spouse

*Employee [D: | ACHESTER| [+ & @ @ Employee Indgtive
Name:  Amanda W Chester Suffix Sales Rep
() Both
General |PayI Info I Withhelding Info I Vacation,Sick Time I Employee Figlds I Company Fields|
Address: 4599 West Paces Ferry Road Sodial Security Mo.: 111—22@ Birth Date: E‘
Type: |v Gender: S
City, ST, Zip:  Atlanta GA 30328 Hired: 1, 2003 Rehired: [=]

[ Employee Beginning Balances]

Customize these fields for your business

Online payroll processing and tax fiing availahlg 3

At the top of the Windo&ner the ID you want to assign to the employee into the “Employee ID:”
field. Next, type the first n@ dle initial and last name of the employee into the three fields to the right
of the “Name:” label. Th’K t an option button to indicate the employee’s status: “Employee,” “Sales
Rep,” or “Both.” If you select'Employee,” the individual will appear on employee-related reports and the
“Payroll Entry” window. Jf you select “Sales Rep,” they will appear in the Sales Rep lookup list and on
Accounts Receivab es rep reports. Paychecks cannot be issued to these individuals. “Both” allows for
both aspects a

0 make an employee inactive after they have been entered, you can click the
“Inactive” chec

Click t neral” tab to view the basic information for the employee. Enter in the address of the
employee i Address:” fields. Then enter in the “City, ST Zip:” into the three fields across from the
label of t e name. Enter the country of the employee into the “Country:” field. Also enter the social

securit er of the employee into the “Social Security No.:” field. You can assign the employee an
em Io%e in the “Type:” field by typing whatever code you want to use into the box provided. This can
@ d as a report filter, or as a way of selecting for which employees you wish to process paychecks

performing payroll entry later.
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7.1- Adding Employees- 2009:2012 (cont.): Q

You can also enter their phone numbers into the phone fields provided. Enter the e @ ee’s e-mail
addresses in the E-mail fields. In Peachtree 2004:2010, under the “Dates:” section, enter in th&@ate that the
employee was “Hired:,” their “Last Raise:” date, and their “Terminated :” date, if appl%. You can also
enter the “Birth Date,” “Gender,” and “Rehired” date into the fields available startin htree 2009. To
enter employee beginning balances for accurate W-2 and payroll reporting, you ick the “Employee
Beginning Balances” button. We will examine doing this in a later section of thi er. At the bottom of
this tab, in the “Customizable Fields” section, you can enter information intQ elds available for the
employee. Starting in Peachtree 2011, you can also add a photo of an emp if desired. You can also
click the “Additional Info” tab in this version to enter additional employeesil ation. This tab includes
emergency contact info, employment details, and demographic info.

Next, click the “Pay Info” tab. Here you will enter information
Select an option from the “Pay Method:” drop-down: “Salary,” “Hourl
Time Ticket Hours.” Enter a dollar amount to bill customer by the
the “Hourly Billing Rate:” field. Then, select the frequency wit
“Frequency:” drop-down. If you selected the “Hours- Hours per

the common number of hours the employee works in a payr%od.

ow you pay the employee.
rs per Pay Period,” or “Hourly-
time recorded on time tickets into
h you pay your employees from the
eriod:” choice above, you can enter

Next you will set the different pay levels availabl r this particular employee. Enter all of the
different types of pay and the associated amounts thgtt loyee can earn into the pay type list shown.
Click the “Use Defaults” check box to clear it if you do nt to use the standard General Ledger payroll
expense account for the employee. If you do that, y&o' d then have to select a different General Ledger
account from the adjacent “Account” field. After e the types of pay and indicating the pay rates, you
can check either of the two checkboxes at the Rot of this tab in order to indicate that the employee is
eligible for health insurance and/or receive th% electronically, if necessary.

Next, click the “Withholding Informa to enter the employee’s withholding information. Use
the list to enter some of the basic payroll ding information for the employee. Select the appropriate
status of the employee using the drop4owy’for the “Filing Status:” field for each “Payroll Field Name:”
shown. Enter the number of allowancc&s employee is taking for the “Federal,” “State,” and “Local’ tax
lines under the “Allowances” field. can also enter any additional withholding amounts if employees
elect to have additional money withi@rom their paychecks under the “Addl Withholding” field. Some state
tax formulas use the “Allowance§” and “Addl Withholding” fields for tax calculation purposes.

In the same list, ente wo letter abbreviation for the state in which the employee lives in the
“State” tax line in the “S ity” field. Enter the locality name where the employee pays local income
tax in the “State/Locality*¥igld} if needed. You can also check the “Retirement Plan” check box if the
employee participates in a 401(k) or other plan. This will place a check in the check box for the field of the
same name in the emplbyee’s W-2 form. Click the check box for “Statutory Employee:” if the employee
qualifies as a statut ployee according to the current IRS guidelines.

Starting i fyou can enter the employee’s specific vacation and sick time tracking by clicking
the new “Vacati k Time” tab within the “Maintain Employees & Sales Reps” window. Here you can
change the s of this employee’s vacation and sick time tracking, if they differ from the defaults that
you create ou initially created your payroll defaults. If you wish to change the values for this

employeeyithen first uncheck the “This employee uses the company default settings” checkbox for either the
vacati ing, or sick time tracking. Then enter the employee’s specific vacation and/or sick time
tr iw the area below the checkboxes.
ck the “Employee Fields” tab to enter deductions specific to the employee. Depending on the
payroll#fields you are using, you may have employee whose payroll deductions differ from the
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7.1- Adding Employees- 2009:2012 (cont.): Q

company-wide ones that you set up in the employee defaults. You can enter specific empleductions
on this tab. Uncheck the “Use Defaults” field if you do not want to use the standard payroll fiéld information
for this employee. You can then change the “Account:” field where the tax liability will b%ked.

You can also change this account when a payroll check is entered. Y also clear the
“Calculated” check box to enter a flat rate amount into the adjacent “Amount:” field f@t line. Otherwise, it
will automatically calculate the payroll field using the calculation given.

If you are calculating your deductions, select the name of the calculatién/used to calculate the
deduction from the “Formula” field. Use the list drop-down, as an incorrect ta @ e will cause errors during
payroll entry. Enter the deduction or addition amount to apply a specificsagiount per pay period into the
“Amount” field as either a negative or positive value. For some fields, y lick the “Adjust” arrow button

to display the “Calculate Adjusted Gross” window. Here you decid hick, fields should be added or
subtracted from the gross prior to calculating the tax, if necessary.

Click the “Company Fields” tab to change the default em ompany taxes. Uncheck the “Use
Defaults” field if you do not want to use the standard payroll fi rmation for the employee. Then you
can makes changes to the field.

Under “Liability,” you can then select the liability nt to which the employer liability will be
posted. Under the “Expense” column, you can select the a(ﬁto which the employer expenses incurred
when paying an employee will be posted. You can %Is r the “Calculated” check box to not calculate
this payroll field, if needed. If you are calculating yo ns, select the name of the calculation used to
calculate the deduction from the “Formula” field. U list, as an incorrect tax name will cause errors
during payroll entry. For some fields, you can e “Adjust” arrow button to display the “Calculate
Adjusted Gross” window. Here you decide whic should be added or subtracted from the gross prior

to calculating the tax, if necessary. \

o
@Q
>
.
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7.2- Adding Employees- 2003:2008:

Before you can issue a paycheck to an employee, you must have the employtered into
Peachtree. We looked at the process of setting up payroll and entering the employee defallts back in
Chapter 2. Now, we will look at actually entering the individual employee recordsf” 1e, do this, select

“Maintain| Employees/Sales Reps...” from the Menu Bar. This invokes the “Mainia
Reps” window where you can add new employees and edit employee information.

/

@ Maintain Employees & Sales Reps

File Edit GoTe Window Help

@ Close {9 New [=]List Save {jSave & New 3% Delete G ChangeID [@Event [ Log [ Letters

ployees/Sales

ACHESTER

= @B

Name: W Chester

i- General |Pa§«I Info I Withhelding Info | Employee Fields | Employer Fieldsl

@ Employee
) Sales Rep
™1 Both

Address: 4599 West Paces Ferry Road

Customizable Fields
1. Position
Office Administration
2. Birthday
30-Jul

3. Spouse

X0

pe: ADMIN |+

City, 5T, Zip:  Atlanta GA 30328 Hired: May 1, 2001 E|

Country: . Qast Raige: Dec 2, 2002 El

Telephone 1:  404-555-7447 \ erminated: El
E-mail: achester@sample peachiree.com \ | Employee Beginning Balances |

Sodal Security Mumber; 1-22-1337

4. Emerg. Contact
Rick Chester

5. Review Date
1-Jun-03

Customize these fields for your business

Online payroll processing and tax fiing availablg ,

At the top of the Windo&ner the ID you want to assign to the employee into the “Employee ID:”
iddle initial and last name of the employee into the three fields to the right

field. Next, type the first n@
of the “Name:” label. Th’K
Rep,” or “Both.” If you selec
“Payroll Entry” window.
Accounts Receivab
both aspects a
“Inactive” chec

Click t
employee i
label of t

‘

d as a report filter, or as a way of selecting for which employees you wish to process paychecks

performing payroll entry later.

t an option button to indicate the employee’s status: “Employee,” “Sales
*Employee,” the individual will appear on employee-related reports and the

you select “Sales Rep,” they will appear in the Sales Rep lookup list and on
es rep reports. Paychecks cannot be issued to these individuals. “Both” allows for
0 make an employee inactive after they have been entered, you can click the

neral” tab to view the basic information for the employee. Enter in the address of the
ddress:” fields. Then enter in the “City, ST Zip:” into the three fields across from the

e name. Enter the country of the employee into the “Country:” field. Also enter the social
er of the employee into the “Social Security #:” field. You can assign the employee an

securit
em Io%e in the “Type:” field by typing whatever code you want to use into the box provided. This can
t{fn b
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7.2- Adding Employees- 2003:2008 (cont.): Q
You can also enter their phone number into the “Telephone 1:” field. Enter in the ee’s e-mail
address in the “E-mail:” field. Under the “Dates:” section, enter in the date that the employeé*™Was “Hired:,”
their “Last Raise:” date, and their “Terminated :” date, if applicable. Then when we ady to enter in
employee beginning balances for accurate W-2 and payroll reporting, we woul the “Beginning
Balances:” gray arrow if using Peachtree 2003-2007. In Peachtree 2008, you si ick the “Employee
Beginning Balances” button, instead. We will examine doing this later.
If you are using Peachtree 2008, then in the “Customizable Fields” se ou can enter the date
into the fields available for the employee. If using Peachtree 2003, y uld then complete the

“Withholding Information:” section in the “General” tab.

If you are using Peachtree 2004 or later, you instead click the “
the employee’s withholding information. Use the list box to enter so
information for the employee. Select the appropriate status of the e
“Filing Status:” field for each “Payroll Field:.” Enter the number of alloV
“Federal,” “State,” and “Local’” tax lines. You can also ente additional withholding amounts if
employees elect to have additional money withheld from their paycligcks. Some state tax formulas use the
“Allowances” and “Additional Withholding” fields for tax calc@ purposes. Before using these fields, read

% ding Information” tab to enter

e basic payroll withholding
oyee using the drop-down for the
afices this employee is taking for the

any comments associated with your state income tax formela in the Global Tax Table. If the comment
discusses the proper use of these fields, you should fol steps listed. To find your state income tax
formula, select “File| Payroll Tax Tables| Edit Glo 1x the Menu Bar in Peachtree 2003, or select
“File| Payroll Tax Tables| Peachtree Maintained...” fromg the Menu Bar if using Peachtree 2004 or later.

In the same location, enter the two letter a jiation for the state in which the employee lives in the
“State” tax line in the “State/Locality:” field. Ent cality name where the employee pays local income
tax in the “Locality” line. You can also chec t%irement Plan” check box if the employee participates in
a 401(k) or other plan. This will place a c the check box for the field of the same name in the

employee’s W-2 form. Click the check bo atutory Employee:” if the employee qualifies as a statutory
employee according to the current IRS guidelines.

If using Peachtree 2003-2007,d&t0 the “Custom Fields” tab. Here you will enter in any fields that
you decided to track for your emplo when you were setting up the employee defaults.

Next, click to the “Pay Info”%—(ere you will enter information about how you pay the employee.
Select an option from the “Pay Method:” drop-down: “Salary,” “Hourly- Hours per Pay Period,” or “Hourly-
Time Ticket Hours.” Enter a %mount to bill customer by the hours for time recorded on time tickets into
the “Hourly Billing Rate:’ f'@\en, select the frequency with which you pay your employees from the
“Frequency:” drop-down.%h elected the “Hours- Hours per Pay Period:” choice above, you can enter
the common number of hours the employee works in a payroll period.

Next you will setﬁe different pay levels available for this employee. Enter all of the different types of
pay that they can e lmto the pay type list for your hourly and salaried positions. Click the “Use Defaults”
(“Std:” in Peachtﬁxj -2007) check box to clear it if you do not want to use the standard General Ledger

payroll expens nt for the employee. If you do that, you would then have to select a different General
Ledger acco the adjacent “Account” field.

Cli
payroll fields

‘Employee Fields:” tab to enter deductions specific to the employee. Depending on the
u are using, you may have employee whose payroll deductions differ from the company-
wide o t you set up in the employee defaults. You can enter specific employee deductions on this
ta Y@nnot enter new payroll field information here, you can only do that through the employee

f lick the “Use Defaults” (“Std:” in Peachtree 2003-2007) field if you do not want to use the
stan payroll field information for this employee. Then you can makes changes to these fields. You can
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7.2- Adding Employees- 2003:2008 (cont.): QE

then change the “Account:” field where the tax liability will be tracked. You can also chais account
when a payroll check is entered. You can also clear the “Calculated” (“Calc:” in Peachtree®2003-2007)
check box to enter a flat rate amount in the “Amount;” field. Otherwise, it will autorr@ly calculate the
payroll field.

If you are calculating your deductions, select the name of the calculatio s d to calculate the
deduction from the “Tax Name:” field. Use the list drop-down, as an incorrect ax jame will cause errors
during payroll entry. Enter the deduction or addition amount to apply a specific amount per pay period in the
“Amount.” field as either a negative or positive value. Click the “Adjust:’w button to display the
“Calculate Adjusted Gross” window. Here you select the “Use” check box ferffelds that should be added or

subtracted from the gross prior to calculating the tax. ‘
&m

Click the “Employer Fields:” tab to change the default employe 0
of the “Use Defaults” (“Std:” in Peachtree 2003-2007) fields if you do

field information for the employee. Then you can makes changes tﬁ ield.

any taxes. Take the check out
ant to use the standard payroll

Under “Liability:,” you can then select the account to the employer liability will be posted.
Under the “Expense:” column, you can select the account to whichghe employer expenses incurred when
paying an employee will be posted. You can also clear the Iculated” (“Calc:” in Peachtree 2003-2007)
check box to not calculate this payroll field, if you need or some reason. If you are calculating your
deductions, select the name of the calculation used go v@ ate the deduction from the “Tax Name:” field.
Use the list, as an incorrect tax name will cause errorandtving payroll entry. Click the “Adjust:” arrow button
to display the “Calculate Adjusted Gross” window. He select the “Use” check box for fields that should
be added or subtracted from the gross prior to cal g the tax.

7.3- Adding Employee Beqginning Balanc\

If you enter your employee’s beg'r@alances when you start your company, you will ensure that
your payroll reports and W-2’s print \m correct figures. You can enter a beginning balance for each
employee that you had when you st tering information into Peachtree and edit it at any time. These
amounts don’t affect the General@er, but do affect the year-to-date totals for each payroll field.
Therefore, you should enter the beginning balances before posting paychecks. You enter employee
beginning balances for the qua%s;' of the year, assuming you started after the first quarter. Then, for the
current quarter, you enter th t for each pay period within the current quarter.

To access this i&s n, you can open up the “Maintain Employees/Sales Reps” window by
selecting “Maintain| Employ@es/Sales Reps...” from the Menu Bar. On the “General’ tab, click either the
“Employee Beginning Balances” button or the gray arrow button for “Beginning Balances:” (depending upon
your version of Pea ) in order to open the “Employee Beginning Balances” window.

In this wi t%J select an employee to enter beginning balances for from the “Employee ID:” field
at the top. Then Dates:” row, enter the date reflecting the pay period ending date, the quarter ending
@ ding date as needed. In the “Payroll Field:” column, enter in the payroll field amount for
ding, date. Deductions should be entered as negative amounts. In the “Total:” field, you will
see the ye@rso-date total for the payroll field for the selected employee. At the bottom, the “Net Check:” row
reflects Q pet pay for the pay period and is calculated automatically. Just click “Save” when you are done.

@
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7.4- Paying a Group of Employees: Q

Use the “Select for Payroll Entry” window to issue paychecks to multiple employeonce. You
can use the filter selection window to select which employees to pay. To print paychecks fef a group of
employees, select “Tasks| Select for Payroll Entry” from the Menu Bar. This Wil%ch the “Select
Employees- Filter Selection” window. Here you select what types of employees . This includes
selecting specified employees with the same pay frequency and pay types who sho@ paid on the same
day.

Include Time Tickets for

Pay End Date: |Mar 15, 2007 f I

S
Cancel -
|nclude Pay Frequencies

Help | v ‘Weekly v 0
v Biwieakly v A

v Semi-banthly Q

Include Pay Method

v Houly ’@ Salary

Include Emp R

Er{% -

A o
%

Enter the payroll % nding date if you are paying employees based on time ticket hours. All
unused time ticket hours dat@d within the time period will be used. You can then filter by selecting one or
more check boxes in the/lnclude Pay Frequencies:” section. You could also filter by selecting either or both
pay methods in the { de Pay Methods:” section. You could also filter further in the “Include Employees”
section by selec% r “All” or “Range” from the “Employees” drop-down. If you select “Range,” then you
will need to sel employee id’s from the “From:” and “To:” drop-downs to select all employees that
meet the othe%a and in the range specified. You can further filter by selecting an employee type from

LD

the “Type.” n. Click “OK” when you are ready to pay the selected employees. This will bring up the
“Select E ees to Pay” window.

cond part of paying your employees is to print the paychecks using the “Select Employees to
Pay” . You can make any changes to the paychecks for the individuals you selected in the previous

ployees- Filter Selection” screen. You can exclude individuals from the payroll by clicking the
chieck box on their record to clear it.
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7.4- Paying a Group of Employees (cont.): Q

In the “Check Date:” field, enter the date that will print on the paychecks. In the ‘nd Date:”
field, you enter in the date for the end of the payroll. It will take its value from the date you eft€red into the
“Select Employees- Filter Selection” window. In the “Cash Acct:” field, the last account@ for a paycheck
will display. You can change this account, if necessary.

Then you can enter the number of hours to pay your hourly employees in t urs:” column. This
field will only be available for your hourly employees. For salaried employees! salary rate for the
employee for each pay level will appear. You can change this amount when ap yee should be paid a
different salary. If you should not pay an employee, you can click the “Pay” checkBox to clear it.

Click the “Print” button in the toolbar at the top to print the selected pe

e 4aps & O “ﬁ ’ -
,EEQE Selec ‘ﬁflﬁ All Al Detail  Jobz gip

Check Date: kar 15, 2007 | f I Fap End Date: kar 15, 2007 Cash Acct | 10300

These Emplayees have: 1] Pay Frequencies of Weekly, Biweekly, Semi@ Fanthly, and Annually 2] Pay Tupes af Hourly

or Salaried.
emes Hours Salary Hifeeks |Pay |

Employee D Employee Mame Check Amount M

ACHESTER Amanda . Chester 20.00 2 |GA -~
time I

1

ADUEKE AL Duke \ Feqular 40.00 1 |GA

Overtime 1

Special I

AHECTER Anthony H. Hecter 87 54 | Regular 20.00 2 |GA

Overtime |
Special 1 |

Fayroll Checking Account %e:
Te &
Eala echs: ﬂ

o
&Q
>
@
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7.5- Paying an Employee: QE

When you want to issue a single paycheck to a single employee, you can enter it e “Payroll
Entry” window. You can also use it to enter handwritten payroll checks. To open this window, S€lect “Tasks|
Payroll Entry...” from the Menu Bar.

File Edit Window Help y_i

i ol oy =
Wy WY 5 F s B ’ 2 = HL;E-‘;- & .
Claze Mew List Q\EE E‘?iﬁv Delete  Jobs  Jolmnal M eportz Help

pll Entry [«][=]

Check Mumber: | 1250 Cash Account

Bellwether Garden Supply

Employee ID: Q] p

Eight Hundred Mine and 22/100 & B $|

Pay to the Amanda W. Chester
Order of: 4599 West Paces Ferry Road
Atlanta, GA 30328

Pay Period Ends

Weeks in Pay Period

Hours Worked \ Taxes - Benefits - Liabilities

Hourly Fields Hours MName Amount Memo

Regular -131.85 | O
Overtime s5.44| O
Spedial -16.24| O
-43.44| O

-44.30| O

) 2.08 | GA

] 0.00 | A

VAC_Remain 3.08 | GA

% Sick 0.00 | GA

Medical o.00| &

Dental o.00| O

Soc_Sec_ER 69.44| O

Medicare_ER i6.24( O

FUTA_ER s.96| O

SUI_ER 33.60| O

K401_ER o.00| &3

Gross Pay: 1,120.00

You select the E& ID of the employee for whom you are creating the paycheck from the
“‘Employee ID:” drop-down. ITyou plan on printing the check, leave the “Check Number:” field blank, as you
will be asked to assign the check number during the printing routine. If you don’t plan on printing the check,

then enter the num the paycheck that was issued into the “Check Number:” field.

Enter th t you want to print on the paychecks in the “Date:” field. In the “Cash Acct:” field,
the last accou saa), for a paycheck will display. You can change this account, if necessary. In the “Pay
Period Ends:” 4 ield, enter the date that the pay period ended. Below in the “Salary Amounts/ Hours
Worked” section, Yau will see the hourly rates or salary amounts for the selected employee. In the “Account”
column an set the general ledger account assigned to the row. You can change this, if necessary.

‘n- pe in the “Salary/Hours” column. You will also see the employee and employer deductions,
wand contributions to the right. You can change the “Account:” and the “Amount:” in these fields, if
Then if you need to print the paycheck, just click the “Print” button on the toolbar.
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7.6- Creating Payroll Formulas- 2003:2008: Q

You can create payroll fields to hold paycheck data. Payroll fields can hold either “fI” amounts
or “calculated” amounts. A “flat-rate” payroll field would collect the same amount from every®paycheck. A
“calculated” payroll field uses a formula to calculate the amount to collected from a payCheck. Payroll fields
can affect all employee paychecks or only selected employee paychecks. However, in.C def to use a payroll
field in any paycheck, you will first need to create it in within the “Employee Default | dow. If the field will
only be used by a few employees, you have to update the specific employee pay elds for the selected
yroll field settings for

the chosen employees.

A “calculated” payroll field is one that uses a formula to derive its
refer to the tax tables stored in Peachtree to derive the necessary valuest
tables used in Peachtree. If using Peachtree 2003, you can select “File
to view the “Maintain Global Tax Tables” window. In Peachtree 2004 ©
Tables| Peachtree-Maintained...” to view the same table. These
include federal and state taxes and are shared by all companies.

If you select “File| Payroll Tax Tables| Edit Company...” the Menu Bar in Peachtree 2003 or
“File| Payroll Tax Tables| User-Maintained...” in Peachtre@ﬂ or later, you will view the company tax

ater, you select “File| Payroll Tax
one set of tables. These tax tables

tables. These are the second set of tables. Company taxes taxes that are specific to your company, like

state unemployment insurance or union dues. The glgb ables are typically set up through Peachtree’s
Tax Service, while the company tax tables are update

You can use the company tax tables window up calculated garnishments, union dues, or local
income taxes. Here you can see calculated comp es, additions, or accruals that were created during

calculated payroll calculations. First enter a t uction, or accrual id into the “Tax ID:” field. Then you

the “Payroll Setup Wizard,” like 401(k), and vaecall nd sick time tracking. Below that you can add new
enter the name of the calculation, followed b %red space, and then the two digit payroll year (e.g. 04).

Peachtree uses the name of the field to &s te a payroll tax with an employee or employer field. The
calculation name defines what will appe@ar he “Tax Name” column in the “EmployEE Fields” tab or the
“‘EmployER Fields” tab. The payroll yea&iS\simply the last two digits of the payroll year. Peachtree will then

ensure that the correct tax is used b on the check date year.

Then you select a filing stat@m the “Filing Status” drop-down. If the calculation is to be used for
all employees, regardless of filifig status, select “All Filing Statuses.” If you click the “Appear on Payroll
Reports Menu” check box yo & the calculation amount available in the Payroll Tax Report. This option,
however, can only be s @ hen the “TAXABLE_GROSS” variable appears on the formula in the left
side of the equation. Tcause the “Payroll Tax Report” lists Taxable Gross figures based on the
formula entered for each tax. So, the term “TAXABLE_GROSS” must appear in the formula.

Next, select the [overnment to which this calculation applies. Note that you can fill-in the specific
state (two characte eviation) or locality name next to those options if the calculation should only apply
to a single state y. For the locality to function, it must match the entry in the “State” or “Locality” field
for the employ rd to whom the calculation applies.

Then che “Type” of calculation. You can create either a “Deduction,” which subtracts the
calculated om the gross amount. These are always preceded by a minus on the payroll check;
“Addition &w adds the calculated amount to the net amount; or “Exception,” which allows both positive
ivéwalues. Used for vacation or sick accruals. Choosing an addition or deduction lets Peachtree
kn pe of positive or negative value to expect from the calculation result. So, make sure that you
L% ative sign (-) after the “ANSWER =" portion of the formula if you need to indicate a deduction.
N

ter the payroll calculation into the “Formula:” text box. Finally, click the “Save” button to save it.
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7.7- Creating Payroll Formulas- 2009:2012: Q

You can create payroll fields to hold paycheck data. Payroll fields can hold either “fI” amounts
or “calculated” amounts. A “flat-rate” payroll field would collect the same amount from every®paycheck. A
“calculated” payroll field uses a formula to calculate the amount to collected from a pa k. Payroll fields
can affect all employee paychecks or only selected employee paychecks. However, i to use a payroll
field in any paycheck, you will need to create it in within the “Employee Defaults” ow. If the field will
only be used by a few employees, you will then have to update the specific em ayroll fields for the
selected employees in the “Maintain Employees/Sales Reps” window to indi e proper payroll field
settings for the chosen employees.

A “calculated” payroll field is one that uses a formula to derive its
refer to the tax tables stored in Peachtree to derive the necessary valu
tables used in Peachtree. If you subscribe to the Peachtree Tax U rvice, the payroll fields and
formulas needed for federal and state payroll taxes will be available in set of tables. If you select “File|
Payroll Formulas| Peachtree-Maintained...” from the Menu Bar, yO n access these tax payroll fields.
These fields are updated by Peachtree, and are shared by all @ y files within Peachtree. You cannot
access this table without a current subscription to the Peachtree TaXUpdate Service.

#These formulas may also
e are two sets of payroll tax

If you select “File| Payroll Formulas| User-Maintaing@™,” in Peachtree, you will view the company
tax formulas that are available. This is the second payroll table available for use. Company taxes are
taxes that are specific to your company, like state unem nt insurance or union dues. You can use and
update the company tax tables yourself by creati formulas for use within custom, calculated

payroll fields that you set up in the “Employee Defauits *window. For users who do not subscribe to the
Peachtree Tax Update Service, all of your payroll formelas will be created within this tax table.

You can use the company tax table wi set up payroll field formulas. The purpose of the
payroll field formula that you create could iaclude, but is not limited to, purposes such as calculating
garnishments, collecting union dues, or colleCti cal income taxes. In this window you can see calculated
company taxes, additions, or accruals tha% created during the “Payroll Setup Wizard,” like 401(k), and
vacation and sick time tracking. You canfad w payroll field formulas to this list.

To create a new formula, first a tax, deduction, or accrual id into the “Formula ID:” field. This
formula ID can be up to 8 character ngth. Next, you must enter a name for the formula into the “Name:”
field. You do this by entering the n f the formula, followed by a required space, and then the two digit
payroll year (e.g. 09). You can click the adjacent “Guidelines for creating a name” hyperlink to view the help
file on this topic, if needed. Pgachiree uses the formula name to associate a payroll formula with a payroll
field when you later cre @, ayroll field within either the “Employee Fields” or “Company Fields” tabs
within the “Employee Def window. The name defines what will appear in the “Formula” column within
the “Employee Fields” tab or the “Company Fields” tab.

Next, select the wpact that this formula is to have on the gross pay by selecting a choice from the
“Effect on gross pa p-down. You can then select a filing status that this should affect from the “Filing
status:” drop-do formula is to be used for all employees, regardless of filing status, select “All.”
Next, UQ ‘How do you classify this formula?” drop-down to select the type of formula that you

are creating. select “Tax,” then you can use the “Tax agency:” drop-down that appears to further

specify the taxi ency. For state and local taxes, you will then have to further refine your selection using
the drop-downs that appears for those specific choices.

n check the “Use this formula as a filter on the Payroll Tax report” checkbox to allow this

for I@ppear within the “Payroll Tax Report” menu, or to have the payroll field that uses this formula

p n the Exception Report. Note that you should only choose this option when the

E_GROSS” identifier appears on the formula in the left side of the equation. That is because the
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7.7- Creating Payroll Formulas- 2009:2012 (cont.): Q
“Payroll Tax Report” lists Taxable Gross figures based on the formula entered for each t:@), the term
“TAXABLE_GROSS” must appear in the formula.

Next, enter the actual payroll formula calculation into the “Formula:” text box. Fi click the “Save”
button to save the payroll formula. Once you have created the formula, you can the he “Next Step:”
hyperlink to open the “Employee Defaults” window where you can create the cal d payroll field that

uses the payroll formula that you just made.

7.8- Elements of Payroll Formulas:

When creating payroll formulas, you enter the actual formula caﬂb into the “Formula:” text box.
You should be extremely familiar with how Peachtree creates its for efore attempting to create your
own. Many users will not have to perform this action, as most of t}%ssary equations are provided by
Peachtree. For additional lists of formula terms and items, you c In the “Help” menu of Peachtree for
“formulas.” We will list some of the common elements of formula ions here to help get you started.

Element: Use/Purpose:

Equations Each payroll calculation consists of one g m @ uations. If a formula has multiple equations, they
are always separated by semi-colons. ple: ANSWER = -250.

Constants The numbers used in the equations. an only appear on the right side of the equal sign in an
equation. They can contain only n nd a decimal point.

Variables Numbers and/or letters that N numerical values. During an equation, an expression is
calculated and the result is a variable. There are also several standard variables listed in
the “Help” files. They can n either side of an equation, and have a few rules as to their use.

1. If you want to set a variab ue, then the variable must appear on the left side of the equation.

2. To use the value assi variable, the variable must appear on the right side of the equation.

3. The variable ANSW@ required in every formula, and must appear at the beginning of the last

equation in the formu

S

Identifiers Similar to a vari 2in that they are words that stand for values. However, the value of an identifier is
formula is evaluated. There are several standard identifiers listed in the “Help”

would be ADJUSTED_GROSS, which uses the employee’s adjusted gross as

known befor

files. An&

defined in the%setup of the “Adjust” section for the tax being calculated. Each payroll field and each
pay IeveI’an also be used as an identifier. For example, Fed_Income.

Functions h@al operations that perform functions on variables, identifiers, or constants to arrive at a
Vi ed in an equation. They can only appear on the right side of an equation. For example the
” function could be used as A = YTD(Fed_Income) to determine the year to date value of the

ral income tax payroll field, which is then stored to a variable identified as “A”.

Operator our standard mathematical operators. Uses the standard order of operations. You can use the plus

@ sign (+) to add, the minus sign (-) to subtract, the asterisk (*) to multiply, etc....
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Select “Maintain| Employees/Sales Reps...” from the Menu Bar
Enter the employee ID into the “Employee ID:” field.

Enter the name of the employee into the three fields to the right of the “Name:” Iabe%
Select an option button to indicate the employees’ status: “Employee,” “Sales Re :
To make an employee inactive, click the “Inactive” check box.

Click the “General” tab and enter the address of the employee into the “Addr
Then enter in the “City, ST Zip:” into the three fields across from the label o
Enter the country of the employee into the “Country:” field.

Also enter the social security number of the employee into the “Social
10. You can assign the employee an employee type in the “Type:” field. I

ADDING EMPLOYEES- 2009:2012: Q

©oOoNorWNE

11. You can also enter their phone numbers into the phone fields provided.

12. Enter the employee’s e-mail addresses in the E-mail fields.

13. In Peachtree 2004:2010, under the “Dates:” section, enter in the ds
their “Last Raise:” date, and their “Terminated :” date, if applia %

14. You can also enter the “Birth Date,” “Gender,” and “Rehired” dateginto the fields available starting in
Peachtree 2009.

15. To enter employee beginning balances for accurate W- d payroll reporting, you can click the
“‘Employee Beginning Balances” button. N Q

16. At the bottom of this tab, in the “Customizable Figld&l lon, you can enter information into the fields
available for the employee.

17. Starting in Peachtree 2011, you can also add of an employee, if desired.

18. You can also click the “Additional Info” tab indPeachtree 2012 to enter additional employee information.
This tab includes emergency contact infp, @ment details, and demographic info.

19. Next, click the “Pay Info” tab. Here you VN information about how you pay the employee.

20. Select an option from the “Pay Methom-down: “Salary,” “Hourly- Hours per Pay Period,” or
“Hourly- Time Ticket Hours.”

21. If needed, enter a dollar amount tolnbhistomer by the hours for time recorded on time tickets into the
“Hourly Billing Rate:” field. @)

22. Select the frequency with which ay your employees from the “Frequency:” drop-down. If you
selected the “Hours- Hours per Pay Period:” choice above, you can enter the common number of hours
the employee works in a payl6il, period.

23. Enter all pay levels a @ ts this employee can earn into the pay type list shown. Click the “Use
Defaults” check box t arit if you do not want to use the standard General Ledger payroll expense
account for the employee. 1f you do that, then select a different General Ledger account from the
adjacent “Account” fMd. After entering the types of pay and indicating the pay rates, you can check
either of the two kboxes at the bottom of this tab in order to indicate that the employee is eligible for
health insura /or receives their W-2 electronically, if necessary.

24. Next, click t hholding Information” tab to enter the employee’s payroll withholding information.

25. Select th riate status of the employee using the drop-down for the “Filing Status:” field for each

i e:” shown.

mber of allowances this employee is taking for the “Federal,

“Allowances” field. You can also enter any additional withholding amounts if employees elect

un
%dditional money withheld from their paychecks under the “Addl Withholding” field. Some state
mulas use the “Allowances” and “Addl Withholding” fields for tax calculation purposes.
(c

26. Enterdhe State,” and “Local” tax lines
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ADDING EMPLOYEES- 2009:2012 (CONT.): Q

25. In the same list, enter the two letter abbreviation for the state in which the employee Iive@e “State”
tax line in the “State/Locality” field.

26. Enter the locality name where the employee pays local income tax in the “State/Lo%field, if needed.

27. You can also check the “Retirement Plan” check box if the employee participates J (k) or other
plan. This will place a check in the check box for the field of the same name in t@ployee’s W-2

form.

28. Check the check box for “Statutory Employee:” if the employee qualifies as @kory employee
according to the current IRS guidelines.

29. Starting in 2009, you can enter the employee’s specific vacation and sig
new “Vacation/Sick Time” tab within the “Maintain Employees & Sales'R
change the specifics of this employee’s vacation and sick time trac iTthey differ from the defaults
that you created when you initially created your payroll defaults. If Vish to change the values for this
employee, then first uncheck the “This employee uses the compa fault settings” checkbox for either
the vacation tracking, or sick time tracking. Then enter the em @ e’s specific vacation and/or sick time
tracking into the area below the checkboxes.

30. Click the “Employee Fields” tab to enter deductions speciffto the employee. Depending on the payroll
fields you are using, you may have employee whose payrgll deductions differ from the company-wide
ones that you set up in the employee defaults. You ca @ er specific employee deductions on this tab.

31. Uncheck the “Use Defaults” field if you do not w. the standard payroll field information for this
employee. You can then change the “Account:” fi re the tax liability will be tracked. You can also
change this account when a payroll check is e .

32. You can also clear the “Calculated” check b ter a flat rate amount into the adjacent “Amount:”
field for that line. Otherwise, it will auto t%alculate the payroll field using the calculation given.
33. If you are calculating your deductions, g& name of the calculation used to calculate the deduction

from the “Formula” field. Use the list dr n, as an incorrect tax name will cause errors during

racking by clicking the
” window. Here you can

payroll entry.

34. Enter the deduction or addition amm&o apply a specific amount per pay period into the “Amount” field
as either a negative or positive For some fields, you can click the “Adjust” arrow button to display
the “Calculate Adjusted Gross” :%w. Here you decide which fields should be added or subtracted
from the gross prior to calcul@ting the tax, if necessary.

35. Click the “Company Fieldsz o change the default employer company taxes. Uncheck the “Use
Defaults” field if you nt to use the standard payroll field information for the employee. Then
you can makes chandg% e field.

36. Under “Liability,” you can then select the liability account to which the employer liability will be posted.

37. Under the “Expense’#€olumn, you can select the account to which the employer expenses incurred

when paying an oyee will be posted.
38. You can also e “Calculated” check box to not calculate this payroll field, if needed. If you are
calculating ductions, select the name of the calculation used to calculate the deduction from the

“Formula” se the list, as an incorrect tax name will cause errors during payroll entry.

39. For so ou can click the “Adjust” arrow button to display the “Calculate Adjusted Gross”
wind e you decide which fields should be added or subtracted from the gross prior to calculating
the ecessary.

40,Cli “Save” button on the toolbar of the window to save the data when you are finished entering the

employee record.
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Select “Maintain| Employees/Sales Reps...” from the Menu Bar
Enter the employee ID into the “Employee ID:” field.
Enter the name of the employee into the three fields to the right of the “Name:” Iabe%

ADDING EMPLOYEES- 2003:2008: Q

Select an option button to indicate the employees’ status: “Employee,” “Sales Re
To make an employee inactive, click the “Inactive” check box.

Click the “General” tab and enter the address of the employee into the “Addr
Then enter in the “City, ST Zip:” into the three fields across from the label o
Enter the country of the employee into the “Country:” field.

Also enter the social security number of the employee into the “Social
10. You can assign the employee an employee type in the “Type:” field.\

©oOoNorWNE

11. You can also enter their phone number into the “Telephone 1:” field

12. Enter in the employee’s e-mail address in the “E-mail:” field.

13. Under the “Dates:” section, enter in the date that the employee “Hired:,” their “Last Raise:” date,
and their “Terminated :” date, if applicable.

14. If using Peachtree 2008, you can then enter the data into the a
appear in the “Customizable Fields” section.

15. If using Peachtree 2003, stay on the “General” tab. If using,Peachtree 2004 or later, select the
“Withholding Info” tab. In either place, select the appr @ e status of the employee using the drop-
down for the “Filing Status:” field for each “Payro|l Field

16. Enter the number of allowances this employee is

17. If needed, use the “Allowances” and “Addition

18. Enter the two letter abbreviation for the state4
“State/Locality:” field.

19. Enter the locality name where the emplo

20. You can check the “Retirement Plan”

21. Click the check box for “Statutory E
according to the current IRS guideh

22. If suing Peachtree 2003-2007, ¢ the “Custom Fields” tab. Here you will enter in any fields that you
decided to track for your employw/hen you were setting up the employee defaults.

23. Click the “Pay Info” tab.

24. Select an option from the ZRaywMethod:” drop-down: “Salary,

ble custom fields for employees that

for the “Federal,” “State,” and “Local” tax lines.
olding” fields for tax calculation purposes.
h the employee lives in the State tax line in the

s local income tax in the “Locality” line.
ox if the employee participates in a 401(k) or other plan.
” if the employee qualifies as a statutory employee

Hourly- Hours per Pay Period,” or

“Hourly- Time Ticket Q

25. Enter a dollar amoun& ustomer by the hours for time recorded on time tickets into the “Hourly
Billing Rate:” field.

26. Select the frequencyﬂith which you pay this employee from the “Frequency:” drop-down. If you

selected the “H ~Hours per Pay Period:” choice, you can enter the common number of hours the
employee wo payroll period.

27. Click the “U ults” (“Std:” in Peachtree 2003-2007) checkbox to clear it if you do not want to use
the stand eral Ledger payroll expense account for the employee. Then, select a different
Generallle ccount from the “G/L Account” field.

28. Click the ployee Fields:” tab. You can enter specific employee deductions on this tab.

29. Cili *Use Defaults” (“Std:” in Peachtree 2003-2007) field if you do not want to use the standard

a eld information for this employee. Then you can makes changes to these fields.
[,
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ADDING EMPLOYEES- 2003:2008 (CONT.): Q

30. You can then change the “Account:” field where the tax liability will be tracked. You can .<@ hange this
account when a payroll check is entered.

31. You can also clear the “Calculated” (“Calc:” in Peachtree 2003-2007) checkbox to e@ flat rate
amount in the “Amount;” field. Otherwise, it will automatically calculate the payroll fi

32. If you are calculating your deductions, select the name of the calculation used to@llate the deduction
from the “Tax Name:” field, if needed.

33. Enter the deduction or addition amount to apply a specific amount per pay p @n
as either a negative or positive value. .

34. Click the “Adjust:” arrow button to display the “Calculate Adjusted Grosg#ayihdow. Here you select the
“Use” check box for fields that should be added or subtracted from thg 5 prior to calculating the tax.

35. Click the “Employer Fields” tab to change the default employer company taxes.

36. Click the “Use Defaults” (“Std:” in Peachtree 2003-2007) field if you ot want to use the standard
payroll field information for the employee. Then you can make es to the field.

37. Under the “Liability” column, you can select the account to w e employer liability will be posted.

38. Under the “Expense:” column, you can select the account to w the employer expenses incurred
when paying an employee will be posted.

39. You can also clear the “Calculated” (“Calc:” in Peachtre 03-2007) checkbox to not calculate this
payroll field, if you need to for some reason. Q

40. If you are calculating your deductions, select the he calculation used to calculate the deduction
from the “Tax Name:” field.

41. Click the “Adjust:” arrow button to display t@a e Adjusted Gross” window. Here you select the

the “Amount” field

“Use” check box for fields that should be ad ubtracted from the gross prior to calculating the tax.
42. Click the “Save” button on the toolbar of thewinglow to save the record when you are through.

ADDING EMPLOYEE BEGINNING BAL

=

Select “Maintain| Employees/Sal ...” from the Menu Bar.

2. On the “General” tab, click eitheRihelfEmployee Beginning Balances” button if using Peachtree 2008, or
click the gray arrow button fog “Beginning Balances:” if using Peachtree 2003-2007, in order to bring up

the “Employee Beginning B%(?:es” window.

Select an employee f ' u wish to enter beginning balances from the “Employee ID:” drop-down.

Then in the “Dates:” r eni€r the date reflecting the current pay period ending date, the quarter ending

date, or the year ending date- as needed.

5. Inthe “Payroll Field:” golumn, enter in the payroll field amount for each period ending date. Deductions

how

o

must be entere egative numbers.
In the “Totalx u will see the year-to-date total for the payroll field for the selected employee.

7. Just cIick‘Q hen you are done.
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1. To pay a group of employees, select “Tasks| Select for Payroll Entry...” from the Menu
2. Enter the payroll period ending date in the “Pay Ending Date:” field.
3. You could filter which employees to pay by selecting either or both pay methods in sinclude Pay

Methods:” section.

4. You could also filter in the “Include Employees” section by selecting either “All” c@nge” from the
“Employees” drop-down.

5. If you select “Range,” then you will need to select two employee id’s from the
downs to select all employees that meet the other criteria and in the rang

6. You can further filter by selecting an employee type from the “Type:” dreg

7. Click “OK” when you are ready to pay the selected employees. This w
to Pay” window.

8. You can exclude individuals from the payroll by clicking the “Pay’

9. Inthe “Check Date:” field, enter the date that will print on the p

10. In the “Pay End Date:” field, you enter in the date for the end

11. In the “Cash Acct:” field, the last account used for a paycheck
if needed.

12. Then you can enter the number of hours to pay your ho
will only be available for your hourly employees. .

13. For salaried employees, the salary rate for the e
this amount when an employee should be paid a nt salary.

14. If you should not pay an employee, you can cli ay” checkbox to clear it.

15. Click the “Print” button in the toolbar at the tO\ nt the selected paychecks.

2 and “To:” drop-
ified.

K’box on their record to clear it.
S.
payroll.
isplay. You can change this account,

Cc

employees in the “Hours:” column. This field

or each pay level will appear. You can change

PAYING ONE EMPLOYEE: @:

To open this window, select “Task roll Entry...” from the Menu Bar.
Select the employee id of the e yee to pay from the “Employee ID:” drop-down.
3. Ifyou plan on printing the checkfl€aye the “Check Number:” field blank, if not, then enter the number of

N e

the paycheck that was issue@ here.

4. Enter the date that you wan&)rint on the paychecks in the “Date:” field.

5. Inthe “Cash Acct:” field, @s account used for a paycheck will display. You can change this account,
if necessary. K

6. Inthe “Pay Period Ends:™@ate field, enter the date that the pay period ended.

7. Below in the “Salary Amounts/ Hours Worked” section, you will see the hourly rates or salary amounts
for the selected yee.

8. Inthe “Accodmt” n, you can set the General Ledger account assigned to the row. You can change
this, if nece

9. Youcane the amount to pay your salaried employees here, or enter the number of hours worked
per pay in the “Salary/Hours” column.

10. You wi 0 see the employee and employer deductions, additions, and contributions to the right. You

can e the “Account:” and the “Amount:” in these fields, if needed.
11.Th u need to print the paycheck, just select the “Print” button on the toolbar.
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1. If using Peachtree 2003, select “File| Payroll Tax Tables| Edit Company...” from the Me @ . If using
Peachtree 2004 or later, select “File| Payroll Tax Tables| User-Maintained...” from the Men@ Bar.
Peachtree displays the company payroll tax tables window.

2. Type the information needed to create your tax from the available fields. Set up y formula in the
“Formula” text box.

3. Click “Save” after making your changes.

4. When finished, click “Close.” @

O

1. Select “File|] Payroll Formulas| User-Maintained...” from the Me in Peachtree 2009 to view the
company tax formulas that are available.
2. To create a new formula, first enter a tax, deduction, or accru into the “Formula ID:” field.
it

CREATING PAYROLL FORMULAS- 2009:2012:

3. Next, you must enter a name for the formula into the “Name: . You do this by entering the name of
the formula, followed by a required space, and then the twe, dig yroll year (e.g. 09). You can click the
adjacent “Guidelines for creating a name” hyperlink to vi@ help file on this topic, if needed.

4. Next, select the impact that this formula is to have

“Effect on gross pay:” drop-down. ¢

You can then select a filing status that this shoul% from the “Filing status:” drop-down.

Next, use the “How do you classify this formula® p-down to select the type of formula that you are

creating. If you select “Tax,” then you can u “Tax agency:” drop-down that appears to further

specify the taxing agency. For state and lgca es, you will then have to further refine your selection
using the drop-downs that appears for t cific choices.

7. You can check the “Use this formula ifter on the Payroll Tax report” checkbox to allow this formula

to appear within the “Payroll Tax Re nu, or to have the payroll field that uses this formula appear

on the Exception Report. Note th should only choose this option when the “TAXABLE_GROSS”
identifier appears on the formulasig the left side of the formula equation. That is because the “Payroll

Tax Report” lists Taxable Grosgffigures based on the formula entered for each tax. So, the term

“TAXABLE_GROSS” must ﬁar in the formula.

gross pay by selecting a choice from the

ou

o

Next, enter the actual payrollformula equation into the “Formula:” text box.

9. Click the “Save” buttop tg he payroll formula.

10. Once you have creat esformula, you can then click the “Next Step:” hyperlink to open the “Employee
Defaults” window where can create the calculated payroll field that uses the payroll formula that you
just made. /

%
@6
>
@
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