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& Installing or Upgrading Peachtree ©

Contents of the CDs

Contents of the Installation CD(s)

Your Peachtree Quantum installation package contains two CDs. The contents of each

CD are as follows:

% Program Installation

CD1 < Program Installation - Dedicated Server Only
< Maintenance (remove or repair Peachtree)
% Crystal Reports for Peachtree

D2 % FAS for Peachtree

< FAS for Peachtree Conversion
< ACT! Link

System Requirements

Minimum System Requirements
% At least 1.8 GHz Intel Pentium IV (or equivalent).

% 512 MB of RAM for single user and 1 GB for multiple concurrent users.

% Windows® 2000 sp3/XP sp2, Windows Vista.

% 1 GB of disk space for installation.

% Internet Explorer 6.0 required (provided on CD. Requires an additional 70 MB).

0,
0.0

0, 0,
0.0 0.0

0,
0.0

Microsoft® .NET Framework CLR 2.0 (provided on CD. Requires an additional 280
MB).

At least high color (16 bit) SVGA video.
Optimized for 1024x768. Support 800x600 with small fonts.
2x CD-ROM.
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Recommended System Configuration
% 2.8 GHz Intel Pentium® IV (or equivalent) for workstations and 3.4 GHz Intel Pen-
tium 4 (or equivalent) for server.

< 1 GB of RAM for workstations and 2 GB for server.

% All online features/services require Internet access with at least a 56 Kbps modem.

Integration / Compatibility Requirements
% Excel®, Outlook® and Word® integration requires Microsoft Excel, Outlook and
Word 2000, 2002, 2003, or 2007. Refer to Microsoft Excel, Microsoft.

%

% Outlook and Microsoft Word for hardware and memory system requirements.
% Outlook Sync supported in Exchange 5.5 SP4, 2000 SP2, and 2003.
% Printers supported by Microsoft Windows 2000/XP/Vista.

4 In-product demos require Macromedia® Flash™ Player.

% Additional 55MB available hard disk space is required to install Guided Tour.

% Adobe® Reader® 7.0 required and provided on CD. (Requires an additional 90 MB
available hard disk space to install).

Multi-User

% Multi-user mode is optimized for Windows 2000 Server or Windows Server 2003
client-server networks, and Windows 2000/XP peer-to-peer networks. A maximum of
10 licensed named users are allowed.

% Terminal Services: Windows 2000 or 2003 Server with REmote desktop Connection
or Remote Destop Web Connection client. No more than 10 named users. Additional
21 MB RAM recommended for each additional user.

Quick Tips for Upgraders

If you are upgrading from an earlier release of Peachtree Quantum, Peachtree will give

you the option of 1) installing the new release over the old release, or 2) installing to a

new location on the computer so that you will keep your old release of Peachtree. Note
the following information:

% If you choose to keep the older release but convert your Peachtree company data to
Release 2008, you will NOT be able to access that data with the old release.

% If you choose to install over the old release, your Peachtree company data will NOT be
overwritten. Rather, when you open the company for the first time, you will initiate
the Conversion wizard to update the data files to release 2008.
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Installing Peachtree

Peachtree will run on two types of networks: peer-to-peer and client/server. Before you
install Peachtree on your network, you must know what type of network software is
installed.

R
“0

K2
*»*

Peer-to-Peer: This is a network that allows each connected computer to act as a server
and/or a workstation. Each computer can share its hard drive, printers, or other
devices with all other computers in the network. This makes each computer on the
network equal to the other computers, or a “peer.” However, when you are sharing
data (such as accounting information), you want to designate one computer as the pri-
mary server for the data. In other words, you dont want your Peachtree company data
on everyone’s computer, only the primary server (such as the administrator’s com-
puter).

Examples of peer-to-peer networks Peachtree is compatible with include Microsoft
Windows XP Network and Microsoft Windows 2000 Network.

Client/Server: This is a network with a traditional server acting as a central unit (the
primary server) with several workstations connecting to it. The server is where you
store the company data that will be shared by the workstations. Examples of client/
server networks compatible with Peachtree include Windows 2003 Server and Win-
dows 2000 Server.



Clie nt'Se rver
MNetwork Installation

se Instal
Server Commpon
ents only option
to install on the
saryer and sat
datafile path,

Cignt Machine 1

I retsl Feschires
prograrnfiles
hizre, Specifiving
the server 5=

the kocstion
forckis filas.

Ia

Insizll Peschires
progErn files
heere, = pecifiving
thesererss
the locsion

or cksdilas.

0

Inszll Peschires
progranfiles
b, specifiving
thie Sarver s=
thie Bcstion

for ot fil &=,

0

Quick Tips for Network Install

Use the following tips to help you install Peachtree on a network:
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% Always install Peachtree FIRST on the computer that will store your Peachtree com-

2
*»*

2
*»*

pany data files; that is, those files that record your Peachtree transactions and records.

Install Peachtree on each workstation. Each computer that will have Peachtree operat-
ing on it must have Peachtree installed on it.

Your Peachtree company data files (your transactions and records, such as customers
and vendors in Peachtree) should be stored in a SINGLE location on the "server"
computer. All other computers operating Peachtree should be mapped to this com-
puter and access this ONE set of Peachtree company data files.
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% Because Peachtree First Accounting and Peachtree Pro Accounting are not multiuser-
compatible, these instructions are intended solely for Peachtree Complete, Premium,
and Quantum users.

Installing Peachtree on a Client/Server Network
Use these instructions if

% More than one computer will be networked so that multiple users may access your
company data at once.

% The computer that you put your company on will NOT be used to access the data.

Server Installation

Begin on the SERVER first. This is the computer that will store the Peachtree com-
pany data files. Be sure to follow directions for any notifications regarding your

note  firewall or anti-virus programs. Certain Peachtree files may trigger these soft-
wares but you must allow these files to run.

1 Insert the Peachtree compact disc in your CD ROM drive. The Peachtree Autorun win-
dow automatically appears.

If the Autorun window does not automatically appear, do the following: From the
Windows Start menu, select Run. Type "D:SETUP" and click OK. (Substitute the
appropriate drive letter for your CD-ROM drive.)

2 Click the Peachtree Accounting install option.
3 Read the information and instructions on the window, and then select Next.

4 Read the License Agreement and, if you accept the terms, select the Agree option.
Select Next.

(If you select Disagree, you will exit the setup program when you click Next.)

5 At this time, you may receive a warning that the Microsoft Windows firewall has been
detected. If so, we recommend that you select Yes. This will help to ensure that Peacht-
ree installs and runs correctly on your computer.

6 Next, if you have any firewall software installed on your computer, you will receive a
notice that it is running. Please read the information on this screen carefully and follow
any directions. If you need detailed, step-by-step help for modifying your firewall
setup, see http://www.peachtree.com/support/firewall install tips.cfm. Click OK when
you have finished with any modifications to your firewall.
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7 If you have any anti-virus software running on your computer, you will receive a mes-
sage informing you of the name of that software. Read this warning carefully and fol-
low any directions. This will ensure that Peachtree installs and runs correctly on your
computer. Click OK when you have turned off your antivirus software.

8 Enter the serial number found on your CD sleeve and click Next.

9 Next, the Standalone or Network window appears. Select No. This will ensure that you
install correctly for multi-user setup. Click Next.

10 Select Yes to the question "Will you store Peachtree company data on this computer?"
Click Next.

11 Select No to the question "After installation, will anyone work at this computer?" This
ensures that only files necessary to access the Peachtree company files are stored on
this computer.

12 Now, you can accept the default location for your Peachtree company data files or you
can click Browse and select a different location. Click Next to continue.

Note: If your computer does not meet the minimum system requirements, you will
& receive a notification of this at this point.

Note

13 On the Program Settings window, indicate whether or not all of your Peachtree com-
pany data files will be stored on this computer. If you have only one company, select
Yes.

14 Now, you can review the locations of your database engine and company data files.

Click Install to install Peachtree.

During the install process, you will see a list of programs and files that you must
allow to run for Peachtree to run properly. If you receive any warnings from your
warning firewall software, be sure to select Allow or Unblock for these programs.

15 Next, Peachtree will display the Sharing Peachtree Company Data window. You wiill
need to share the folder where the Peachtree company data is stored on this computer.

16 Click Share the Folder to open Window Explorer with the Peachtree folder high-
lighted.

17 Right-click the folder and select Properties. Click the Sharing tab.

18 Specify that you will Share this folder and use the Permissions button to grant all
users Full Control to this folder.



Chapter 1 Installing or Upgrading Peachtree

You can set individual users’ access to the various parts of your Peachtree com-
Q pany from within Peachtree.

Note

19 Click OK on the Sharing window.

20 Note the shared folder name and click Network setup tips to view and print the tip
sheet. You will need this to set up your workstations. Click Next.

21 When the installation is complete, the Installation Completed window appears. It gives
you three options:

% Start Peachtree: Check this box if you want Peachtree to start as soon as you click the
Finish button.

% View Network Setup Tips: We highly recommend viewing and printing these tips so
that you will be able to install Peachtree on your other computers more easily.

% View the Release Notes: Check this box if you want to see notes about new features in
Peachtree. The notes will appear as soon as you click the Finish button.

22 Check or uncheck these boxes as desired; then select the Finish button to complete
installation.

Workstation Installation

Follow these steps to install Peachtree on each workstation. Make sure you know the
drive and directory of the Peachtree company data files located on the "server" computer
before you begin installation.

Be sure to follow directions for any notifications regarding your firewall or anti-
virus programs. Certain Peachtree files may trigger these softwares but you must
Note allow them to run.

1 Insert the Peachtree compact disc in your CD ROM drive. The Peachtree Autorun win-
dow automatically appears.

2 Click the Peachtree Accounting install option.

3 Read the information and instructions on the window, and then select Next.

4 Read the License Agreement and, if you accept the terms, select the Agree option.
Select Next.

5 At this time, you may receive a warning that the Microsoft Windows firewall has been
detected. If so, we recommend that you select Yes. This will help to ensure that Peacht-
ree installs and runs correctly on your computer.

10
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6 Next, if you have any firewall software installed on your computer, you will receive a
notice that it is running. Please read the information on this screen carefully and follow
any directions. If you need detailed, step-by-step help for modifying your firewall
setup, see http://www.peachtree.com/support/firewall_install_tips.cfm. Click OK when
you have finished with any modifications to your firewall.

7 If you have any anti-virus software running on your computer, you will receive a mes-
sage informing you of the name of that software. Read this warning carefully and fol-
low any directions. This will ensure that Peachtree installs and runs correctly on your
computer. Click OK when you have turned off your antivirus software.

8 Enter the serial number found on your CD sleeve and click Next.

9 Next, the Standalone or Network window appears. Select No. This will ensure Peacht-
ree knows you are installing in a network environment. Click Next.

10 Select No to the question "Will you store Peachtree company data on this computer?”
Click Next.

11 On the Server Installation Confirmation window, click Yes.

12 The Set Peachtree Program Files Location window appears, asking you to specify where
you want to put the Peachtree program file. Enter the appropriate path here or leave it
set to the default. If you are upgrading, the path of the current installation should
appear here automatically. Click Next to continue.

13 Click the drop-down arrow to display a list of shared folders on your network. If you
shared the Peachtree folder on your 'server' computer correctly (as in the instructions
above), you will see the appropriate folder here. Click on it to select it. Click Next to
continue.

Note: If, for some reason, it is not in this list, you can click Find a computer and
search for it manually. For instructions on mapping a computer, see “Mapping a
Note Drive to the Server Computer” on page 16.

14 If you are installing Peachtree Premium - Accountants Edition, the Components win-
dow appears. It lets you select certain Peachtree components for installation. Follow
the onscreen instructions, then select Next to continue.

15 Now, you can review the locations of your program and company data files. Click

Install to install Peachtree.

During the install process, you will see a list of programs and files that you must
allow to run for Peachtree to run properly. If you receive any warnings from your
warning firewall software, be sure to select Allow or Unblock for these programs.

16 When the installation is complete, the Installation Completed window appears. It gives
you three options:

1"
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% Start Peachtree: Check this box if you want Peachtree to start as soon as you click the
Finish button.

% View the Release Notes: Check this box if you want to see notes about new features in
Peachtree. The notes will appear as soon as you click the Finish button.

17 Check or uncheck these boxes as desired; then click the Finish button to complete the
installaytion.

When installation is complete, see “Registering Peachtree” on page 18.

Installing Peachtree Complete or Peachtree Premium Accounting on a
Peer-to-Peer Network
Use these instructions if

% more than one computer will be networked so that multiple users may access your
Peachtree company data at once.

% The computer that you put your Peachtree company data on will be used to access the

data.

Important Note: You must first install the Peachtree program files on the com-
puter where the Peachtree company data files will be stored. Then, install Peacht-
Nete  ree on each workstation.

Installing on the computer where the Peachtree company data files will be
stored

Be sure to follow directions for any notifications regarding your firewall or anti-
virus programs. Certain Peachtree files may trigger these softwares but you must
Nete  allow them to run.

1 Insert the Peachtree compact disc in your CD ROM drive. The Peachtree Autorun win-
dow automatically appears.

2 Click the Peachtree Accounting install option.

3 Read the information and instructions on the window, and then select Next.

4 Read the License Agreement and, if you accept the terms, select the Agree option.
Select Next.

5 At this time, you may receive a warning that the Microsoft Windows firewall has been
detected. If so, we recommend that you select Yes. This will help to ensure that Peacht-
ree installs and runs correctly on your computer.

6 Next, if you have any firewall software installed on your computer, you will receive a
notice that it is running. Please read the information on this screen carefully and follow

12
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any directions. If you need detailed, step-by-step help for modifying your firewall
setup, see http://www.peachtree.com/support/firewall_install_tips.cfm. Click OK when
you have finished with any modifications to your firewall.

7 If you have any anti-virus software running on your computer, you will receive a mes-
sage informing you of the name of that software. Read this warning carefully and fol-
low any directions. This will ensure that Peachtree installs and runs correctly on your
computer. Click OK when you have turned off your antivirus software.

8 Enter the serial number found on your CD sleeve and click Next.

9 Next, the Standalone or Network window appears. Select No. This will ensure that you
install correctly for multi-user setup. Click Next.

10 Select Yes to the question "Will you store Peachtree company data on this computer?"
Click Next.

11 Select Yes to the question "After installation, will anyone work at this computer?"
This ensures that the complete Peachtree program will be installed on this computer,
enabling you to operate Peachtree here.

12 The Set Peachtree Program Files Location window appears, asking you to specify where
you want to put the Peachtree program file. Enter the appropriate path here or leave it
set to the default. Click Next to continue.

13 Now, you can accept the default location for your Peachtree company data files or you
can click Browse and select a different location. Click Next to continue.

Note: If your computer does not meet the minimum system requirements, you will
receive a notification of this at this point.
Note
14 On the Program Settings window, indicate whether or not all of your Peacht-
ree company data files will be stored on this computer. If you have only one company,
select Yes.

15 If you are installing Peachtree Premium - Accountants Edition or Peachtree Quantum -
Accountants Edition, the Components window appears. It lets you select certain Peacht-
ree components for installation. Follow the onscreen instructions, then select Next to
continue.

16 Now, you can review the locations of your program and company data files. Click

Install to install Peachtree.

During the install process, you will see a list of programs and files that you must
allow to run for Peachtree to run properly. If you receive any warnings from your
warning firewall software, be sure to select Allow or Unblock for these programs.

13
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17 Next, Peachtree will display the Sharing Peachtree Company Data window. You will
need to share the folder where the Peachtree company data is stored on this computer.

18 Click Share the Folder to open Windows Explorer with the Peachtree folder high-
lighted.

19 Right-click the Peachtree folder and select Properties. Click the Sharing tab. Specify
that you want to Share this folder and set all users’ permissions to Full Control.

20 Click OK on the sharing window.

21 Note the shared folder name and click Network setup tips to view and print the tip
sheet. You will need this to set up your workstations. Click Next.

22 When the installation is complete, the Installation Completed window appears. It gives
you three options:

% Start Peachtree: Check this box if you want Peachtree to start as soon as you click the
Finish button.

% View Network Setup Tips: We highly recommend viewing and printing these tips so
that you will be able to install Peachtree on your other computers more easily.

% View the Release Notes: Check this box if you want to see notes about new features in
Peachtree. The notes will appear as soon as you click the Finish button.

23 Check or uncheck these boxes as desired; then select the Finish button to complete
installation.

Installing on a Workstation

Follow these steps to install Peachtree on each workstation. Make sure you know the
drive and directory of the Peachtree company data files located on the "server" computer
before you begin installation.

Be sure to follow directions for any notifications regarding your firewall or anti-
virus programs. Certain Peachtree files may trigger these softwares but you must
note  allow them to run.

1 Insert the Peachtree compact disc in your CD ROM drive. The Peachtree Autorun win-
dow automatically appears.

2 Click the Peachtree Accounting install option.

3 Read the information and instructions on the window, and then select Next.

4 Read the License Agreement and, if you accept the terms, select the Agree option.
Select Next.

14
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5 At this time, you may receive a warning that the Microsoft Windows firewall has been
detected. If so, we recommend that you select Yes. This will help to ensure that Peacht-
ree installs and runs correctly on your computer.

6 Next, if you have any firewall software installed on your computer, you will receive a
notice that it is running. Please read the information on this screen carefully and follow
any directions. If you need detailed, step-by-step help for modifying your firewall
setup, see http://www.peachtree.com/support/firewall_install_tips.cfm. Click OK when
you have finished with any modifications to your firewall.

7 If you have any anti-virus software running on your computer, you will receive a mes-
sage informing you of the name of that software. Read this warning carefully and fol-
low any directions. This will ensure that Peachtree installs and runs correctly on your
computer. Click OK when you have turned off your antivirus software.

8 Enter the serial number found on your CD sleeve and click Next.

9 Next, the Standalone or Network window appears. Select No. This will ensure Peacht-
ree knows you are installing in a network environment. Click Next.

10 Select No to the question "Will you store Peachtree company data on this computer?”
Click Next.

11 On the Server Installation Confirmation window, click Yes.

12 The Set Peachtree Program Files Location window appears, asking you to specify where
you want to put the Peachtree program file. Enter the appropriate path here or leave it
set to the default. If you are upgrading, the path of the current installation should
appear here automatically. Click Next to continue.

13 Click the drop-down arrow to display a list of shared folders on your network. If you
shared the Peachtree folder on your 'server' computer correctly (as in the instructions
above), you will see the appropriate folder here. Click on it to select it. Click Next to
continue.

If, for some reason, it is not in this list, you can click Find a computer and search
for it manually. For instructions on mapping a drive, see “Mapping a Drive to the
Note Server Computer” on page 16.

14 If you are installing Peachtree Premium - Accountants Edition, the Components win-
dow appears. It lets you select certain Peachtree components for installation. Follow
the onscreen instructions, then select Next to continue.

15 Now, you can review the locations of your program and company data files. Click
Install to install Peachtree.

15
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During the install process, you will see a list of programs and files that you must
allow to run for Peachtree to run properly. If you receive any warnings from your
warning  firewall software, be sure to select Allow or Unblock for these programs.

16 When the installation is complete, the Installation Completed window appears. It gives
you three options:

% Start Peachtree: Check this box if you want Peachtree to start as soon as you click the
Finish button.

% View Network Setup Tips: You can uncheck this for single-user installation.

% View the Release Notes: Check this box if you want to see notes about new features in
Peachtree. The notes will appear as soon as you click the Finish button.

17 Check or uncheck these boxes as desired; then select the Finish button to complete
installation.

18 Repeat these instructions for each workstation.

Mapping a Drive to the Server Computer

If you cannot find the correct shared folder for your Peachtree company data files, it is
most likely because your workstation is not mapped to the server computer that stores the
Peachtree company data files. Below are general steps for mapping a drive.

1 To map the drive where the Peachtree company data files are stored, click Find a Com-
puter. This will open the Microsoft Windows Map Network Drive window.

2 Select the drive and folder on the server that you shared when you installed Peacht-
ree's company data files on it.

3 Make sure that Reconnect at logon is checked! If it is unchecked, you will lose your
connection to the data files whenever you reboot this computer.

Click Finish.

Installing Peachtree on a Terminal Server

Installing Peachtree on a terminal server will allow you to network Peachtree so that
resources can be saved on each local computer that is attached to the network. You can
install Peachtree on a terminal server in one of two ways:

Using the Add or Remove Programs Feature
1 Log into the server using an administrator account.

2 From the Desktop, select Start.
3 Select Settings.
4

Select Control Panel.

16



Click Finish.

5 Select Add/Remove Programs.
6 Select Add New Programs from the sidebar.

7 Click the CD or Floppy button. At the prompt, insert the Peachtree installation CD into
the CD-ROM drive of the Server.

8 The server should find the CD disk in the drive, and the Install wizard should begin.

9 Follow the steps of the Peachtree Installation. If the Install wizard does not begin auto-
matically, browse to the CD-ROM drive, and select Setup.exe or Autorun.exe from
the root of the CD.

At the end of the Peachtree install, you will have to option to start Peachtree
immediately. Deselect this option so that Peachtree does not start. You must

warning complete the steps of the Add/Remove Programs routine on the Terminal
Server first.

10 At the end of the install, be sure to finish the Install wizard windows.

Installing Manually
You might need to use this routine if you are not installing from the Peachtree installa-
tion CD.

—_

Log into the server using an administrator account.
Select Start.

Select Run.

Type cmd on the Run line.

Click OK. This will open a window to a keyboard prompt.

A U1~ W N

From here, you will change the server to “Application Install” mode. Type Change user
linstall at the Command Prompt. Be sure to type the command exactly as shown, includ-
ing a space after “Change” and a space after “user.”

7 Press the ENTER key on the keyboard.
8 Type Change user /query at the prompt.
9 Press ENTER.

10 If you do not get the response “application INSTALL mode is enabled,” then the
machine is NOT ready for install. Make sure that you are logged in as Administrator ,
and repeat steps 6-9, ensuring that you type each command correctly.

11 At this point, close the Command window, and install Peachtree. To do so, browse to
the location of the Peachtree Autorun.exe file, and start that program. Follow the steps
for installing Peachtree.

17
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At the end of the Peachtree install, you will have the option to start Peachtree
immediately. Deselect this option so that Peachtree does not start. You must
warning complete the steps of the install routine on the terminal server first.

12 When you are finished installing, you need to change the server back to “Execute”
mode. Select Start.

13 Select Run.

14 Type cmd on the Run line.

15 Select OK.

16 Type Change user /execute at the prompt.

17 Press ENTER.

18 Type Change user /query at the prompt.

19 Press ENTER.

20 If you do not get the response “Application EXECUTE mode is enabled,” then the
machine is NOT ready for use.

21 Repeat steps 16-19, if necessary, making sure that you type each command correctly.

Registering Peachtree

Please register your copy of Peachtree as soon as possible after
installing the program. Registration is very important because it
tration? Look up ensures you of timely .program.updates and upgrade offers.,
“registering, exciting new product information, payroll tax update service
Peachtree” in the information, customer support options, and a variety of other
Peachtree Help index. benefits.

© Want to learn
more about regis-

You can use the software only a limited number of times before you must
register. If you purchased single-user licenses, you must register each copy of

Nete  Peachtree that is installed. If you purchased a multiuser Value Pack license, for up
to five users, only one registration is required. For more information on multiuser
licensing, look up “multiuser” in the Peachtree Help index.

1 Do one of the following:

% After your initial sessions working with Peachtree, when you start the program, the
Register Peachtree Accounting window appears.

OR

18
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% If Peachtree is already running, select Peachtree Registration from the Help menu.

—
7 peachtree Registration

Please register your product. You have & unregistered uses left.

Contact us for your Registration Number and Customer ID. You will be asked to provide the Serial
Number displayed below.

Phone:  1-888-573-0319 Serial Number: ||
fOutmige the L5, F70-492-6333]
Mon, - Fri, 8:30 AM - 8:30 PMET Redgistration Number: I—
‘Website: www peachtree, com/reqister
Awailable after the hours listed ahove Customer ID: I

After reqgistering, new users® receive 30 davs of free support with this phone number: 1-5800-840-7601.

* Upgrading users receive one free support incident within 30 days of registering,

QK I Reqgister Later | Help |

2 Enter your customer ID and product registration number. To obtain a customer ID and
registration number, do one of the following:

2

% Call Sage Software toll free using the following phone number: 1-888-573-0319

If you are located outside the United States, please call 770-492-6333. Please have
your serial number as well as your name, company address, and telephone number
available before speaking with a Peachtree Customer Service representative. The
Customer Service representative will then give you a registration number.

This service is available Monday through Friday 8:30 A.M. to 8:30 PM. eastern

time.

% Visit the Peachtree Web site at www.peachtree.com/register/. After completing a
short questionnaire, you will be provided a registration number.

3 When finished entering your registration information, click OK to start using
Peachtree. If you select the Register Later button, you can use Peachtree a limited
number of times before you need to register. A message will display the remaining
number of uses. If you have no remaining uses left and choose not to register,
Peachtree will shut down. If you start Peachtree again, you will be prompted to register
again.
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Important: Write down your Peachtree serial number, customer ID, and
registration number and keep them in a safe place in case you ever need to
warning  reinstall the product.

Updating Your Existing Peachtree Registration Information

If you have recently purchased a new Peachtree Accounting license, you can update the
Peachtree registration information linked to your computer’s workstation.

As stated in the Peachtree License Agreement, you must purchase and register separate, licensed
copies of Peachtree for each computer on which the program will be installed. For information
on purchasing multiuser solutions, open Peachtree Help, and search for “multiuser” in
the online index.

1 Start Peachtree.
2 Select Peachtree Registration from the Help menu.

3 Enter your new Peachtree serial number, which is located on the back of your CD
holder. Or, enter the serial number provided with your new multiuser license.

4 Enter your customer ID and product registration number. To obtain a customer ID and
registration number, do one of the following:

% Call Sage Software toll free using the following phone number: 1-888-573-0319.

If you are located outside the United States, please call 770-492-6333. Please have
your serial number as well as your name, company address, and telephone number
available before speaking with a Peachtree Customer Service representative. The
Customer Service representative will then give you a registration number.

This service is available Monday through Friday 8:30 A.M. to 8:30 P.M. eastern

time.

% Visit the Peachtree Web site at www.peachtree.com/register/. After completing a
short questionnaire, you will be provided a registration number.

5 When finished entering your registration information, click OK to start using
Peachtree.

Important: Write down your Peachtree serial number, customer ID, and registra-

tion number(s); and keep them in a safe place in case yo+u ever need to reinstall
warning the product.
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Uninstalling Peachtree
If you need to remove Peachtree, follow the steps below.

When you uninstall Peachtree, all components (including program files, predefined
reports and forms, and sample company data) are removed from your system. Your per-
sonal company data will remain on your hard disk.

To uninstall Peachtree program files, do the following:
1 Make a backup of any data files you have created.
2 Close Peachtree.

3 From the Windows Start menu, select Settings, Control Panel, then Add/Remove
Programs.

4 Select your Peachtree product from the program list; then click Change/Remove.

5 When the Peachtree Setup Option window appears, select the Remove option, and
then select Next.

6 The Setup program will ask you to confirm removal of the Peachtree program files;
click OK. The Setup Status window shows you the progress of the removal process.

Once the program has been removed and the process is complete, select the Finish
button.

Troubleshooting Installation

Below are frequently asked questions that may help you resolve errors when starting
Peachtree.

Q: When | attempted to install Peachtree, | received the error, “You must
have full administrative rights to your computer.” What's that all about?
This message can appear on Windows XP and Windows 2000, especially if you are oper-
ating in a network environment. In order to install Peachtree on your computer, you
must have full access (administrative rights) to your local hard drive. This allows
Peachtree Setup to install the program files and make the proper entries to the Windows
Registry. Please exit and log into Windows as a user who has full administrative rights
and try again. Or, contact your system administrator to change your user rights.
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Q: What will happen to my existing Peachtree company after | install the
upgrade?

Your data will be converted to the new Peachtree format the first time you open your
company. Once you convert your company to the new release, you cannot use your data
with any prior releases of Peachtree. For that reason, we strongly suggest that you back up
your data to diskettes before converting your company files. For more information, look
up “upgrading” in the Help index.

Q: What will happen to my custom reports, forms, and financial statements?
They will be converted and available for use in the new Peachtree format. You can no
longer use them in prior releases. In most cases, your custom reports, forms, and financial
statements will not change. However, you may notice new functionality in design areas.

Q: I'm not using a network now, but I plan to in the future. How should |
install Peachtree?

Install Peachtree now as a normal stand-alone computer not attached to a network.
When it’s time to change to a network installation, install Peachtree on your server, fol-
lowing the steps under the section “Minimum System Requirements” on page 4, select-
ing the appropriate network type. When you install on the server, you will specify a
company data file path on the server machine. Next, copy your company data folder to
the server, to the same path you specified in the previous step. Then, install Peachtree on
each workstation, pointing each one to the company data folder on the server. Finally,
uninstall Peachtree on the original machine and reinstall it so you can point it to the new
company data path.

Q: | get an error message during installation that says it can’t read or copy a
file. What should | do?

Your computer is having difficulties installing one of the files from the Peachtree compact
disc. Try installing the program on another computer. Turning off screen savers and virus
checkers may also help. If you suspect that the compact disc is damaged, please contact
Peachtree Customer Support for a replacement.

Q: I'm getting a message that says “Setup initialization error due to
insufficient memory” or the message “Cannot find Status.dat” and/or
“Options.dat.” How can | correct it?

Peachtree either does not have enough memory to load these files or it cannot find the
files to load. If Peachtree is on a network, check your network connections. You may have
to restart your computer to establish the connection to remote network drives.

Peachtree requires that you have a minimum of 512 MB of physical RAM installed on
your computer; 1 GB of RAM is highly recommended. Restarting your computer will
also reset your memory.
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Q: I'm having problems using Peachtree and my large system fonts.
Peachtree does not support large system fonts in your Windows display settings. To use
Peachtree, please switch your system fonts to the small font typically used in Windows.

Q: I'm starting Peachtree on a workstation across the network, and I'm
receiving the message “Cannot open F:\... \STATUS.DAT or OPTIONS.DAT.”
What do I need to do to correct it?

Peachtree either does not have enough memory to load these files or it cannot find the
files to load. First, check your network connections. You may have to restart your com-
puter to establish the connection to remote network drives. Restarting your computer will
also reset your memory. Check to see if these files are actually installed to your data path.
If not, reinstall Peachtree. You should also check the system requirements for your
Peachtree product to make sure you are using supported network software.

Upgrading Peachtree

If you're upgrading from Peachtree First Accounting, Peachtree Pro Accounting,
Peachtree Complete Accounting, or Peachtree Premium Accountingm, you should install
the updated program in the existing Peachtree directory (usually \PEACHTREE, unless
you changed it to a different name during the previous installation).

Converting to a New Peachtree Release Format
After installing a Peachtree upgrade or update, the first time you
open your company in Peachtree, the Data Conversion wizard
may appear automatically. The wizard only works for company
data created in prior Peachtree releases of equal or lesser versions.

© Want to learn
more about conver-
sion? Look up “con-
verting company” in
the Peachtree Help

Before you launch the wizard, there are some precautionary tasks i dex

you may want to perform.

< Some antivirus software interferes with the installation of Peachtree. We recommend
you temporarily disable this type of software during installation.

R

% Make sure you have ample hard disk space available where your data is located before
converting your company. The conversion may require up to three times the size of
your company data to convert successfully, depending on the version you are convert-
ing. For example, if your company is 6 MB, make sure 18 MB of hard disk space is

free. Peachtree uses the extra space temporarily while converting.

% The amount of time it takes to complete the conversion depends on the amount of
company data involved. If there is a lot of company data, we recommend performing
conversion at the end of the workday.
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Also, while the wizard requires that you back up your company data during the conver-
sion process, you can do so beforehand too. In either case, backing up company data is
highly recommended. Never overwrite an existing conversion backup. For more informa-

tion, see “Backing Up Your Data” on page 286.

To convert Peachtree company data, do the following:

= From Peachtree’s File menu, select Open Company. If your company is in a prior
Peachtree format, the Data Conversion wizard appears. If it does not, data conversion
is not necessary.

Data Conversion Wizard - Introduction E
Welcome to Peachtree’s Conversion Wizard

The company you are trying to open uses a data format from a previous or different version of
Peachtree Accounting. Before pou can access your existing company data with this version
of Peachtree, pou must corvert your data to the new format.

This Data Conversion 'Wizard will step you through this easy process to convert your existing
Peachtree company data to the new format.

Click Mest to continue.

Click Help for mare infarmation on any windaw.

Cancel k Help | >

The Data Conversion wizard walks you through the process of converting your Peachtree
company data to an updated format. At every point in the process, the wizard makes your
options clear and tells you the consequences of every action you might take. The first
window, Data Conversion Wizard - Introduction, informs you that your company data
needs to be converted. If you need additional information or instructions, click the Help
button on any wizard window.

Converting from QuickBooks or DacEasy

If you created a company using QuickBooks or DacEasy, you can convert your company
data files to the Peachtree format. Peachtree will convert most QuickBooks and DacEasy
lists (such as accounts, customers, vendors, employees, items, and jobs) and current bal-
ances. For QuickBooks, you can choose to convert transactions as well.

To convert existing QuickBooks Pro, Premier, or Enterprise Solutions data, look up
“QuickBooks conversion” in the Peachtree Help index.
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= If you're converting from DacEasy, a conversion guide (DAC2PAW.PDF) is available.
To view or print the DacEasy Conversion Guide, follow these steps:

1 From the Peachtree Help menu, select User Manuals.

2 From the cascading menu that appears, select DacEasy Conversion Guide.
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o Basics &

Overview of Setup Tasks

Now that you’ve installed the product and learned some basics about moving around,
you’re ready to get started running your business with
Peachtree. Basically, your remaining tasks will be something like this.

1 Create Your Company

Choose a Chart of Accounts, Posting Method,
Accounting Method

2 Set Up Your Company

Enter Beginning Balances, Default and Record information for
Customers, Vendors, Employees

Run Your Company
Record transactions and print forms (checks, invoices, etc.)

Analyze Your Business
Print reports and financial statements

These are the basic tasks that most people will perform. Of course, it all depends on what
you want from your Peachtree system. You may use an outside source for payroll, so you
don’t need to set that up. Or you may also wish to track inventory and job costing.

You don’t have to set up all your customers, vendors, and employees at once. You can set
them up on as-needed basis, when you need to record a transaction.

The following tables offer more detail about the workflow of your remaining tasks in set-
ting up your system.
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Creating Your Company

Accounting Method Cash or Accrual

Fiscal Year, Accounting Define up to 26 periods
Periods

Setting Up Your Company

Customers Default Info—Terms, aging buckets, late charges...

Beginning balances and open invoices

Vital Info—Contact, account #, phone, e-mail...

Employees Default Info—payroll accounts, payroll taxes...

Beginning balances

Running Your Company

Customers Quotes, sales orders, invoices, receipts, credit memos,
statements...

Employees Paychecks, W-2s, 940s
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Analyzing Your Business

General Ledger Financial statements and other reports

Customers Aged receivables, invoice register, sales backorder, and other
reports

Vendor Aged payables, cash requirements, check register, and other
reports

Employee Current earnings, exception, quarterly earnings, and other
reports

The remainder of this chapter discusses navigating within the product, as well as the
basics of working with records and finding help in Peachtree. If you are familiar with
Windows programs, you may want to skip to Chapter 3, Creating a Company.

Starting the Program

There are several ways to open Peachtree.

From the Taskbar
w Select Start on the taskbar and then Programs. Locate and select the Peachtree group
folder. Then select the Peachtree icon.

From My Computer

1 Locate and double-click the My Computer icon on the Windows desktop. The My
Computer window appears. Then select the hard drive where you installed Peachtree.
(Drive C is the default.)

2 By default, Peachtree is installed in c:\\Program Files\Sage Software\Peachtree. Locate
and double-click the Peachtree folder.

3 Next, locate and double-click the PEACHW.EXE file.

From the Desktop
= From the desktop, double-click the Peachtree icon.
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The Start Screen

Once you start Peachtree, the Start Screen appears, giving you options for proceeding.

Open an existing company J

[ ix Create a new company J

Other Tasks:
» Explore 3 sample company

» Convert from another accounting program

In the Help index, look up “starting, Peachtree.”

Look up “Start screen.”

Starting with Last-Opened Company

: From the Options menu, you can choose whether or
Oplions i
clobal. . not you want to open PeachFree W.lth the last-opened
Theree Fytam Belzso: company. If you uncheck this option, Peachtree
Define Internet Connection. . displays the Start screen when launched.

w Stark with Last Opened Company

Default Information r

The Peachtree Desktop

Once Peachtree is opened, you will see the Peachtree Desktop. From the desktop, you
can move around in Peachtree and perform your daily work. There are three methods of
navigating available from the desktop:

@ Menu Bar: The menu bar provides drop-down lists of options.
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@ Navigation Bar: The Navigation Bar provides entry to the Navigation Centers. It
also features a group of Shortcuts, links to Peachtree functions that you use on a
regular basis.

@© Navigation Centers: These provide useful, at-a-glance information about areas of
Peachtree such as Customers & Sales. They also let you access functions related to
each of those areas—for example, Sales/Invoicing.

On the next page is a diagram showing you where to find each navigation method, based
on its number. This diagram is followed by a longer description of each navigation
method.

File Edit Lists Mantain Tasks Analysis Options Reports Services Window Help 0

b Customers & Sales Searth Hep 5o
Hide | 2 Refresh System Date: 03/15/07 | 5] Period 3 - 03j01/07-03/31j07 | 43} Make this the default page |
@ Business Status |® = i @ . |
Customers & Sales Tasks Customers || View Detailed List
H& CHtiis f Saled 2 ~ Customer ID /| Customer Name [Tekephone 1| Balance + |
5 & & ﬁ \Foar | ALDRED Aldred Buiders, Inc. TI0-555-0654  §5,556,91
dihy vendors & Purchases o | BRCHER archer Scapes and Ponds  70-SSS4050 4743467
o : Customers Jabs A Taxes i ARMSTRONG Armstrong Landscaping FF0-555-8324  $32,080.00
L1, Inventory & Services J CANNON Cannon Heathcare Center  770-555-412% $635.59
CHAPPLE Chapple Law Offices 770-555-8858 $237.06
% Employees & Payroll CUMMINGS Cummings Construction 7705551147 $3,680.87
— - DASH Dash Business Systems 770-555-9955 $399.90
m Banking Quotes and EVERLY Everly Property Management  770-555-6660  $9,401.54
—— Proposals 4 FRAMKLIN Franklin Botanical Gardens ~ 770555-9598  $3,407.12
ompany __I T FREEMGND Freemand Country Club 770-555-8967 $4,62343 _|
. ] FROST Frost Technology Park. F70-555-4153 $49.99
Shortcuts  Customize ﬁ GOLDEN Golden Gardens 404 555-7763 0,00
: = GORDON Gordon Patl & Recreation Cent 770-555-0014 $2,259.42
Sales Invoice Sales HEMTOR Henton Park Apartments 4045552025 §5,862.36
Receive Money from Customer Orders 4 HOLLAMD Holland Properties, Inc. F70-555-9927 $7,673.75
Bills - Pay Bl I KEWTOM Kenton Golf and Tennis Center 770-555-4469 47,537.03
Customer List ) KNIGHT Knight Brothers Nurseries 770 555-6772 $0.00
Vendor List = lf@ ‘ y{ MASON WMason Office Park F70-555-3311 $49.99
Find Transactions = - — MCKAY Mckay Construction 404-555-4225 §4,492.82 e
Sales Finance Receive L T i
General Journal Entry |
Invoices | Charges Money |
! Recently Used Customer Reports | [Aged Receivables Graph | Table
[ 1 Aged Receivables Wiew | Prink
Customer Transartion Hist Yiew |Print | g9 0
Bank Sales Journal “igw | Print.
Deposit _ 3 W 51 -60
Bposits Invoice Reqister Yigw | Print B 690
Cash Receipts Journal Wiew | Prink )
N . W over 90 days
E Wigw All Customer & Sales Reports View Aged Receivables Report
| customer Credits and
| Statements 4 Roririo Peachtree Solutions
Checks & Forms Product FeedBack
Credit Card Service Time & Billing

32



The Menu Bar

The Menu Bar

At the top of the window is the menu bar.

File Edit | Lists Maintain Tasks Analysis Cptions  Reports & Forms  Services  Window  Help

Customers & Sales 3
vendors & Purchases
Emplovees & Payroll 3

Chart of Accounts
General Journal Entries
Invenkory & Services b
Jobs 3

In the Help index, look up “menu, Peachtree.”

Look up “menu, Peachtree, using.”

The table below gives a brief description of each menu.

File Allows you to perform several critical tasks such as opening or creating a
company, backing up or restoring a company, updating Payroll tax tables.

Edit Allows you to locate Peachtree transactions through the Find Transactions
window.

Lists Allows you to open lists of records and tasks, such as customers and sales

invoices. You can print these lists and customize them as necessary.

Maintain Allows you to work with your record and list information. Here is where
you go to add or edit customers, vendors, employees, users, and so forth.

Tasks Allows you to perform all of your daily tasks in Peachtree, as well as carry
out system tasks like changing accounting periods.

Analysis Allows you to view customized graphical overviews of the entire company
to analyze cash flow, collections of amounts due from customers, pay-
ments due to vendors, and financial status.

Options Allows you to set global preferences for a company and to change the
system date.

Reports & Forms | Allows you to queue lists of reports and forms for printing or viewing. You
can also create and edit the format for reports, forms, and financial state-
ments.
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Services Allows you to access and synchronize with various Peachtree Web
resources online. You can also check for Peachtree updates.

Window Lets you access open Peachtree windows and close all open windows.

Help Allows you to access Help, contact Peachtree support, register Peachtree,

and a variety of other tasks.

In the Help index, look up “Find Transactions.”

Look up “Web services, how do i”

Look up “keyboard basics.”

Access a Menu Option Using the Keyboard

To access one of the Peachtree menu options, press and the underlined character.
This is also how you choose options inside windows or move to a field. Once a menu is
displayed, press the underlined character to select an option or use () or (3) to move up
and down to select a menu option.

Navigation Bar

The Navigation Bar is on the left side of the Peachtree
S Desktop. It has a series of icons that represent individual
Navigation Centers, such as Customers & Sales. Click an
icon, and you will see the Navigation Center corresponding
to it.

Customers & Sales

¥Yendors & Purchases

Inventory & Services ShortCUts

The Navigation Bar also displays a number of Shortcuts,
which are links to Peachtree functions that you use on a
regular basis. When you first set up your company,
Peachtree will offer default Shortcuts, but you can customize
ekl Company them so you have quick access to the functions you want.

Employees & Payroll

TELRE

Banking

i
H

Shortcuts  Customize

Sales Inwoice

Receive Maney From Custoner
Bills - Pavy Bil

Cuskomer Lisk

Wendor List

Find Transactions

General Journal Enkry
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To customize Shortcuts, click the Customize Shortcuts link. A
special dialog lets you choose the number and order of short- © Want to learn more

cuts that appear on the Navigation Bar. To learn how, just about the Navigation

o Bar? See “Navigation
follow Peachtree Help for this dialog,. Bar” in the Pea?htree

. . Help index. The Naviga-
Navigation Centers tion Bar topic also has

There are several Navigation Centers; they resemble pages of links to information about
the Navigation Centers.

information about the following areas of Peachtree and also
provide access to functions that pertain to those areas:

K2
*»*

Customers & Sales

Vendors & Purchases

K2
*»*

K2
*»*

Inventory & Services

K2
*»*

Employees & Payroll

K2
*»*

Banking

K2
*»*

Company

As an example, the Customers & Sales Navigation Center displays the following informa-

tion about your company’s customers: Customer List, Recently User Customer Reports,
and Aged Receivables.

Each Navigation Center also provides a graphic representation of the flow of tasks related
to that area of Peachtree. The Customer & Sales Navigation Center, for example, has a
“flow chart” of customer-related tasks and offers access to those tasks.

At the bottom of each Center is a section called Peachtree Solutions. It will take you to
information about value-added features, such as Peachtree Checks & Forms.

Business Status Center

This feature displays a variety of general business information, including account
balances, revenue figures, receivables and payables data, and action items. It also includes
a feature that lets you find, display, and/or print a Peachtree report. What's more, you
can customize the Business Status Center to have it look the way you want. Just click the
Customize This Page button at the top of the Peachtree Desktop.
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Button Control Bar

Beside the Customize This Page button, other buttons in a bar at the top of the Peacht-
ree Desktop help you work with the Navigation Centers and perform other tasks related
to Peachtree operation:

&) Hide | ‘% Refresh | & Print | [ System Date: 03/15/07 Period 3 - 03/01/07-03/31/07
@) Make this the default page ﬁ;’ Cuskomize this page

% Hide/Show: This button acts like a toggle. When the button reads Hide, click it if
you want to hide the Navigation Center that appears to the right of the Navigation
Bar. When it reads Show, click it to make the Navigation Center reappear.

K2
*»*

Refresh: Click this to update the company data that currently appears in the main
Peachtree window.

K2
*»*

Print: When the Business Status Center is displayed, click Print to print a facsimile of
Business Status as it currently appears; the printout will pretty closely approximate
what you see on screen right now.

% System Date: Click this to change the Peachtree system date. For instructions on
doing this, in the Peachtree Help index, look up “changing, system date in
Peachtree.”

K2
*»*

Accounting Period: Click this to change the current accounting period in Peachtree.
For more information, see “Changing Accounting Periods” on page 248.

Make this the default page/This is the default page: Again, this button is like a tog-

gle. When it reads Make this the default page, click it to make the Navigation Center
that you are currently working with appear each time you open a Peachtree company.
When it reads This is the default page, the Navigation Center you're working with is
the current default and will appear each time you open a company.

K2
*»*

The Company Navigation Center

This particular Navigation Center is the place to turn for access to a large number of tasks
that help you manage your company on a day-to-day basis. These tasks include setting up
and maintaining your chart of accounts, security and user access to your company, run-

ning the Year-End wizard to close out a year in Peachtree, and back up and restore your

company data. There is also a link to the Peachtree Setup Guide.

Setup Guide: Use this feature to help you set up your company. Selections on the main
page of the Guide allow you to choose different areas of Peachtree to set up, such as Cus-
tomers or Employees. You can set the areas up in any order, but for best results, we rec-
ommend you follow the order that appears on the page. For more information on the

Setup Guide, see “Setup Guide” on page 63.
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RiEi
4'.] :
% Setup Guide

The Setup Guide helps vou get started with Peachtree, It's best o use this guide before entering any
transactions into Peachtree,

W recormend that wou Follow the order below, buk it's OF ko skip a step if it doesn't apply to vour business,

To continue, click on anicon or the name of a section below,

& Customers
The people or businesses that you sell products or services to,

In the Help index, look up “Company Navigation Center.”

Look up “Peachtree Setup Guide (company setup).”

Working in Peachtree

Running your business in Peachtree basically consists of entering records (customers, ven-
dors, employees, inventory items, jobs) and then using those records in your business
tasks or transactions.

Default information makes entering records easier by pre-filling certain fields. For exam-
ple, you can set your standard terms in Customer Defaults, and those terms are automat-
ically applied to all customers you enter. You can adjust the terms either at the customer
level or at the transaction level. Reports (like Aged Receivables) and forms (like state-
ments) will reflect these default parameters.
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Default Terms
Net Due: 30 Days

Maintain Customers

M Use Standard Terms
Due in 30 days

Task - Invoice

Payment Terms: Net 30 Days

Statement

Due Date: 3/17/07

Working with Records

You will spend most of your time in Peachtree working with Records and Tasks. Records
are lists of information, such as your customer list, vendor list, item list, employee list,
and so on. You access Records through the Maintain menu. These are easy to set up and
will make entering transactions easier for you. The more information that you put in the
record, the more that will be transferred automatically to the transaction whenever you
select the record on the transaction.

Let’s look at a typical Record window, the Maintain Customers/Prospects window.
Below, we'll discuss the most important features of this window.
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{§ Maintain Customers/Prospects
Fle Edt GoTo Window Help

The toolbar
provides several  @ace tyew Sjst [save 5 save stien $90skte Gychange » Fesent (Bioo (tstirs 7R

options for W%

Working in Peachtree

You can use the
arrow buttons to
scroll through the

working with the st 0 LoRED = <ls L rromst records
d Namey [Aldred Buiders, Inc. ™ Inactive -
record. = f e }
A ey oo ype: [0 =]
Use the header to e O
identify the Biling Addre: Telophone 2: [770-555-0655
Fax: [770-555-0656
customer and S et [AreTemr o€
enter an ID and o webste: [rmpeatimecm )|
DeSCrIpthn that Sales Tax: Balance as of Mar 15, 2007:  $5,556.91
will be used .
throughout the ot Mong?
program. Use the o
lookup on the ID R
field to call up a \
list of all the , \
records Each record window has several tabs that

contain the information on this record. Each
tab is devoted to one aspect of that record.

Using the Lookup

The ID field of each record window has a lookup icon. Clicking this icon will open the
lookup window, which gives a list of all IDs for that record type. For instance, clicking
the lookup icon on the Maintain Vendors record window will open the lookup shown

below.

ucec) = @l»

r Prospect:

ALDRED Aldred Builders, Inc, 5

ARCHER Archer Scapes and Ponds F70-555-4660

ARMSTRONG Armstrong Landscaping F70-555-8524

CANMON Cannon Heathcare Center %

CHAPPLE Chapple Law Offices =

CUMMINGS Cummings Construction F70-555-1147

DAsSH Dash Business Systems F70-555-9955

EVERLY Everly Property Management  770-555-6660

FRAMKLIM Franklin Botanical Gardens 770 555-9595

FREEMOMND Freemond Country Club F70-555-8967

FROST Frost Technology Park F70-555-4153

GOLDEM Golden Gardens 404 555-7763 hd
& o5l
()8 Eﬁel F??d Nl_z-a% :}}t HQe?p

You can use the toolbar to sort the records or to
find a particular record that you are looking for.

Ihe list of existing
ecords appears here.
Both the ID and the
Description will appear.
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Fast Add

You'll want to get your customers, vendors, employees, items, and accounts into your
company as soon as possible, including their balances as of the time you start using
Peachtree. However, you’ll also want to start working in Peachtree and entering transac-
tions, so Peachtree has a Fast Add feature that allows you to enter customer and vendor
records “on the fly”; that is, while you are entering a sales invoice or purchase order for
that customer or vendor. Whenever you are entering a transaction for a customer or ven-
dor that is not on file yet, Peachtree will display the screen below when you try to save
that transaction. Use it to Fast Add or Set Up the record.

vaido x|
& The Customer [D [JOHNSOM] does not exist.

+ Select FastAdd o create this customer record autornaty

# Select Set Up to create this customer recgj

" Fast Add SetUp Lancel Help

Select Fast Add to automatically create a record for the
customer or vendor. Be sure that you complete all of the
fields on the transaction, such as address, terms, and so
forth, as they will be transferred to the new record.
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Select Set Up if you want to
open the record window
and manually enter the
customer or vendor
information. When you save
and close the new record,
you will be able to save your
transaction. Set Up allows
you to enter all information
for the record, while Fast
Add is limited to what
appears on the transaction.



Working in Peachtree

Here is a flow diagram of data for customer records:

{8 Maintain Customers/Prospects.

Ble Edt GoTo Window telp

@cose Cynen (st Llswe Gissvenen 3Q0ekts ) change 0 [event (WLon [Settrs §8@Repors + (J Attachments

~=lolx|

Maintain Customers

. *Customer i [FLORED =l gl 3] I Prospect
Complete the fields O s — B
on the Maintain s e vt e |
Contact: |Tony Aldred Customer Type: |LAND L
Customer window. e | Tophore 1; [ros 08t
| e —
e e ety [rsaomme peacn e | ]
Country: Web Site: [wwwy.peachtree.com l’l
Copy to Ship Address 1
.
o 4 ctying:
et it

When you select a

customer from the drop-down
list on the Sales Order window
for example, Peachtree fills the
transaction from the customer

Information
from the customer record
appears on reports and
forms automatically.

-lofx|
Fle Edt GoTo Widow Hep
® & FJ HEe-8 X s8-8 @6 8 @ 8 0
Cise New [ Swe Pt " Emal Dkle Row  Noe Jounal Evert Lsyoul Repals Hep
Customer ID: [ ALDRED Sales Order
il o Acked Bulders, e St Tor[ap o B D[Pl 15, 2007 [
<
A e Copy 3 | [Fared Butders, i shipBy:[ver 15, 2007 [
zsevered 50 No.:[l3#2
& DO coses0
Noreross G [a0092 Doeste
Customer £O stip ia Terms SalesRep
Nore [ 2% 10, het 0Day= |
Quantty_shpped __ Tem U Descrption UnitPrice _Tax __Amount b
o0 AVRY-10100_[Each T2Roor] 12999 1 12539
Customer Accourt a of Mar 15, 2007 Sales Tax: 760 | GAGWIN_ |01
Bdonce: 5,556,910 i o
Gredi Link:_50,000.00 o 4l
Gredit Status: oty Over Lt Sales Order Tota: [

Maxinize vour resuls with help From Peachtree experts.

Sales Forms

S0l To:

hem:  Widget

Sales Reports

T T

Tor R

G

wn 0
b gl

Information from transactions will /

appear on the forms you print, such as
invoices, quotes, and statements. It will
also appear on your reports.

Working With Tasks

s N
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Most of the functions on the Tasks menu are transactions, such as invoices, receipts, pur-
chase orders, payments. There are other business-related tasks: account reconciliation,
changing the accounting period, closing the year.

Your company may not use all the transactions on the Tasks menu. You may not send
out Quotes, for example. Or, if yours is a cash-basis company, you could choose to simply
enter receipts and forego entering invoices (although you would lose aging and some

reporting capabilities).
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Chapter 2 Basics

Let’s look at a typical Task window, the Sales/Invoicing window, and some of the stan-

dard features of Task windows.

Click the lookup button to find a
record in the list of existing

The Back and Next buttons
scroll through existing

records. transactions.
The toolbar @' sales/Invoicing I (=[5
prOVideS E“%Edit GoTo Mndowﬂelp — _ x - [I]]]]l - E @’ ¥j _
S T -~ o ’%ﬁ 3 ELCE i - 3 g 1)
standard b i ST T e 0 b me e E; il e e N
functions like csorer [ [0 Invoice [«][2]

Print and Save. Bil To:

Ship To: [<hip 1o 1 ‘v Date: [Mar 15, 2007 g.,
Tabs offer [ brop ship
different options =
for building the
transaction—in N
thi fomer PO Ship via Ship Date Terms Sales Rep
'S lc‘."lse't \ [ ] = [+] Y

applying to open Apply ta Sales Crder: 0.00 i | anply to Sales: 149.95 |
Sales orders orto Quantity Ttem U Description Unit Price  Tax Arnount Job
sales. 1.00 [ BOOK- 11010 [Each [ Bell-Grow Series: Gardening Handbook (Madison] 20.05] 1 29,95

1.00 | [ [ Training Fee [ 1z0.00] 1 120.00

[ 5pply Ticksts/Expenses Sales Tax: 0.00 Q
Ereight: 0.00
Cther Applisd Credits 0.00 149,95 Invoice Total
Amount Paid at Sale 0.00 145,95 hist Due

Take control of mailing and shipping the easy wayl

At the beginning of each chapter in the Tasks section is an overview of all transactions or

tasks for that type of business.

Overview of Customer Tasks

See “Qverview of Customer Transactions” on page 176.

Overview of Vendor Tasks

See "Overview of Vendor Tasks” on page 204.

Overview of Employee Tasks

See “Overview of Payroll Transactions” on page 234.

Overview of General Ledger
Tasks

See “General Journal and Banking Tasks” on page 243.

Overview of Inventory Tasks

See “Inventory Transactions” on page 223.

Overview of Other Tasks (User
Security & Roles, Global Options,
Time & Billing, Action Items, Backup
& Restore, Year-End, Purge)

See "Other Tasks and Transactions” on page 259.
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Working with Lists

You can use Lists to view lists of records and tasks. From a list, you can open a record, add
a new record, view reports pertaining to that list, open other lists and tasks, and search for
a particular piece of information. To see a list, you can either click the List button on a
record or task window, or you can select Lists from the main menu, and then select the
list you want to view.

Enter a text to search
for and then select the
column you want to
search in. Then, click
Search to find items in
the list that meet the
search criteria.

Click one of the links to
the left to either
perform a task using a
selected item on the list
or to view a report
pertaining to this list.

Working in Peachtree

Click New to add an item to the list. The
associated window will open for you to enter
data. Highlight an item and click Open to edit
the existing item. Click Print to print the list, or
you can click Send to and then select an item
from the drop-down list to e-mail the list, save it
as PDF, or export it to Microsoft Excel.

i
Fle Edt GoTo Window Help
@ clse Tynew G open Sprint G settings = Refresh {dsend To - [ outlook @
( Search for: [Enter Search Text in [Customer 10 =] | Seatch Clear Search ) Customer List
Tsormer 10 3
Tasks
i sales invoices ARCHER vcher Scapes and Ponds blan
View sales orders ARNMSTRONG Armstrong Landscaping  Emma Armstrong 770-555-86824 LarD $32,080.00
View quotes (CARmON Cannon Heathcare Center  Nakasha Cannon, M.D.  770-555-4128 LD $665.89
VieH payents tocetved (CHAPPLE Chapple Law Offices Francis Chapple 770-555-8658 LarD $237.06
o CUMMINGS Cummings Construction  Betty Cummings TASS5-1147 LD §3,680.87
DAsH Dash Business Systems  McKenzie Dash 770-555-9988 LarD $399.90
G Lk EVERLY Everly Property Management Lee Everly 770-555-6660 LAND 9,901 54
Create sales order FRANKLIN Franklin Botanical Gardens  George Frankiin 770 555-9598 PROSPECT $3,407.12
Create quate FREEMOND Freemond Country Club Delares Freemond TA0-555-8967 LAND $4,623.43
Create receint FROST Frost Technolagy Park Kyle Frost TA0-555-4153 LarD $49.99
E-mail customer (GOLDEN Golden Gardens Mike Baxter 404 555-7763 PROSPECT $0.00
(GORDON Gordon Park & Recreation Ce Kathryn Gordon 75550014 LarD §2,259.42
Reports HENTON Henton Park Apartments  Jacch Herton 404-555-2025 LD §5,882.36
o Recoables HOLLAND Holland Properties, Inc.  Jamie Holland 705559927 LarD §7,673.75
KENTON Kenkon Golf and Tennis Cente Kevin Kenton 75554469 LD $7,537.03
Customer Transaction Hstory
KNIGHT Kright Brothers Nurseries  Brian Knight 70 5556772 $0.00
Cconsaledoors MASON Mason Office Park. Troy Mason 770-555-3311 LAND $43.93 ]
kA McKay Construction hicole Mekay 404-555-4225 LarD 4,492,852
More Shortuts b
MosLEY Mosley Country Club Sam Mosley 75556348 LD $16,478.13
PIERCE Pierce Properties, Inc. David Pierce TA-555-3765 LarD $0.00
& Cstormerstisaes | [RETAL Retal (Cash) Sales Wialkcin Customers RETAIL $1,424.24
ROBERTS Roberts Learning Centers  Sabrina Roberts 75556178 LarD $3,599.73
- ROSE Rose University Kelly Rose: 404-555-7202 LD §3,197 82
s e st e Sals Saia's Neighborhood Nursery Regina Saia 770-555-1684 LAND $14,538.04
Hde inactive tecords JsEaRIGHT Seauright Sod and Lawn CareMason Seanright 4045557246 LAND. $6,253.85

Customizing Lists
You can customize lists by selecting Settings from the list window. This will open the Set-
tings window. You can add or remove fields from the list, as well as modify the order that
they fields appear in.
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Basics

Available Columns:

Bill To Address 2**
Bill To Ciky**

Bill To State**

Eill Ta Zip**

Bill Ta Country**
Ship To Address 1%+
Ship To Address 2+
Ship Ta Ciby##

Ship To Skake**
Ship To Zip**

Ship To Counkry**
Telephone 2

Fax

E-mail

Account Mo,
Prospect

Sales Rep**

add> |

Selected Columns:

Customer 1D
Customer Name
Contact

= Remove |

[Mee Up |
[Move Diawrn |

Type
Balance®

L

Select fields and click Add
or Remove to add or

remove them from the list.
You can use the Move Up
and Move Down buttons

™ to change the order of the

fields on the list.

Click Reset Defaults to
return the list to its default

Second Contack
Lawn Care Srvc?

Reset Defaulks | )4
Monthly Service? <
Lty Mailing? i

* Columns based on calculations may cause the lisk to take longer o display,

[ |

set of fields and their
order.

Cancel | Help

Peachtree Help

Help (sometimes referred to as online Help) is included in many computer applications to
display advice or instructions for using the application’s features. Help can be accessed
from the Help menu, a button, or the function key.

F1 and the Help Button

You can get Help for nearly every window in Peachtree by pressing the function key.
For instance, pressing this key with the Sales Invoicing window open will open Sales
Invoicing in Peachtree Help. You can accomplish the same thing by clicking the Help
button in the toolbar or clicking the Help button in the list. Help obtained here will

always be specific to that window and will include a list of fields or a link to get help for
individual fields.

What's This Help

If you need help for individual fields on a window, place the cursor over the field and

right-click. Select What’s This?.

Peachtree Online Help

You can open Peachtree Help by clicking F1 or the Help icon in a toolbar but you can
also select Help from the menu bar and then select either Peachtree Accounting Help or
Contents and Index.
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Peachtree Help

Lontertts | Index I §earch|

N

Use the buttons in =
the toolbar to print GE < = B

a topicl move Hide Back Fonward  Refresh Hame Print Options  Peachtiee  Glossam

backward and =

forward through
topics you have
just viewed, open
the Peachtree web
site, and open a
Glossary of terms.

Q Getting Started

Q Paying “rour Employees
- Managing Your lnventon

Q Biling *'our Customers [Money In]
Q Paying “our Bills (Money Dut]

Each of the three tabs is
useful for helping you
learn Peachtree. Each is
explained in more detail
below.

% Contents: The contents tab gives
you a table of contents for
Peachtree Help. You can use it to

learn about new features in Peacht-
ree, find out how to perform a cer-

tain task, learn about other

products and services for Peachtree,

open the year-end guide, or open

a

list of reports for a specific area of

the program.

% Index: This tab displays the index

of topics in Help. You can use it to

find Help for the topic you type

into the field. That topic will often

have several sub-topics that will
give you the help you need.

“Peachtree
rlelp

Help is displayed in the right
side window. From here, you
can click links for further help.

A +sign next to the Contents

|Index | gearchl

entry indicates a

closed folder. Click it
to open the folder.

) @ Getting Started

[]--@ Billing *rour Custarners (Maoney 1n)
=] Q:I Paying rour Bills [(Money Dut)
i Overviews and Procedures

Reportz and Forms

4@ Payirg v'our Emplovees

When a folder is
open, it displays a -
sign and the entries

in the folder appear.
Click the - sign to
close the folder. Click
the topic itself to

o hat's New .

[]--@ M anaging v'our Inventany

[]--@ Tracking Costs by Project [Job Costing)
[]--@ Tracking Your Time (Time & Expense)
[]--@ Working with Bank Accourts

[]--@ Peachtree Accounting Year-End Guide
[]--@ Reference and Legal Maotices

[

display it on the right
window.

Type the term you
are searching for

A red asterisk on a folder or topic
indicates that the information is new
to this release of Peachtree.

Contents  Index |§eamh|

in the field. . ‘Typa in the keyword to find:

and Peachtree will
automatically find
it and display the
results below.
Then. ..

Isettmg ud

401 (k) plans

A401(k] plang, overview

action items

activity itemns

additional state withholdings for employees

either highlight the term you want
and click Display at the bottom of
the tab or double-click the term
you want to display the topic.
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% Search: This tab allows you to enter  gnter the term you
any term you like and Peachtree are looking for in
will search for and display every Li;ﬁg?i:”&;wf G
occurrence of that term in Help.

This feature is useful for finding

Qontantsl Inden  Search

Type in the keyword to find:

Select Topic to display:
Peachtree will

5 .
terms that normally aren’t indexed. display all topics 401() Information Cannct Be et Up -
K ditional ‘withholding
that include that Calculate Adjusted Gross,
term in the box Change an Employes 1D
below. To open
that topic. .

highlight that topic and click
Display at the bottom of the tab,
or double-click the topic.
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& Creating a Company ©

What Are My Company Setup Options?

Peachtree walks you through the process of creating a new company. This makes it easier
to get your new company started.

You need only enter a minimum of information to initially set up your company. This
information includes the chart of accounts, your accounting method, your posting
method, and your accounting period structure. After you complete Create a New
Company, Peachtree offers a Setup Guide so you can set up default information, data
records, and beginning balances for

% Chart of Accounts < Employees
% Vendors % Inventory
< Customers < Jobs

% Users

But before you set up a company in Peachtree, you may want to make some initial deci-
sions based on how you work and the legal regulations that apply to your business.

Accounting Methods

One up-front decision is the type of accounting method used. The two different account-
ing methods reflect the way you record income and expenses. In cash-basis accounting, you
recognize income and expenses when you receive or spend cash. In accrual accounting, you
recognize income and expenses when you send or receive an invoice. In other words,
accrual accounting recognizes future receipts or payouts based on the reasonable expecta-
tion of cash flow. If you sell traditional inventory items (called “stock items” in Peacht-
ree), you must use the accrual method; the IRS requires accrual accounting if you deal in
the production, purchase, and sale of merchandise.
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What Are My Company Setup Options?

In cash-basis accounting,
you recognize income as
sOoN as money comes in.

In accrual accounting,
you recognize income
as soon as you invoice

the customer.

Invoice

Ordzred by Purchase Order %o,

5] v
L PP (ST T

Your accountant, if you have one, can tell you what’s best for you. In some cases, the IRS
will decide for you.

Cash-Basis Accounting
Many small, service-type businesses (accountants, lawyers, consultants) like cash-basis
accounting. There are two main benefits to this method.

% Tax benefits: If income is not recognized until received, you would have less income
to report in a given year if using cash basis. Income not reported for December would
be reported in January of the following year, resulting in a short-term benefit. Since
most small service companies have more receivables than payables, cash basis may be

the best bet.

Less bookkeeping time/greater simplicity: In cash basis, you could choose not to
record customer or vendor invoices or record less information for them since you have
no receivables or payables accounts. On the other hand, if you don't record invoices,
you lose the benefits of aging and projecting cash flow.

K2
*»*

Accrual Accounting

Accrual Accounting gives you the truest picture of how your business is doing because it
includes booked sales and purchases (Accounts Receivable and Accounts Payable).
Income and expenses are recognized when they are earned or incurred, regardless of when
they are received or paid.
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Chapter 3 Creating a Company

Posting Methods

Another thing to think about is your favored method of posting
transactions. There are two options: batch and real-time post-

ing. In batch posting, the transactions you enter are saved to a

temporary holding area, where you can review them before

© CONCEPTS

Posting: Posting is the
process of updating the
General Ledger's chart of

accounts to reflect all posting the batch to the General Ledger. In real-time posting,
journal entries that have || the transactions you enter are both posted and saved when you
been entered into the click the Save button. In batch posting, transactions are just

system. Posting also
updates all GL and other
accounting reports.

saved; posting is a process you do separately. Check with your
accountant, if you have one, to see which method you should
use. We recommend real-time posting in a network environment
for better performance.

While you need to make a choice between real-time and batch posting whenever you cre-
ate a new company, you can always change this option at any time. When you change
from batch to real-time, all unposted batches are posted before the switch is made.

Dates and Accounting Periods

A really important thing to think about is the starting date for converting to Peachtree. It
must be a date on which you know all your account balances, customer balances, vendor
balances, and so on. If possible, the start date should be the end of the previous fiscal year.
If you want reports comparing this year to last year, the starting date could be the end of
the previous year.

A special feature of Peachtree is that you can have two years open at once (up to twenty-
six periods). That means you can keep last year’s records open. It also gives you flexibility
as to when you convert. For example, you can set the first accounting period to the first

period of your fiscal year, making it easier to close your next accounting year.

You also get to decide how often you want to run financial statements. Peachtree lets you
have from one to thirteen periods in your fiscal year; a twelve-period fiscal year based on
the calendar year is standard. But some companies start their fiscal year with some month
other than January and end it with some month other than December. As always, your
accountant, if you have one, will help you decide what’s best.

Account Aging

Finally, you should know something about account aging before you create your Peacht-
ree company. Peachtree can age vendor and customer invoices by due date or invoice
date. If you age by invoice date, the aging reports show how old each invoice and each
balance is. If you age by due date, the aging reports show how overdue each invoice is.
For this reason, many businesses choose to age accounts payable by due date and accounts
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Using the Create a New Company Wizard

receivable by invoice date. The way you age invoices is established in Vendor and
Customer Defaults.

You can establish up to four aging periods. The leftmost column on the aging reports
shows balances for the most recent (or least overdue) invoices, while the rightmost col-
umn shows balances for the oldest (or most overdue).

Bellwether Garden Supply
Aged Receivables

As of Mar 31, 2007
Filter Criteris includes: Report order is by ID. Report is printed in Detsil Formsat

Customer ID Invoice/CM # ( 0-30 31-60 61-90  Cver 90 days) Amount Due
Customer

Contact

Telephone 1

EVERLY 10208 8,897.32 8,807.32
Everly Property Managem 10208 a04.32 a04.32
Lee Evetly

TT0-555-6660

EVERLY 504.22 8,897.32 9,401.54
Everly Property Manage

FRAMKLIM 10326 2,021.66 2,021.66
Franklin Botanical Garden 10328 1,348.01 1,348.01
George Franklin 10340 3745 3745
770 555-9598

FRANKLIN 3407.12 3407.12

Franklin Botanical Garde

In the Help index, look up “date.”

Look up “accounting period."
Look up “account aging."

When you set up your default information, you set the range of days for each of these col-
umns. The range is either the number of days beyond the invoice date or beyond the due
date, depending on how you choose to age your invoices.

Using the Create a New Company Wizard

Setting up your company is easy with the Create a New Company wizard. This wizard
walks you through creating a new company and prompts you for each piece of informa-
tion you enter; you need to enter all information the wizard asks for. However, depend-
ing on how you complete the information, you won’t see all of the windows mentioned
below.
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Chapter 3 Creating a Company

At a minimum, Create a New Company asks you to supply the following information:

Company Address, City, State, and Zip Code  State Unemployment ID

Country Chart of Accounts

Telephone Number Company Information to Copy

Fax Number Accounting Method (Cash or Accrual)
Business Type Posting Method (Real Time or Batch)
Federal Employer ID Accounting Periods

State Employer ID Fiscal Year Start

Moving Around in Create a New Company

It’s simple. The buttons at the bottom of each window let you go back, move forward, or
cancel the setup process. The Help button gives you immediate assistance for the current
setup window.

Click here to move Click here for
back one step. assistance.

'

< Back I Mext > I Firizh | Cahcel | Help |

Click here to /Click here to save your Click here to stop
move forward company settings the setup process.
one step. when finished.

Setting Up Your Company

You can run Create a New Company in two different situations:

% When you set up your first company in Peachtree

% When you set up an additional new company in Peachtree after working in another
company on the system

You can start Create a New Company from either the startup window or the Peachtree
File menu:

w From the Peachtree Startup window, select Create a a new company. The Create a
New Company - Introduction window appears.

OR
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Using the Create a New Company Wizard

1 From the File menu, select New Company. If you're working in an existing company, a
warning window tells you that opening a new company will close the current company.

2 Click OK.

In the Help index, look up “Create a New Company wizard, overview.”

Look up “Create a New Company wizard, Introduction.”

The Create a New Company - Introduction window appears. It lists the areas you’ll be
setting up.

When you’re done working in any window, click Next to go on.

Company Information Window
The next window lets you enter general information about your company.

Create a New Company - Company Information 1'

Enter your company information # required field

* Company Mame: | Business Type: W
v Address Line 1; I Federal Employer ID; I
{ Address Line 2: I Stake Employer 1Dt I—
Citw, State, Zip: I | j I St. Unemployment ID: I—
Country: I
Telephone: l— weh Site: I—
Fax: I— E-mail: I—

Mote: You can edit this information after your company is created.

< Back I Mext = I Finist Caneel Help

1 Enter the company name, address, phone, and fax information.

2 From the list in the Business Type field, select your business type.
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The business type defines the kind of business you run and determines the makeup of the
Equity section of your chart of accounts. You can change the business type at any time.
You can choose from the following:

K2
*»*

Corporation

K2
*»*

K2
*»*

Partnership

K2
*»*

K2
*»*

S Corporation

Sole Proprietorship
Limited Liability Company

3 Enter your Federal, State Employer ID, and State Unemployment ID.

4 Enter your company’s Web site and e-mail address, if applicable.

Select a Method to Create your Company

© CONCEPTS

Chart of Accounts:
Your company's chart
of accounts is a com-
plete list of all account

eral Ledger. Each
account is associated
with an account ID to
help locate it when
recording data.

names used in the Gen-

56

On this window you will select a method for creating your com-
pany. This includes selecting a sample business type, copying
information from another Peachtree company, converting from
another application, building your own company from scratch
(particularly your chart of accounts), and creating a consolidated
company.

Using a Sample Business Type
Selecting this option will allow you to choose a sample business
type from many that Peachtree has on file.



Using the Create a New Company Wizard

Create a New Company - Setup il

Select a method to create your company

% Use a sample business tvpe that closely matches vour comparry! (Most companies choose this)

f" Copy settings from an existing Peachtree Accounting companty
" Convert a company from another accounting program
€~ Build your own chart of accounts {Designed for accountants and advanced users only)

" Consolidate existing Peachtree Accounting companies

< Back I et = I Firish | Cancel | Help |

Essentially, you are choosing a general ledger chart of accounts. Each account you set up
in your chart contains a code, referred to as an account ID; a description for each
account; and a type code. As you add accounts, Peachtree recommends you number
accounts in a way similar to that for other accounts of the same account type. This helps
you locate accounts more easily. Even if you choose to create a brand new account struc-
ture, Peachtree still recommends that you identify accounts within a given account type
in a similar way. For example, you might number all asset accounts 10##.

In the Help index, look up “business type.”

Look up “chart of accounts.”

If you choose to use a sample business type, the next window will let you choose one of
the sample types for your company. Depending on the version of Peachtree that you're
using, it will have different options, but at the least it will let you choose whether you
want to use a simplified or more complicated chart.
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Chapter 3 Creating a Company

Create a New Company - Business Type 5'

Select a business type

Each business type has a recommended chart of accounts, which is the list of categories
("accounts") ko which you assign transactions, Accountants sometimes refer to the chart of
accounts as the general ledger,

Select a business bype Chart of Accounts
Simplified kypes ﬂ 1010 - Cash on Hand i
Conskruction Company 1020 - Checking Account
Distributor 1100 - Accounts Receivable
Manufackuring Campany 1150 - Allowance For Doubkful Account
Rekail Company 1200 - Inventory
;- Service Company 1400 - Prepaid Expenses
Detailed bypes 1500 - Property and Equipment:
Accounting Agency ;I 1900 - Accum, Depreciation - Prop&Eqt ﬂ
Wiews details about 5 business type Mote: You can edit accounts after

your company is created.

< Back I Mexk = I Finish Cancel Help

Simplified Types

If you’re setting up a retail, service, construction, manufacturing, or distribution com-
pany, you have the option to set up your company using a simplified chart of accounts.
The simplified chart of accounts contains the basic accounts you need to get started.

Detailed Types

If you’re setting up another type of company, or if you want to use a more extensive chart
of accounts, you can select from other sample standardized charts of accounts. These
samples are either customized for a specific business type, such as a drug store, or are
more broad for a general company type, such as a sales & service company.

Copy Settings from an Existing Peachtree Accounting Company

If you choose to use an existing Peachtree company as the basis for your new company’s
chart of accounts, a second window will appear, letting you select the specific Peachtree
company you want to use. Once you do, you'll see a third window that lets you select
exactly those elements you want to copy from the existing company. Later, you can mod-
ify these elements to suit your new company.

Convert a Company or Build Your Own

If you choose to convert a company that exists in another accounting software program
format or if you want to build your own company from the ground up, you’ll see another
window that lets you decide if you want to divide your account IDs into segments. You
have the ability to create and define up to five segments for your account ID. The
account descriptions you enter will be used throughout the program, and you’ll be able to
filter reports and financial statements based on a particular segment simply by selecting
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Using the Create a New Company Wizard
the appropriate segment from a drop-down list. Segments are useful if you departmental-

ize your chart of accounts or use any other parts of your account ID to define different
parts of your company.

In the Help index, look up “Create a New Company wizard, using simplified chart of accounts.”

Look up “Create a New Company wizard, chart of accounts, copy existing.”

Look up “Create a New Company wizard, account segments.”

Consolidate Existing Peachtree Accounting Companies

A consolidated company is one that combines the charts of accounts of a number of exist-
ing Peachtree companies to create a new consolidated chart of accounts. The new consol-
idated company created in this way will let you see consolidated financial statements for a
number of subsidiary companies operating under an umbrella organization.

To add an available o Click Add...
Peachtree company to

the new consolidated
company, select it here.

Create a New Company - Subsidia‘y Companies ! 5[

Subsidiany Companies

This screen wil allow vou ko choose the subsidiary cofnpanies to be consolidated, You may select
companies from outside your default Peachtree datapath by using the "Browse For Mare Companies”
button,

fvailable Peafitres companies: Selected subsidiary companies:

[l Ridge Holdings Belwether Garden Supply
Stone Arbor Landscaping =

e ..It will appear in the
< REmove | Selected subsidiary

companies list box.

Browse for Mare Companies. .. |

< Back | Mext = | Finish Cancel Help
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Accounting Method Window

This one’s easy; you have only two choices: Accrual or Cash. Hopefully, you’ve made the
decisions already based on your accountant’s advice, if you have one. For information

about choosing the right accounting methods, see “Accounting Methods” on page 50.

Once you choose the accounting method and finish Create a New Company, you
can’t change the method used for this company. So be sure to choose the right
Warning ONe.

Posting Method Window

Here’s another easy choice, as long as your decision is an informed one. Choose either
Real Time or Batch. For information about choosing the right posting methods, see

“Posting Methods” on page 52.

In the Help index, look up “Create a New Company wizard, accounting methods.”

Look up “Create a New Company wizard, posting methods.”

Look up “Create a New Company wizard, fiscal year, monthly.”

Accounting Periods Windows
Along with accounting periods, you need to set your Peachtree fiscal years.

Accounting Periods
The first window you see lets you choose one of two options: 12 monthly accounting
periods or Accounting periods that do not match the calendar months.

12 Monthly Accounting Periods
If you choose to have your accounting periods follow the calendar, you’ll see the Fiscal
year window.
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Using the Create a New Company Wizard

Create a New Company - Fiscal Year 5[

Choose the first period of your fiscal year

A fiscal year is wour accounting vear, defined by when wou open and close the books. Most
companies start their fiscal year in January, Companies with a more seasonal business may
choose ko start their vear in another month,

2006 »| {Most companies start in January)

¥l

At s e

Note: This cannot be changed after your company is created.

< Back. I Mext = I Finish | Cancel Help

Choose the month and year when you want your fiscal year to start.

When you complete Create a New Company, your system date for Peachtree will be the
date of your computer. When you are ready to begin entering data, you will need to
change the accounting period. For more information, see “Changing Accounting Peri-
ods” on page 248.

Accounting Periods That Do Not Match the Calendar Months

If you choose to have some other accounting-period arrangement, you’ll see the Custom
Fiscal Year window.

Create a New Company - Fiscal Year il

Specify the structure of your fiscal year

& fiscal yvear is wour accounting vear, defined by when vou open and close the books, Most
companies skark their fiscal wear in January, Companies with a more seasonal business may
choose ko start their year in another month.

ol

Period Fram To |
1. How marty accounting 1|Jan1, 2006 |Jan 31, 2006 &
periods do wou want in Im vI - .
aur fiscal year? 2|Feb1, 2006 |Feb 28, 2006
s 3| Mar 1, 2006 | Mar 31, 2006
P 4| Apr 1, 2006 | Apr 30, 2006
2. h\;hat is Ft_he Ttart c!)ate Jan 1, 2006 : :
OF your Niscal years 5| May 1, 2006 | May 31, 2006
6| Jun 1, 2006 | Jun 30, 2006 LI

Mote: This cannot be changed after your company is created.

< Back I Mext = I Finish Cancel | Help |
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1 Tell Peachtree how many accounting periods you want in the fiscal year.
2 Use the Calendar button to choose the start date of your first fiscal year in Peachtree.

3 Modify the dates of the fiscal periods, if necessary.

When you complete Create a New Company, your system date for Peachtree will be the
date of your computer. When you are ready to begin entering data, you will need to
change the accounting period. For more information, see “Changing Accounting Peri-

ods” on page 248.
Once you finish New Company Setup, you won‘t be able to change your account-

ing periods. Make sure you have these set correctly before you select the Finish
Warning button.

In the Help index, look up “Create a New Company wizard, accounting periods (custom).”

Finish Window

Congratulations! When you see this window, you’re done. Just click the Finish button,
and Peachtree will create your new company. Of course, if you want to make any changes
beforehand, you can always click the Back button to return to the appropriate Create a
New Company wizard window.

Completing the Setup Process

Once you've gone through the Create a New Company Wizard, you’re ready to set up
the remainder of your company and start using Peachtree. We recommend that you fol-
low the order laid out in this book for setting up your company, beginning with your
chart of accounts. Generally, you should set up defaults for a section of your company
before you enter records.

Ideally, you would enter all your records and their beginning balances prior to entering
transactions but this is not practical, so Peachtree provides the Fast Add feature (see “Fast
Add” on page 40) that helps you enter customer and vendor records at the same time as
you enter transactions. It’s important to remember, though, that your statements and
reports will not be complete or accurate until you have entered all records that have bal-
ances as of when you start using Peachtree. To make it easier for you to complete the
setup of your company, Peachtree provides a Setup Guide that you can use.
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Setup Guide

Setup Guide

The Setup Guide opens when you finish Create a New Company. You can re-open it at
any time by selecting the Company option from the Business Dashboard, and then
clicking the Setup Guide button under Company Tasks. Or you can re-open it by simply
selecting File, then Setup Guide. This guide is designed to walk you through the process
of completing new company setup. Because the Setup Guide assists you in entering all the
information you need to set up your company, and in an orderly fashion, it can be a very
useful feature.

f.. Peachtree Setup Guide

Click one of the links Setup Guide

to beg | n Setting u p The Setup Guide helps you get started with Peachtree, It's best to use this guide before entering amy
transactions into Peachtres,
the parts of that area
of Peachtree.

Each link will open a\
window with several

easy to follow steps

We recommend that you Follow the order below, but it's OK ta skip a step iF it doesn't apply to your business.

To continue, click on anicon or the name of & section below,

Customers

bo

The people or businesses that you sell products or services to,

Jobs

o=
f . h The revenues and expenses assaciated with specific projects vou do For customers, For example,
or Settl ng Up t at an evert planner might set up a &-month job For the Jones’ wedding to track revenue and
expenses for it
area of the program. o

S% Vendors

The people or businesses that you buy products or services From.
] Inventory and Service Items

Iterns that you purchase, manufacture {or assemble), and sell ko customers. Inventary items can
also include the services that you provide to your customers,

.f ii
a{..l Employees

The people who work For your business.
==

Chart of Accounts

The list of accounts ko which you assign transactions in your business.

& User Security
@ Set up uset names and passwords for other Peachtree users,

& ) What should 1 do after Setup Guide?
Common kasks that people typically do after completing setup,
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Chapter 3 Creating a Company

When you select one of the links to an area of the program, a second window opens. Fol-
low the steps to set up that part of your company.

&l Customers

A& customer is an individual or organization that purchases products or services from your company,

f’ Peachtree Setup Guide - Customers X ﬂK

In this section vou can enter as many of vour customers as vou want, If vou dont set up all vour customers now, you
can always add more later,

You can close this window
at any time by clicking the

i+ Yes, [want to enter customers now X in the top nght
" Mo, I will do this later

‘“wiould you like to enter customers now?

To proceed to the next
step, click Next.

Help | Mext »
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Setting Up Your
General Ledger

Overview

Selecting Account Types
Required Accounts
Numbering Accounts

Entering or Modifying Accounts

Beginning Balances or Prior-Period Adjustments
What If 'm Out of Balance?

Maintain Budgets

Entering General Ledger Defaults

Account Segments
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& Setting Up Your General Ledger &

Overview
~1o1 |

File Edit GoTo Window Help
@Close \:ihNew | = List Egﬂiave é‘]_'ISava & New %Delete i3 Change ID @Reports - @
Maintain Chart of Accounts

*accoynt 10: |10200-00] j Q;l gpl [ Inactive
o 10000-00 Petty Cash Cash
Description: Cash on Hand Cash
- Regular Checking Accaunt g
Account Type: [17300-00 Pavroll Checking Account Cash
10400-00 Savings Account Cash
Period History | 11000-00 Accounts Receivable Accounts Receivable
Mar 31, 2007 11100-00 Corntracks Receivable Accounts Recetvable
L 11400-00 Other Receivables Accounts Receivable
Feb 25, 2007 11500-00 Allowance for Doubtful Account Accounts Receivable
12000-00 Inventory Irventory
Jan 31, 2007 14000-00 Prepaid Expenses Other Current Assets
Der 31, 2006 & ol s @
AR OK.  Cancel Find  kHeszl  Help

Organizing your chart of accounts is
equivalent to organizing your business,
because what you see on financial
statements depends on what’s set up in

your chart of accounts. v

#" <Standard: Balance Sheet (=] ]
File Edit GoTo Window Help
' B 5 & B8 & @ & @
Cloze  Save it Options Setup  Hide E-mal Excel PDF Preview Design %g Help
Bellwether Garden Supply -
Balance Sheet
March 31, 2007
AZIETH
Current Assets
Petty Cash § 32755
Casgh on Hand 1,850 45
Regular Checking Account 23,386.02
Payroll Checking Account 371109
Savings Account 750000
Accounts Receivable 181,616.18
Other Receivables TeEl B4
Allowance for Doubtfial Account (5,000.00)
Inventory 2369178
Prepaid Expenses 1422130
Employee Advances 3,000 65
Motes Receivable-Current 11,000.00
Other Current Assets 120.00

Your chart of accounts is the underlying system for all the work you do in Peachtree. Each
time you save (or post) a transaction, an entry is made to at least two accounts—a debit
and a credit. In this time-honored way, you ensure that your books are always in balance.
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Selecting Account Types

INITIAL DECISIONS

When you set up a company, you can select to either copy one of the Peachtree charts of

: f~~;‘5{ accounts, to copy from another company, or to create your own. We recommend that you copy
one of the many Peachtree charts of accounts. Because account names are often standardized in

accounting, you will surely be able to save time by tweaking the Peachtree chart of accounts versus

entering one from scratch.

Beginning Balances

A During startup, you'll enter beginning balances
P —— 4 for your general ledger accounts. Peachtree

checks to make sure your beginning-balance
entries balance—that the sum of assets and
expenses equals the sum of liabilities, equity,
and income.

I

In the Help index, look up “chart of accounts, setting up for the first time.”

Look up “account, beginning balances.”

Selecting Account Types

Accounts in Peachtree are grouped by standard account types. The following table sug-
gests the account type you should select for the particular account you are setting up:

Credit Card Accounts Payable

Line of Credit Accounts Payable

Bank, such as checking account Cash

Asset Other Current Assets, Fixed Assets, or Other Assets
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|

Income/Sales Income

Other Current Liabilities, such as | Other Current Liabilities
short-term loans

At the end of the fiscal year, the balance amounts on the Income, Cost of Sales, Expenses,
and Equity Gets Closed account types become zero. The net difference is added to the
retained earnings account. You can only create one account using the Equity Retained
Earnings account type.

Required Accounts in Peachtree

Some accounts are used by the system in daily transactions. In all tasks except the General
Journal, Peachtree performs some of the accounting distribution for you, based on
accounts you establish in the default information (accessed through the Maintain menu
or the setup checklist). The accounts required to use each feature of the Peachtree pro-
gram are listed below:

Accounts Payable Accounts Payable (Accrual only)
Cash Disbursed
Discounts Taken

Asset Retained Earnings Rounding Account (for customized
Financial Statements)
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Inventory Sales Revenue
Inventory
Cost of Goods Sold

In the Help index, look up “account, necessary in Peachtree.”

Look up “account types.”

Numbering Accounts

How you number your chart of accounts is up to you. However, you should establish a
consistent, logical system that everyone who uses Peachtree can easily understand. In set-
ting up a numbering system for your chart of accounts, you should be aware of the fol-
lowing:

% Accou umbers can contain a intable character except *, +, and 2.
< A nt numbers can contain any printable character t* nd?

% Account numbers cannot contain leading or trailing spaces. Spaces in the middle are
allowed.

% Account numbers are 7ot case sensitive (e.g., CASH and Cash would be the same
account).

There is no rigid scheme for departments and sub-
accounts. You can create your own numbering scheme in
which an account number can consist of a main number :

. . lets you view totals by account
combined with department codes and/or sub-account for department, division, or
codes. Most of the time account numbers containing these || whatever subgrouping you
special codes will not require any special treatment. How- || require. See "Account Seg-
ever, at report-printing time, you will need to be aware of || ments” on page 75.
how you can use your own numbering system to generate
departmental reports.

© CONCEPTS
Account Segments: This feature

Two other important points about coding your accounts:

% Account numbers are sorted alphabetically and numbers will come before letters.

% Only one account can use the Retained Earnings account type.
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Entering or Modifying Accounts

The Maintain Chart of Accounts window is used to add new accounts, including your
bank accounts. You can modify the description of an existing account, delete an existing
account, make an account inactive, or change the account type for an account.

If you have an accountant, you should consult him or her before setting up your chart of
accounts.

= From the Maintain menu, select Chart of Accounts.

1ol
Eile Edit GoTo Window Help
@ close ToNew [—lst [isave 3isevesnew $€Delete Fhchange ID $8) Reports - (7]
Maintain Chart of Accounts
*pcegunt I0: [10000-00 =] 48| ™ Inactive

Description: |F'etty Cash

*account Type: ICash LI Account Beginning Balances
Period History Debits Credits Period Activity RurnidBalance & |
Mar 31, 2007 227.55 227.55 327.55

Feb 28, 2007 / 100.00
Jan 31, 2007 / 100,00
Dec 31, 2006 / 100.00
Mow 30, 2006 / 100.00
et 31, 2006 / 100.00
Sep 30, 2006 / 100.00
Aug 31, 2006 / 100.00 [
Jul 31, 2006 / 100.00
Jun 30, 2006 100.00 =
/
You can select or add another You can only view totals on this
account ID on this screen. window. Select the Account

Beginning Balances button to
adjust balances.

Setting Up Bank Accounts

Bank accounts are set up just like other Cash-

type asset accounts. They should follow the *aceount 0: [10200-00
numbering scheme of your chart of accounts. TR R ol Checking Accourt

In the Help index, look up “account, setting up.”

Look up “account, adding new.”
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Entering Beginning Balances or Prior-Period Adjustments

In reality, prior-period adjustments are corrections to the beginning balance of retained
earnings. These adjustments result from an error in recording revenues or expenses for a
previously closed fiscal year.

If you enter a new account, Peachtree assumes that this account has a zero balance.

You may find it easier to add all necessary accounts and then create one cumulative begin-
ning balance entry.

w Select the Account Beginning Balances button on the Maintain Chart of Accounts
window. Then, select the accounting period in which you want to enter or adjust bal-
ances, and click OK.

You can add a new account
from this window.

Chart of Accounts Prior ¥ear Adjustments x|
@ v Y & % ©
Cancel  OK Mew  Find Mes Help
. Prior V'ear Adjustments az of December 31, 2006
The Trial Liabilities.
Balance should Account D Account Description Account Type Azsets, Expenses Equity, Income
be zero Whe n 10000-00 Petty Cash Cazh 100.00 =
1071 00-00 Cash on Hand Cazh 1.850.45
assets and —_|
| 200-00 Reqular Checking Account Cazh 11.326.55
lexp(lerjses €q U a 10:300-00 Payroll Checking Account Cash E.5EE.EE
liabilities, equity 10400-00 | Savings ficcaunt Cash 7.500.00
and income. 11000-00 Accounts H&Wabb\ Acocounts Receivable 3.098.44
11100-00 Contracts Receivable [Aecounts Receivable vl
The Trial Balance is made up of the balances of all | 745.803.37 745.803.37
accounts. |n order for the Trial Balance to be in balance, &L I Sl
the sum of Assets and Expenses should equal the sum of . Trial Balance: 0.00
Liabilities. Equity. and Income. [Ditference posts to Beg Bal Equity]
Met Income is the difference of Income and Expense Income - Expenses: 237.096.59 248,397.15
account values. The Income and Expenze values
making up Met Income are already included in the total. Met Income: 11.300.56

Click or tab to any of the white cells in the grid to change or add an amount. (The gray
cells are disabled.) If necessary, you can enter a negative amount; just type a minus sign
before the number. Note that for each period, a running beginning balance is kept. Thus,
if you change an amount in Period 1, the amounts for subsequent periods are also
changed. However, if you change an amount in Period 2, the same account balance in
Period 1 is unchanged.

What If I'm Out of Balance?
If you are out of balance, a message will appear warning you that an equity account will
be created (or updated) to contain the difference or out-of-balance amount.
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Peachtree Accounting B

The Trial Balance must be zera [0.00] to save beginning balance tranzactions. 1f you
press 0K, Peachtree will adjust your Trial Balance by creating an account called
Beginning B alance Equity with a balance of $173.00 [your current Trial B alance amount).

Eanceq

This account will be named Beginning Balance Equity, and its type is Equitcy—Doesn’t
Close. This account does not appear in the Beginning Balances window, but it will
appear in the list of accounts and on financial statements and general ledger reports.

You should try to find the reason for the out-of-balance situation and correct it if possi-
ble. (Select Cancel when the warning message appears.) If you are entering beginning bal-
ances from financial statements supplied by your previous accounting system or by your
accountant, you most likely made an error in data entry. Make sure you didn’t leave out
an account or balance and that you entered all amounts correctly.

If you still cannot find the error, you can select OK at the warning message. Your books
will be in balance, and you can proceed with setting up your company. Then later, if you
find the cause of the out-of-balance situation, you can go back to the Beginning Balances
or Prior Period Adjustments window and correct the situation. You can even begin enter-
ing and posting transactions. (Remember that once you post transactions, you will need
to enter Prior Period Adjustments and not Beginning Balances.) Once the Beginning
Balance Equity account has no transactions associated with it, you can delete the account.

In the Help index, look up “prior-period adjustments.”

Maintain Budgets

The Maintain Budgets window lets you build a forecast of dollar amounts for selected
accounts for each fiscal period. You can filter the accounts you budget for by account
type (income statement accounts, expenses, etc.), as well as by account segment.

When you close the year in Peachtree, your budget automatically “roll over.” That is, a
new budget is created for the current year, based on the previous year's budget. You can
then tweak the new budget as needed.
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You can filter the accounts that display
by account type, accounting segments
(if used), or fiscal year.

". Maintain Budgets
Fle Edt GoTo ‘indow Help

) Close Tynew [ save [Zshve as Eprint 3 Delete [ Rename 2, Import g agrfil [ Exce| [ note |

Entering or Modifying Accounts

You can quickly build a
budget by copying an
existing budget or using
actual data.

=1al x|

Cale {8 Reports + [ Attachments @)

Budget Mame: [Revised Budgel = E
Description: |Rev'ised Budget |

Account Filters

Type: | Income Statement Accounts : Seament [l [=] Equal 1o ] I Shownacive

View Fiscal Year [ 01/01/2007 - 12/31/2007 [~ |

Account I | account name | Total]  1siwr]  zzsior]  sisifo7]  4jmojor]  sisyor]  efsofor]  wstjor]  spsifos

40000-00 Sales 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.0
| |40000-A% Sales - Avwiary 115,500.00| 35,000.00 00000 700000 50000 7,000.00 7,000.00 7,000.00 7,000.0(
| |40000-8¢ Sales - Bogks 25800.00) 230000 300000 200000 200000 200000 2,000.00 200000 Z000.0(
| |40000-CE Sales - Ceramics 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 o0l
| |40000EQ Sales - Equipment 394,400.00| 27,300.00 27,300,00 3510000 40,100.00 40,100.00 40,100.00 40,100.00 35,100.00
| |40000-FF Sales - Foad[Fert 33,000.00) 250000 260000 260000 300000 320000 300000 300000  3000.0(
| |40000-FU Sales - Furniture 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.0
| |40000-HT Sales - Hand Tools 35750.00) 2,750.00 300000 300000 320000 320000 320000 320000  3,200.0(
| l40000-L5 Sales - Landscape Servic  108,450.00|  1,000.00  8,500.00  9,000.00 12,50000 16,500.00 16,500.00 16,500.00 16,500.00
| 4000011 Sales - Miscellaneous 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 o0l
| |40000-M0 Sales - Mursery 242,300.00| 2,600.00 22,000,00 3560000 35,50000 35,500.00 35,800.00 35,800.00 22,000.00
| |40000-P00 Sales - Pots 35500.00) 3,10000 1,00000 4,20000 4,200.00 4,200.00 4,200.00 420000 3,100.0(
| 4000058 Sales - Seeds 23,500.00) #0000 300000 300000 340000 340000 340000 300000  1,200.0(
| |40000-50 Sales - Soil 28,980.00) 700.00 410000 4,10000 4,10000 410000 2,000.00 2,500.00  Z,000.0(
| |40000-57 Sales - Statuary 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.0
[ |40000-T00 Sales - Topiary 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 [
| |40800-00 Inkerest Income 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.0
[ |41000-00 Other Income 25,000.00| 25,000.00 0.00 0.00 0.00 0.00 0.00 0.00 [
:45400—00 Finance Charge Income 0.00 0.00 0.00 0.00 0.00 Q.00 0.00 0.00

;Jlﬂnﬂn—ﬂn Calme Dﬂillync aned dllrw: n nn nonn nonn nonn nonn nnn nnn nnn

Building a Budget

When creating a new budget, you can use actual data to quickly build a budget, then

adjust amounts as necessary. You can also copy amounts from another budget or from the

open budget.
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When you select to Edit a Budget = %
build a budget from
actual amounts, you Fill In a Budget
can then select a Ho would you ke to il in this budget?

range of accounting
periods to copy
from.

& Use actual amounts From Peachtres

" Copy amounts from the open budget

LCancel | Help |

< Back |

New Budget: Click the New button to create a new budget for projections or

comparisons.

Autofill Budget: Use autofill to fill in the displayed budget with either amounts
copied from a budget or actual data.

Excel: You can copy your budget to Microsoft Excel to manipulate data or
perform calculations, then copy sections back to Peachtree.

If you want more information:

In the Help index, look up “budget.”

Entering General Ledger Defaults

In General Ledger Defaults, you set the account that Peachtree will use for rounding any
odd amounts on financial statements. You don’t have to set this account if you do not
want to round amounts to either whole dollars or whole thousands of dollars on financial
statements.

If you choose to round financial statement amounts, Peachtree collects all rounding
amounts and prints the collected amount in the rounding account on your financial
statements. The account you select can be any account since it is a temporary holding
area, but we recommend you use an equity account.
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Set Up the Rounding Account

= From the Maintain menu, select Default Information;, then select General Ledger
from the submenu.

General Ledger Defaults

Rounding Account

Ok
Mumber Dezcription
Cancel
ISSDDE Retained E arnings

ik |

Help

This account is only used to store
rounding differences for financial
statements.

You can select any account, but
we recommend the Retained
Earnings account.

Account Segments

Account segmentation allows you to formally segment your chart of accounts. Then you
can use the segment selection features in Peachtree's reporting to filter reports based on
particular segments of the account ID. Using this feature, you can quickly and easily pro-
duce and print reports and financial statements for a particular department or division of
your business, or any other segment such as location, restriction status, and so on.

To set up account segments:
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w From the Maintain menu, select Default Information; then select General Ledger
from the submenu; then the Account Segments tab.

General Ledger Defaults ]
BRounding Account I Account Segments .

— Account Segment:

i

Segment Dezcription Length  Separator = I
1 |Account 1D 5 - St
Enter your segment /— - =
e 2 |Department |2_ . e Help
descriptions, — o — —
1 -
lengths, and i |_ S
separators in the i — o
appropriate fields.
Tatal Account Length I8
Account Structure P - W

[Total includes the sum of the lengths plus the segment separators.
b aximum account length iz 15.]

In the Help index, look up “rounding account.”

Look up “account segments.”

Here, you can create or change formal segments for your chart of accounts ID. This will
allow you to take full advantage of the masking and filtering features of Peachtree
Quantum when you print reports and financial statements. You can use this feature for
printing reports that are filtered by department, division, account ID, or any other seg-
ment you create. When you initially create your company in New Company Setup,
Peachtree Quantum gives you the opportunity to divide your Account ID into segments
(see “Convert a Company or Build Your Own” on page 58), but you can do it here as
well. If your chart of accounts is already set up and you change the segment structure,
Peachtree Quantum will scan your chart of accounts and inform you if any do not fit the
new segment structure. You can then print your Chart of Accounts report to identify
those accounts.

You can formally segment your chart of accounts ID by creating descriptions, lengths,
and separators for up to five segments. If you do not use account segments, Peachtree will
still allow you to filter General Ledger reports and financial statements using the depart-
ment masking feature (see Mask, Department Masking in Peachtree’s Help Index).
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Custom Fields

Finance Charges
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& Setting Up Customers &

Customers are the people to whom you sell your products and services. You can set up
both default and specific customer information. Default information is good for all of the
customers you deal with, but each customer will need special treatment too.

Customer Default Information

Customer Defaults x|

Pap Methods

Standard Terms Sets Default Termg, Credit Limit, and Credit Status o

¢ cob. Netduein [30) days
" Prepaid ﬂl

Discountin [0 days
& Due in number of days Help

£ Due on day of nest manth Discount Percent: 2,00
¢ Due at end of month Credit Limit: [50,000.00

Credit Status: INotify Ovver Limit 'l SEttmg up customer

default information
Sets Default Accounts for new Customer Records, the hel ps streamline the
GL Link Accounts Sales Account can alzo be changed in each Customer Record

process of entering

GL Sales Accaunt [40000-00 Sales customer transactions
Discount GL Account [49000-00 Sales Discounts and pOpU|ateS

customer reports and
forms. For instance,
Net due in 30 days
will be the default
value in Maintain

Customers.
|
Statements
Maintain Customers
ttem:  Widget &1 .
I I T 1 Aging Reports

3 e it Peered Vesdor Nae - @y b Haod it O s

L) W WM Wik Pl Sl LG Fich
"

12w Cared B Sk il
1351 4w
.«

[ W 15 Wik P Sy wmoone
"

R
W
"

To reach Customer Defaults

w Select Maintain, Default Information, Customers.
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x
:_:I'T_t_z_[;_r;_s___g__r;!:l___l_f_r_é!:i_i_l_-: Account Aging I Custom Fields T Finance Charges T Pay Methods
Standard Terms Sets Default Terms, Credit Limit, and Credit Status
 Co.D. Net due i d =
: Met due in W apz ]
" Prepaid : ‘ 4|
Dizcourt in Iﬁ days
* Due in number of daps Help |
Discount Percent: |2.DD
 Due on day of next month
™ Due at end of manth Credit Limit: [50,000.00
Credit Status: INotif_l,l Ower Limik 'l
Sets Default Accounts for new Customer Recards, the
GL Link Accounts Sales Account can alzo be changed in each Custormer Recond
GL Sales Account 40000 [C4]  Sales
Digoount GL Accaount |4SDDD Sales Dizcounts
The Customer Defaults window lets you tell Peachtree what
& CONCEPTS

you consider standard payment terms and how you want to
age your customer invoices. Here, you enter defaults for
finance charges and different ways that your customers pay
you. Finally, if there are special terms you use to identify
your customers, you can set them up as custom fields.

Standard Payment Terms

The nice thing about standard terms is, once you set them
up, you can go to the Maintain Customers window and tell
Peachtree you want a certain customer to be covered by
them.

Aging: Peachtree ages ven-
dor and customer invoices by
invoice date OR due date. If
you age by invoice date,
aging reports show how old
each invoice and each
balance is. If you age by due
date, aging reports show
how overdue each invoice is.
So it might be smart to age
customer invoices by invoice
date and vendor invoices by
due date.

In the Help index, look up “customer defaults, overview.”

Look up “customer defaults, account aging.”
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If you offer your customers early payment discounts, in the Discount in field, enter the
number of days past the invoice date covered by the discount. Then enter the Discount
Percent. If you want to specify a default sales account, you can do that. If certain custom-
ers have special payment terms, you can modify their records individually in Maintain
Customers. This will ensure that they receive their special terms, without upsetting the
defaults that all existing and new customers will receive.

Once you've set up standard terms, these terms will automatically appear on all sales
orders and bills you create for the individual customer.

Account Aging

You can choose to age your customer invoices by invoice date or by due date and set up

aging categories. However you set these up, you’ll be able to see at a glance what invoices
are due, when; just look at the Peachtree Aged Receivables report. Changing these catego-
ries will automatically update the reports.

Bellwether Garden Supply
Aged Receivables

As of Mar 31, 2007
1 order is by 1D Report is printed in Detail Format.

Invoice/CM # ( 0-30 31-60 61-90 Over 90 da;@

All reports will show these aging
categories, as defined in Account
Aging defaults.

Custom Fields

You may have additional information that you keep on your customers, such as addi-
tional contact people or additional phone numbers, e-mail addresses, and so on. If so, you
can set up custom fields to track this information. Then, when you set up an individual
customer, on the General tab of the Maintain Customers window, you could enter the
appropriate information for that customer.
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Field Labels Enabled
: |Sec-:-nd — v < In customer defaults, check
’ the Enabled box for the
2. |Lawn Care Srvc? W Custom Field Labels you
3. [Month Service? ~ need; then, enter the Label
. [y Maiing? v name in the field next to it.
g, IHefelraI v
In Maintain Customers, 1. Second Contact |George Peabody |
you can then enter 2 LawnCare Srve?  [Yes |
mformathn for lthose 3. Monthly Service? |Yes |
labels that is specific to -
that customer. 4. Qty Mailing? [res |
5. Refermal |Internet |

Since Peachtree reports are customizable, you can add any or all of your custom fields to
many of the accounts receivable reports that Peachtree offers.

Finance Charges

If you assess late charges on your customers’ ~ Finanos Chargs
invoices, you will want to access this tab first. ¥ Charge finance charges
Here, you will set up the terms and percentages Oninvices: [[E]  deys ovedue up to: § [TS50050—
for calculating finance charges. You can also spec- el interest rate: [TET0 %
ify whether or not these finance charges are com- On balances above that. [21.00 %
pounding. Enter your defaults here. If you have Minimum finance charge: § [3:50000

, .
customers that you don’t want to bill finance T Chage inerest on fivance charges
charges, you can modify their records on the Finance Charge GL Account: [45400

Terms and Credit tab in Maintain Customers.

In the Help index, look up “Customer defaults, custom fields."”

Look up “customer defaults, pay methods.”
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Pay Methods

Here, you set up the different types of payments that you receive from your customers,
anything from cash to credit card. Peachtree gives you ten options so that you can receive
money in a variety of ways. Then, when you enter your customers’ payments, you can
specify what type of payment it is. The payment method can be displayed on some
reports and forms.

On this tab, you can also specify at what point

.. . ézzign Deposit Ticket 1Ds:
you want a deposit ticket ID applied to a
receipt. If you select In Receipts, Peachtree will @' InReceipts
automatically fill the field in the Receipts Win- " In Select for Deposit
dow. \
The Deposit
If you select In Select for Deposit, the Deposit  Deposit Tickst 10: Ticket ID
Ticket ID field on the Receipts window will automatically

generated is a text
field depicting the
current system date.

remain empty. You will create an ID when you
use Select for Deposit to create deposit tickets.

Statement and Invoice Defaults

Peachtree provides a number of options and variables that you can use to control the
printing of customer statements and dunning messages on invoices. These options can
only be set at the company level; you cannot set them at the individual customer level. To
access statement and invoice defaults,

w Select Maintain, Default Information, Statement/Invoices.

Statement Print Options

On this tab, you can set options that help you print statements the way you want. These
include such options as when to print statements with zero or negative balances, and how
long invoices must be overdue before they will generate statements.
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Select the options that

match the way you want
to print statements. For . Statement Print Options ] Dunning Messages ]

instance, if you do not
want to print statements

— &ctivity and B alance Frint Dptions

iR

with negative balances Print statements for customer accounts with: c |
! L . ANCE
select Never on this field W Ary activity since the last statement was prinked =
¥ Balances at least I 1.00 Help
Then. .. ¥ Atleast one invoice I 15 daws past dus

In addition to the above options, print statements with:
...select the Default MNegative balances: IAIways j
Statement Type and the
Company Print options. If
you use preprinted forms Set Default Statement Type to:
for your statements, leave ¥ Balance Fonward
the Company Print © Dpenltes
options unchecked.

Zero balances: IDnIy when the above options appj

— Company Print Option
¥ Print your company name, address, phone number,
atd Fax number on invoices and statements.

When you are ready to print statements, select Reports & Forms, Forms, Customer
Statements. Select the form you want from the Forms list on the Select a Report or Form
window. Click Preview and Print. When printing the statements, Peachtree will use the
default options you set.

Dunning Messages Tab

You can use this tab to create short notices that will notify customers on invoices if they
have other invoices that are overdue by a certain number of days. In this way, you can
have Peachtree automatically remind your customers of overdue bills.

In the Help index, look up “statement, default types.”

Look up “dunning message, overview."
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Statement/Invoices Defaults i
Statement Print Options T Dunning Mezzages I

— Dunning Meszages

Ihvices < |D days overdus:
Y Mark the number of days

overdue for each category and

IThanks for your business.

Imvoices < [30 | daps overdue: then type in your message.
IYou may hawve forgatten thiz bill. Thanks for wour at Depending on the status of
your customer’s unpaid
Invoices < [B daps overdue: invoices, Peachtree will print
IF'Iease attend to this payment as soon az possible. the appropriate message on
Bl new statements for the
| customer.

Durning meszage iz bazed on the customer's oldest invaice.

You can set up to four different dunning messages in Peachtree based on how long their
account is overdue at the time statements are printed. The specific messages print when
the number of days of the customer’s most overdue invoice is lower or equal to the num-
ber in the box. For example, if the first message is to print for 30 days, customers whose
invoices are 1 to 30 days overdue will see the message on their statements. The fourth
message will print on any statements that are older than the number of days entered into
the third message box. You can enter up to 40 characters for each message.

You can set the first message at 0 days and enter a “Thank you for your
patronage” message, advertising message, or announcement.

Tip

Setting Up Sales Taxes

Before you can bill your customers, you will want to set up your sales taxes. Once these
are set up, you can make a particular sales tax part of each customer’s record and auto-
matically call up the correct sales tax when you create orders, bills, and so forth, for that
customer.

You will set up your sales taxes by following the Sales Tax Wizard. Here, you will set up
your Sales Tax Agencies and your Sales Taxes. Sales Tax Agencies are the individual tax-
ing bodies, such as the state you do business in, a particular county or city, or a special tax
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(school tax, building tax). Sales Taxes consist of a number of Sales Tax Agencies that
make them up. For instance, the county where you do business might impose a state tax,
county tax, and special school tax; all of these could be covered by a single Sales Tax. Or
you could have a sales tax for sales made in the city limits, in a county, or in an out-of-
state location. You’ll assign a Sales Tax to each customer.

You can also use the Sales Tax Wizard to edit, view, and delete sales taxes and sales tax

agencies.

To create your Sales Taxes,

= Select Maintain, Sales Taxes. This will open the Sales Tax Wizard. Select Set up a

new sales tax and click Next.

* How many individual rates make up this total rate? |1 vl T'm nok sure.

Enter the number of agencies or
individual rates that make up this
tax. For instance, if this tax is
made up of a state tax and a
county tax, enter 2 in this field.

Enter the total percent of the sales
tax. For instance, if this sales tax is
made up of a state tax of 4% and a
county tax of 2%, enter 6 in this field.
If the tax is based on a formula, leave
the field blank.

Click Next and enter Sales Tax Agency information:

7_ Set Up Sales Taxes [

@ Add Sales Tax Agency

Enter the break down here.

Sales Tax Agency 1 of 2

* Gales tax agency ID; |GA

‘fou are usually required to report the taxes you've collected to one or more state, locality, or other taxing agency.

Sales kax agency name: |Georgia State Sales Tax
wWhich vendor do vou send the taxes you've collected to? |GAREVENUE -

* How are sales taxes calculated For this agency?  [by single rate = I
# Rate: 4.00000 %

* Select an account ko track sales taxes; |23100 -

Enter the appropriate
information in the fields and
click Next. If you have auto
create IDs turned on,
Peachtree will automatically
create the ID for you. Select a
vendor to receive the tax and
specify the percentage of the
tax.

* = required field

Cancel

< Back Mext >
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In the Help index, look up “sales tax, setting up.”

Look up “sales tax agency, setting up.”

You can filter the General Ledger report by Account ID to obtain a list of all tax
amounts that went to the Sales Tax Payable GL Account. Also, you can use the
Sales Taxes report to display sales tax amounts for sales to customers.

Tip

Bellwether Garden Supply
General Ledger
For the Period From Mar 1, 2007 to Mar 31, 2007
Filter Criteria includes: 1) IDs; 23100-00. Report order iz by ID. Report is printed with Truncated Transaction Descriptions and in Detail Format.

Account ID Date Reference Jrnl  Trans Description Dehit Amt Credit Amt Balance
Account Description
23100-00 Iy Beginning Balance -13,697.37
Sales Tax Parvahle iy 10225 aJ Seawright Sod and 23192

M7 10225 5J Seawright Sod and 11596

Iy 10225 Sl Seawright Sod and 47.98

iy 10226 aJ Armstrong Landsc 169 96

307 10226 SJ Armstrang Landsc 33912

Iy 10227 Sl Freemand Country 1916

iy 10227 aJ Freemond Cauntry 38.32

When you are done creating agencies, you will create the tax. Enter the appropriate infor-
mation on the Sales Tax Entered window.

{# Set Up Sales Taxes x|

@ Sales Tax Entered

You have successfully sntered sales tax agencies for this sales tax., Enter an ID and a name, then click Finish to save.

* Sales tax ID: [GA View existing sales baxe:
Sales tax name:  [—herokee County Enter an ID and name for
Do you charge sales taxes on freight? Mo - the tax Then specify If yOU
Agency Name Thoeney 1D TRare pay sales tax on freight.

When you are done, click

Cherokee County Sales Tax CHEROKEE 2.00000%

Finish. Peachtree will save
the information and create
the tax.
Total tax Rate: 6.00000%
* = required field
Help cancel | <psck | Fnsh |

Incidentally, inventory-item tax types do not affect the sales tax rate. They affect only if
an item is taxable or is exempt from sales taxes. Inventory-item tax types are set up in the
Inventory Item Defaults window; see “Taxes/Shipping” on page 111. When an inven-
tory-item tax type is exempt, no sales tax is calculated for the item amount.
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Customer Maintenance

Once you’ve set up your customer defaults, some of that information will help streamline
the process of adding customers to the database.

# Maintain Customers /Prospects. =10] x|
fle Edt GoTo Window Help

@@ close Tymew [=lst [save {§5ave anzw $€Delste Gichange 10 [@Event (Mlog [Letters $8 Reports - [ Attachments

Maintain Customers

*Customer I0; |[ALDRED ¥l | I Prospect

Mame: [Bldred Builders, Inc. ™ Inactive

General | acdresses | History | Sales Info | Payment & Credt |

contact: [Tory Alded Customer Typer [LAND 7]
Accopthumers [ Tekphone 1: [Frosss 0t
e e Tekphone 2: [Frosss 0
1 Fox: frrosssomse |
City, ST, Zp: [Norcross  [ea [somz Emall; [ialdred@sanple.peachtres.com |
Country: Weh Site:[wwm.peachtree.com Q
SdesTax: [oagwin ] Balance as of Mar 15, 2007, $5,556.91
Copy to Ship Address 1

o Figlds
1. Second Contact 4. Qirly Maiing?
res
2. Lawn Care Srvc? 5. Referral

es Internet

3, Marithly Service?

es Customize these fields for your business

Customer Reports

QuOtCS = T T T R W
W% e GO
oA

" e
"
W % e
et ik
h "
. "
Invoices W v v w
iR
] n
"
B W PN
esons "
| "

Receipts
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You can view or enter basic information about your clients

in the Maintain Customers/

Prospects window. Customer information is contained on six tabbed folders, only one of

which is visible at a time, though you can view another tab

Use the General tab to
enter general customer
information, such as
address and contact.

Use the History tab to
enter historical information,
such as Customer Since
and invoice/payment dates.

"u Maintain Customers/Prospects
File Edit GoTo indow Help

@ closd {5 New [=|List [ save §3isa

€atew 3€Delete Echange 1D [FEvent

3 9
Mame: Ih\drsd Bu’s, Inc,

General |Addresses | History | Sales Info | Payment & Credit |

r Prospect
I Inactive

Contart: ITuny Aldred

Log [fgLetters E@Reports + [ Attachments

Customer Type: ILAND =

by clicking the tab label.

Use the Payment and
Credit tab to enter
information about the
payment terms you offer this
customer.

=lolx]

Maintain Customers

Account Nul g | } Telephone 1: IW
Billng ddrgss: [412 Sever Rd Telephane 2: IW
I Fax: IW
City, 5T, Zhp: |Norcross |GA ‘30&2 E-mail: Italdred@sample.peachtree‘com _‘:—"I
Country: I Web Site: Iwww.peachtree.com \,_;)I

ettey (Y] 52
Copy ta Ship Address 1 I

Sales Taxy Balance as of Mar 15, 2007;

$5,556.91

Customizable Fields

1. Second Corkact

4. Qrly Mailing?

IYes

k‘ Lawin Care Srvc? S. Referral

I es Ilntsrnet

3 Maonthly Service?®

i3

Customize these fields for your business

{

|

Use the Sales Info tab to
enter a sales rep, price, and
shipping information.

Use the AddresseL tab to keep
track of shipping addresses for
this customer.

To open this window,

= Select Maintain, then Customers/Prospects.

Header Fields

In the header you define the customer ID, customer name, and the status of the
customer. Note that the customer ID is not case sensitive and must be unique for each

customer.
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General Tab
On the General tab, you enter basic informa-

tion on the customer, including addresses, . [Ship to Address 1
A | Spip to ddress 2
phone numbe.rs., and account number. You can Ship to Address 3
have both a billing address and up to 20 City, 5T Zip: | Ship to Address 4 0052
) — |ShiptoAddiess 5 ¥
shipping addresses for each customer. Country:
Sales Tax [GAGWINN cJ

You can have a separate and distinct Sales Tax Code for each ship-to address. Since
this field is attached to the ship-to address, it will carry over with it into invoices,
N/ quotes, and such.

In addition, you can use the dynamic Customer Type field
to classify your customers. When you print Accounts Customer Type: LL"-r-JIZ:I -]

Receivable reports, you will be able to filter your reports

LAND
. . PROSPECT
using this field. RETAIL

[ Customer Type |Range L&D PROSPECT |

Addresses Tab

Use this tab to enter and store shipping addresses for this customer. Peachtree automatically copies the
Billing Address to this tab.

Biling Address: 412 Sever Rd Billing Sales Tax: GAGWINN

Morcross, G4 30092

Copy Biling Address ko: | Ship to Address 1 LI Copy |

ship to | Recipient Address Line 1 Address Line 2 ik aT
1 Aldred Buil. ., |412 Sever Rd Marcross et
History Tab

The History tab will show you sales and receipt history for the customer on a period by
period basis. It will also give you such information as the last invoice and last payment
date. This tab provides a handy reference for accessing information on the customer.
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Sales Info Tab

Here, you enter a variety of sales information, such
as Sales Rep, Sales Account, shipping method, and
the price level this customer will receive.

Sales Rep: [DGROSS

GL Sales Acct: |4E||:I|:IEI |
Open P.O. & | |
Ship Via: [US Mai =l
Resale #: | |

=
In addition, you can specify Form Options, which
determine what type of format your quotes, invoices, and such, will take. Note that even
if you select e-mail, you can still print paper copies of invoices and such.

[

Selecting a price level will ensure that your custom-
ers always receive the correct price when you invoice
them.

Fricing Lewvel: IF'ric:e Lewvel 1

Payment and Credit Tab

On this tab, you can enter credit card information and either accept the default payment
terms set up in customer defaults or you can modify this particular customer’s payment
terms. To modify the customer terms, simply select Customize terms for this customer from

the drop-down list and change the remaining fields.

Enter credit card
information for this
customer here.

You can customize a
customer’s terms
information and finance
charge information in this
area of the window.

i Credit Card Information

i Terms and Credit

Cardholder's Mame: ITnny' Aldred

|412 Sever Rd
|Norcmss ,a 30092

Credit Card Number:  [5400000000000000

Expiration Date: |12 ! IDS (MM

Address:

Ciky, 5T, Zip:

Counkry:

Customize terms For this customer d

© C.oD.

" Prepaid

& Due in number of days

" Dug on day of next month
' Due at end of month

Netduein | 30 days

¥ Use discounts

Discount inl 10 days
" Discount Percent: | 2.00

—Receipt Settings

¥ Use payment method and

ethod: ICheck -
Cash Account: IIDZDD-DU -

Fccount from last saved receipt,

Pa

¥ Charge Finance Charges

Credit Limit: 50,000.00
Credit Status: |Motify Over Limit - I

Although the credit card number is visible here, it will be masked everywhere else
in the program. If you store credit card numbers here, we recommend you set up

Note

passwords for all users and limit access to this window.

Look up “Maintain Customers/Prospects, Header Fields."
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Entering Customer Beginning Balances

Unless you are starting up your business for the first time when you set up Peachtree, you
will have balances for existing customers, outstanding invoices that must be entered so
that they can be paid and so that your reports will be accurate. These outstanding bal-
ances are entered as beginning balance invoices. You will enter abbreviated information
on the invoices in a special place, so that these invoices can be paid by your customers,
and will update your reports, but will not change the balances of your general ledger
accounts. You should have entered a single amount, which represents all unpaid sales
invoices prior to starting Peachtree, into your accounts receivable account in Maintain
Chart of Accounts. To enter beginning balances,

1 Select Maintain, Customers/Prospects.

2 Click the Beginning Balances button on the General tab.
x

S % B
S

E@e e LA A Holp

Inyoices for: ALDRED Aldred Builders, Inc. I Customer Balances ]
[Cust. 1D Mame Amount
ALDRED Aldred Builders, Inc. 1
SRCHER Archer Scapes and Ponds

ARMSTRONG Armstrong Landscaping 32.080.00
CANMON Cannon Heathcare Center 635.83
CHaFPLE Chapple Law Offices 23706
CUMMINGS Curmriings Construction 35B80.87
DASH [ ash Business Systems 399,90
EVERLY Everly Praperty Management 9.401.54
FRAMELIN Franklin Batanical Gardens 340712 LI

Current Accounts Receivable Balance:  181,743.73

The Customer Balances tab will show you a list of your customers and their current
balances.

These balances will be 0.00 if you have not entered any customer invoices yet.
Q Otherwise, you will see current balances.

Note

You can select a customer from the list on the Customer Balances tab by clicking it.
Once the customer is selected, click the Invoices for tab to enter any beginning balances.
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Customer Beginning Balances R il

@ H = B = &
Cloze  Save Fird Njc[ﬁ Add  Remowe  Help

{Inyoic es for: ARMSTRONG Armstrong Landscaping_i|| Customer Balances ||

|nrvaice Mumber Date Purchasze Order Mumber Aot A/R Account
h4434 Dec ¥, 2006 500.00 | 11000-00
Fill in the fields with information For accrual-based
from your outstanding customer companies, the A/R
balances. When you are done Account field is used so
with one customer, select the Peachtree knows which
next customer from the account to decrease when

The beginning balance amounts should not include any invoices entered in Sales/
Invoicing. Be sure that the total amount of your customer beginning balances is equal to
the amount you entered as a beginning balance in your chart of accounts for your A/R
account(s). This ensures that your Aged Receivables report will balance with your general

ledger.

You can adjust these beginning balance entries at any time unless customer
receipts (payments) have been applied to an invoice. In that case, the invoice will
be grayed out, and you must delete the customer receipt before you can adjust
the beginning balance entry.

Note
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Standard Payment Terms
Account Aging

Custom Fields

1099 Settings

Vendor Maintenance

Header Fields
General Tab
Addresses Tab
History Tab
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& Setting Up Vendors ©

Vendors are your suppliers, the people who sell you the products and services that your
business deals in. You can set up both default and specific vendor information. Default
information is good for all of the vendors you deal with, but each vendor will need special
treatment too.

Vendor Default Information

Yendor Defaults

I Account Aging I Custom Fields I 10393 Settings l

Standard Termsz Setz Default Terms for Purchases, Default for Credit Lirmit

ak.
¢ C.OD. Met due i d
" Prepaid e [30] cas Cancel
" Dizcount in [0 days
* Due in number of days Help

il |

= Due on day of nest month Discount % |2'DD
¢~ Due at end of manth Credit Limit: [5.000.00

Sets Default Accounts for new Vendor Records, the SE‘ttiﬂg up vendor
GL Link Accounts Expense Account can alzo be changed in each Wendor Record default information

helps streamline the
Expensze Account |?55D|:|.DD Supplies Expenze P

rocess of enterin
Dizgcount GL Account ISSSDD-DD Purchase Dizc- Expense Items \Fjendor transactiongs

and populates vendor
reports and forms. For
instance, Net due in
30 days will be the
default value in
Maintain Vendors.

1099 Forms

Maintain Vendors ———
I 1T T 7T Aging Reports

wn " LR T T
kil b wn

s W
Iﬁ iwCodbuisic

nw "
VinCesibedicse

o wn

"
Tl W
"

n B (URTTS o b
sk Tlhad

The Vendor Defaults window lets you tell Peachtree what you consider standard
payment terms and how you want to age your vendor invoices. Also, it lets you decide
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Vendor Default Information

how to calculate 1099 payments for each General Ledger account. Finally, if there are
special terms you use to identify your vendors, you can set them up as custom fields.

Standard Payment Terms

The nice thing about standard terms is, once you set up your terms, you can go to the
Maintain Vendors window and tell Peachtree you want a certain vendor to be covered by

them. Just click a check box, and you’re done; see “Purchase Info Tab” on page 103.

The Payment Terms tab lets you choose the following default terms:

] Account Aging I Custom Fields ] 10939 Settings ]

Standard Terms Setz Default Terms for Purchases, Default for Credit Limit
= C.OD. N Wetduein 200 daws ©
. L\thdie'l iIS_Di dia_-,-s{ \
" Prepaid (A .
] \lecuunt in [0 day: N\
% Due in number of daps . N
= Due on day of nest rmanth Q|§cuunt * |2'DD \\ N
= Due at end of month Ehﬁﬂit Lirnit: |5,|:I|:I|:I.|:I|:I NN
AN
Choose standard terms. If you \ \
i \ \
choose Due in number of days \ N

OR Due on day of the month,
you'll enter the exact number of \
days OR day of the month too.

If you want, you can specify a
default expense account and

default account for collecting
vendor discounts.

- - - - - _— __— _ 4

Use the Lookup buttons to choose
the desired Peachtree accounts.

Expense Account I
Discount GL Account IBSEDD-DD \

<Undefined Account
Purchase Disc- Expense ltems

Once you've set up standard terms, these terms will automati-
cally appear on all purchase orders and bills you create for the

individual vendor; you can customize terms at the vendor level.

GL Link Accounts: Also, you get to choose the expense account
and discount G/L account you want to use for purchases from

& Want to learn more
about vendor tasks such
as purchase orders and
bills? See “Overview of
Vendor Tasks” on

page 204.
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Setting Up Vendors

your vendors. Just use the Look up button to pick from the list of existing general ledger
accounts. The ones you choose will be the defaults, but you can change the expense
account for each vendor in Maintain Vendors.

Account Aging

You can choose to age your vendor invoices by invoice date or by due date. Whichever
you choose, you’ll be able to see at a glance what invoices are due, when; just look at the

Peachtree Aged Payables report.

& CONCEPTS

Aging: Peachtree ages
vendor and customer
invoices by invoice date
OR due date. If you age by
invoice date, aging reports
show how old each invoice
and each balance is. If you
age by due date, aging
reports show how over-
due each invoice is. So it
might be smart to age
customer invoices by
invoice date and vendor
invoices by due date.

Next, choose the default aging categories that you want to
appear on aging reports. Peachtree’s standard setup for reports
is as follows: the first column shows invoices 30 days or under;
the second shows invoices 60 days or under; the third shows
invoices 90 days or under; the fourth shows invoices over 90
days. The column headings match.

You can change any of these column designations or headings
to suit the way your company tracks invoices.

Payment Terms I :'____g_p__t;_lz_l_l_.!;_l_t___ﬁ\__l__:!i_r;_l_:_l____i Custam Fields T

1099 Settings )
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—Aage Invoices by:

' Invoice date

1. Choose whether you

& Due date <

want to age invoices by
invoice date or due date.

—Aging Categories

# of
days Colurn Heading

1zt Colurnn ISD ID -30

<

2. Setaging categories. The
choices you make here
determine how Peachtree

2nd Columin Iﬁ |31-60

3rd Calumi ISD |B1 -90
4th Colurnn II:Iver a0 days

reports display invoice-
aging information.




Vendor Default Information

Here is how invoice-aging information appears on a typical Aged Payables report.

Bellwether Garden Supply
Aged Payables
As of Mar 31, 2007
Fitter Criteria includes: Report order is by ID. Report is printed in Detail Format.

Vendor ID Invoice/CM # ( 0-30 31-60 61-90 Over 90 days) Amount Due
Vendor

Contact

Telephone 1

ABMEY B1000 75.00 75.00

Abney and Son Contracto
YWesley Abney
770-555-0000

ABNEY 75.00 75.00

Abney and Son Contract

In the Help index, look up “Vendor defaults, custom fields."

Look up “Maintain Vendors, Customizable Fields.”

Custom Fields

You may have special ways of identifying your vendors. Maybe you have vendors who
have both in-state and out-of-state—even international—facilities, and that’s important
because of tax requirements. You might want to set up custom fields to reflect these ven-
dor locales. Then, when you set up an individual vendor, on the General tab of the Main-
tain Vendors window, you could enter the appropriate names of the locales for that

vendor.

x In Vendor Defaults,
= a set up default

Bayment Tems ] Acocount Aging T: tom Fields 1. 1099 Settings I custom fleld Iabels
Field Labels Enabled that WI” be gOOd for

1. [OffceManager | % Concd | all vendors.

2 IAccountHep ¥ Hel

N T — L Click the Enabled box

sy, @ for each label you

5 [fersDelvery | want to set up; then
Custon fields can be used to enter extra type in the label.

information about Yendors. Use the figlds
above ta label them on all pour Yendor
screens. The enabled box must be checked
for text to be entered
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Chapter 6  Setting Up Vendors

When you set up
individual vendors in
Maintain Vendors, you
can enter information
2. Accaunt Rep specific to each of your
[sarah Russel default custom fields.
3, Special Moke

—Customizable Fields
1. Office Manager

ICasey Garland

If you’d like to see your custom fields show up in reports,
© Want to learn Peachtree reports are customizable, so you can add any or all of
more about customized

your custom fields to any vendor report you choose—for

reports? Look u .
"riport, desi;ning" example, the Vendor List report.

in the Peachtree Help
index.

Imported Bliss, Inc. - Importers
Yendor List

Fitter Criteria includes: Report order is by 0.

Vendor ID  Vendor Contact Telephone 1 (In-state Out-of-State Internatinnal)

THOM1 Thomas Industries  Mary Beth Jenkins  706-354-2121  Augusta, Georgia  Louisville, Kentucky  Seoul, Korea

1099 Settings

The 1099 Settings tab in Vendor Defaults lets you determine how 1099 calculations are
made for all of your General Ledger accounts. Federal Form 1099 is used to calculate
your payments to vendors who act as independent contractors. Some of your contractors
will be of the type that the IRS considers miscellaneous-income type; some will be of the
interest-income type. If you’re not sure about the different types, consult your accountant,
if you have one.

The default setting for all vendors—that is, the setting you’ll use to cover most of the
vendors you do business with—is INT Box 1 or MISC Box 7. It allows for calculations
of payments to either miscellaneous-income or interest-income contractors. The other
settings you can choose are for special types of contractors. For example, if you pay your
contractors in the form of royalties, you would choose the 1099-MISC, Box 2 setting,.
To choose the proper setting for each General Ledger account, just use the drop-down
list for that account.
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Vendor Default Information

In the Help index, look up “Vendor defaults, 1099 settings.”
Look up “1099 form."

Payment Termsz I Account Aging I Cusgtom Fields I 1099 Settings l
GAL Account 1D G/L Account Description 1033 Settings |
20000-00 Accounts Payable IMT Baox 1 ar MISC onjﬂ
23000-00 Accrued Expenzes INT Biox 1 ar MISC Box P
23100-00 Sales Tax Payable e e
23200-00 'wages Papable 1033-MISC, Box 2
23300-00 401 K Dedustions Payatle TRaMIar o
23350-00 Health Insurance Payable IMT Bow 1 ar MISE Bow 7
23400-00 Federal Payroll T axesz Papable IMT Bow 1 or MIﬁE Bow 7
23500-00 FUTA T ax Pavable IMT Bow 1 or M/ISE Box 7
23600-00 State Payroll T axes Payable IMT Box 1 nr/MISE Bow 7 j
Reset Default |
To reset all General Ledger Use the drop-éown list to
accounts to the default choose a 1099 setting for each
setting, INT Box 1 or MISC account. You can also choose
Box 7, click Reset Default. NO setting.

At the bottom of the 1099 Settings tab, there is a Reset Default button. If you want to
reset all your General Ledger accounts to the default—INT Box 1 or MISC Box 7—just
click the button. For more information, look up “1099 form, settings” in the Help
index.

INITIAL DECISIONS

These 1099 settings are important come tax time, so it's a good idea to take care when establish-
ing the settings. Before you begin, you'll want to take stock of your vendors and know which
categories they fall into. Do you pay some of your vendors interest? Are some vendors indepen-
dent contractors? (For tax purposes, this means you pay them more than a specific amount per year.) Your
accountant, if you have one, can give you direction.
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Chapter 6  Setting Up Vendors

Vendor Maintenance

The Maintain Vendors window stores information about the businesses you purchase
goods and services from. I’s also where you set up government agencies you pay taxes to.
Once you've set up vendor defaults, you can use some of the information there to help
streamline the process of adding vendor records.

" Maintain Yendors o [l 3]

File Edit GoTo Window Help
@ close TyNew =Lt [save fisavesew $Epelete Ejchange 10 [MEvent WALog [Fyletters §&)Reports + [ Attachments o
Maintain Vendors

Hendorfpi EREY 3] g ﬂ I Inactive
Mame: [Abney and Son Contractors
General |nddresses| History | Purchase Info | Insurance |
Contact: [Wesley dbrey | Verdor Type: [REFAR 7]
Account Mumber: JBECODS o Typer fuoe 7]
*Expense Account: lm
Waing Address: [280 Parklane Telphone 1: [Frosss00m0
puez Telphone 2: [rrosssaose
Gy, T, Zp: [Smyma |5 30080 Fax: [rosssooim
Country: [USA E-mail; [wabney@sample peachtres. com _‘«:’l
Copy o Remit To Address L webSite: [wmpeachbeccom @)

Balance as of Mar 15, 2007 $75.00

a Fields
1. Office Manager 4. COD Only
ichasl Avery 17111999
2. Account Rep 5. Offers Delivery

[Fichael Avery

3. Special Mote
Customize these fields For vour business

Send payments electronically from within Peachtree,

Vendor Reports

Purchase Orders —

iy " W ety GWEN b
i el Wi i

wn wn
"
W W 190 il i W
i

s
e b i

Purchase Invoices W v e
"

e M 3 15 Bhetwl, b o fad
u

"

Payments
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Vendor Maintenance

Vendor information is displayed as four tabbed folders with a label on each tab; see the
illustration below. Only one tab is visible at a time, but you can view another tab by click-

ing the tab label.
Use the General tab to Use the Header fields Use the Insurance tab to
enter general vendor above the tabs to set up track insurance
information, such as vendor ID and vendor information for vendors

address and contact. and contractors.

"u Maintain Yendors
File Edit GpTo Window Help

@ close. T

Mew | = |List Q;ave ] Save B Mew EgDe te 5 Change ID [Beent uﬂLog g Letters @Reports + [ Attachments

Maintain Vendors

Vendar, I0: IABNEY Zl ™ Inactive

Mame; IAbney and Son Contractors ‘

A

General IAddresses I History | Purchase Info | Insurance |

Vendar Type: [REFAIR 'I
1099 Type: |Mone vl
*Expense Account: IW'
Telephone 1: IW
Telephone 2: IW
Fax: IW

il Iwahney@sampls.peachtree‘:um ﬁl
ol

d |www.peachtree‘:um

Cogkact: IWesIsy

Account MufDer:

Maling Addfess: [3280 Park Lane

[5uite 2

City, 5T, Zp: [smyma A\ 30080

Counkry:

Copy ko Remit To Address
lar 15, 2007:  $75.00

Customizable Fields
1, Office Manager 4, COM
[Michasl Avery Jtit1j1999
2. Account Rep 5. Offers Delivery’

IM\chaeI Bwery I
3. Special Mote
I Customize these figlds for vour bysiness

Send payments a\ectercaH From within Peachtree.

1

=lo/x|

Use the Addresses tab to Use the History tabtoenter ~ Use the Purchase Info tab

keep track of addresses for historical information, such to enter vendor purchase

this vendor. as Vendor Since and information, such as
invoice and payment dates expense account number
and amounts. and terms.

To open the Maintain Vendors window:

= From the Maintain menu, select Vendors.

Header Fields

In the header, you define the vendor ID, vendor name, and the status of the vendor. The
vendor ID is really a code or shorthand for the vendor name and can have up to 20 alpha-
numeric characters; it must be unique to each vendor. Lists and reports sort on vendor
IDs, so the code you use is important. Note that numeric characters sort before alpha

characters.Note as well that the vendor ID is 7ot case-sensitive, so jim is the same
to Peachtree.

as JIM
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Chapter 6  Setting Up Vendors

General Tab

Here, you can enter a contact name and vendor address information. To save you time
typing, there’s also a Copy button that lets you easily copy mailing address information
to the remit-to addresses for a vendor.

Besides name and addresses, on the General tab you can also specify a custom vendor
type, 1099 information, telephone and fax numbers, e-mail address, and Web site
address.

% Vendor Type lets you classify your vendors however you want. For example, you
might use SUPPLY or SERVICE as your different vendor types. The field is case sen-
sitive; that is, Supply and SUPPLY are treated as two different words.

K2
*»*

1099 Type lets you select whether the vendor type is Interest (you pay at least $10 in
interest to the vendor), Independent Contractor (you pay then vendor more than
$600 in one year), or None (the vendor fits neither category).

E-mail and Web site fields identify the vendor’s chief e-mail address and Web site
address. Click the buttons to the right of the fields to quickly create an e-mail message
or go to their Web site.

K2
*»*

Addresses Tab

For each vendor you can set up multiple addresses, as well as choose which address—mailing or one of
the remit-to addresses—will serve as default address for shipments, purchase orders, and payments. To
set up the default addresses, enter the various addresses for this vendor. Then in the Address Defaults
area, use the drop-down lists to select the desired addresses.

Address Defaults
Mailing Address: 3280 Park Lane . i
Suite 2 Select default addresses For the Following transactions:
Eln;;rna, G2 SUIED Payments: |Mailing Address j
Purchase Orders: |Mailing Address j
i : |Mailing Add
Copy Mailing Address ta: IRemit to Address 1 LI Copy | Sliintict | |l ress j
Remit to | Recipient | Address Line 1 | Address Line 2 | City | T | Zip Code | Country |2
1 [abrey and ... [PoBox 1748 I [ srvyrna [ga  [aom80 [usa

History Tab

This shows additional information about the selected vendor, including how long the
vendor has served your company, as well as invoice and payment dates and amounts.
When entering a new vendor record, you can edit the information on the History tab.
Once you save the vendor record, however, you can’t edit the data.
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Purchase Info Tab

You may enter the vendor’s tax ID number (if you send the vendor 1099 forms), your
account number with the vendor, and a preferred shipping method. Remember the stan-
dard terms you set up in Vendor Defaults? (See “Standard Payment Terms” on page 95.)
If you want to set up different ones for this vendor, select Customize terms for this ven-
dor; you can do the same for any of your vendors.

[ Ueiis ) Gl To change payment terms for the
ICustomize terms For this vendar j current vendor, select Customize
terms for this vendor, and then enter
* C.0.D. ™ Use discounts the new terms.
' Prepaid : :
" Due in number of days Discount in I 0 days
" Due on day of next month Discaunk Percent: I 0,00
' Due at end of manth
Credit Limit: | 5,000.00

On the Purchases Info tab, you also set up a purchase rep, one of your employees who'll
act as chief buyer for this particular vendor.

Finally, you set Form Delivery Options for the vendor. These options let you choose either paper or e-
mail as the defanlt method of form delivery to the vendor whenever you print a batch of forms.

Form Options

Batch Delivery Method: % Paper Form  { E-mail

E-mail purchase rep when using batch processing ko send
r Forms

[ Replace Item IDwith: € UPC/SEL € Park Mumber

However, even if you choose e-mail as a vendor’s default delivery method, Peachtree still
lets you give the vendor paper copies whenever you e-mail or print forms in a batch. In
the Help index, look up “e-mailing, forms in batches from the Select a Report or Form
window.”

Insurance Tab

The Insurance tab allows you to set up and track insurance information and policy expi-
ration dates for your vendors or subcontractors. You can enter information for the follow-
ing policy types: workers’ compensation, general liability, umbrella policy, and
automobile policy. For each of these policy types, you track the insurance company
name, policy number, policy expiration date, and a note. In addition to tracking this
information, a Vendor Insurance report is also available. This report lists all vendor insur-
ance information and highlights expired policies.
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In the Help index, look up “Maintain Vendors, Customizable Fields.”

Look up “Maintain Vendors, History tab.”

Entering Vendor Beginning Balances

Vendor beginning balances are essentially unpaid purchase invoices (bills) you have
received from vendors prior to the first transaction date in Peachtree. For example, let’s
say that your first fiscal year with Peachtree begins July 1. In this case, you can enter
beginning balance invoices with dates June 30 or earlier.

Beginning balance invoices aren’t posted to the general ledger. All unpaid purchases prior
to starting Peachtree should typically be entered as a single beginning balance amount for
your accounts payable account in Maintain Chart of Accounts. For more information

about setting up your chart of accounts, see “Entering or Modifying Accounts” on
page 70.

To enter vendor beginning balances,
1 Select Maintain, Vendors.

2 Click the Beginning Balances button on the General tab.

x
= &l = = &
(%] € > B2 BH @
Cloze  Save Find Mext Add  Remove  Help
Purchazes from: ABMEY Abney and Son Contractors T Yendor Balances ]
fvend. D Mame Amount
X 75.00
CaLDWwWELL Caldwell Toolz Company 21,3040
CLINE Cline Construction, Inc. 35565
CLOOMEY Clooney Chemical Supply 321.45
CLOUDET Cloudet Property kM anagement 0.0
CAMNIEL Daniel Lawn Pro, Inc. 75.00
DEJULLA Delulia Wholesale Suppliers 4 526,30
GAREVEMUE Georgia Department of Revenue 0.00 LI

Current Accounts Payable Balance: 97.056.06

You can select a vendor from the list on the Vendor Balances tab by clicking it. Once the
vendor is selected, click the Invoices for tab to enter any beginning balances. The Vendor
Balances tab will show you a list of your vendors and their current balances.
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Entering Vendor Beginning Balances

These balances will be 0.00 if you have not entered any vendor bills yet. Other-
wise, you will see current balances.

Note

x
o Y% @

s i G w
Cloze  Save Fir?d R Add  Remove Help

Invoice Mumber Date Furchase Order Mumber Amount A/F dccount
123 Dec 5, 2005 100.00 | 20000-00
Fill in the fields with information For accrual-based companies,
from your outstanding vendor the A/P Account field is used
balances. When you are done so Peachtree knows which
with one vendor, select the next account to decrease when you
vendor from the Vendor enter payments.

Balances tab.

The beginning balance amounts should not include any vendor bills entered in Pur-
chases/Receive Inventory. Be sure that the total amount of your vendor beginning bal-
ances is equal to the amount you entered as a beginning balance in your chart of accounts
for your accounts payable account(s). This ensures that your Aged Payables report will
balance with your general ledger.

You can adjust these beginning balance entries at any time unless payments have
been applied to a vendor invoice. In that case, the invoice will be grayed out, and
you must delete the vendor payment before you can adjust the beginning balance
entry.

In the Help index, look up “beginning balances, vendor.”

Note

Look up “beginning balances, entering vendor.”
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& Setting Up Inventory &

Inventory stores information for various types of items, services, and activities that you
buy and sell. You can set up both default and specific inventory information. Default
information is good for all of the items you set up, but each item will need special treat-

ment too.

Inventory Item Defaults _

General

__:] Oidering I GI__Accts.f‘CoslingT Tares/Shipping T Custom Fields I(EmceLeveIs )

UPC / S5KU

™ Allow duplicate values in the UPC / SKU field

Setting up inventory default
information helps streamline
the process of adding inventory
records and entering inventory
transactions, as well as
populating inventory reports.
For instance. . .

Lancel |
Help |

Price Levels created here

will be transferred

automatically to all new

inventory items.

|

Maintain [tems

LT T 1
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Inventory Default Information

Inventory Default Information

The Inventory Defaults window lets you tell Peachtree if you want to allow duplicate val-
ues for a couple of fields, how you want to be warned regarding low stock situations, what
default account numbers will be used for different types of inventory items, what default
costing method Peachtree will use for items, what shipping methods you use and how
you tax items, and what price levels and pricing structures you want to use. Finally, if
there are special terms you use to identify your items, you can set them up as custom

fields.

INITIAL DECISIONS

Before you set up inventory defaults, there are several aspects of setup that you should deter-
mine. First, what costing method do you use for items? Second, which sales, wage, and cost of
sales accounts should be used for distributions from items sold and purchased? Finally, what
pricing structures do | have for selling items? Do | have multiple prices? Are they fixed or calculated based
on last cost?

To open Inventory Defaults

= Select Maintain, Default Information, Inventory Items.

General
Depending on the version of Peachtree you are using, you will have one or more options
here. These options allow you to specify if you want to allow for duplicate values in cer-
tain fields.

Ordering

On this tab are a number of important
options that affect how Peachtree calculates
the quantity available for sale on orders and

Quantity Available

[ Include purchase orders when calculating quantity available

invoices. You have the option of selecting Select this check box if you
whether or not you want Peachtree to want Peachtree to include
count items on outstanding purchase OUtSLa”d'”gd'temS ;’” .

. . : urchase orders when it
orders when it calculates the quantity avail- P

. .. calculates the quantity of
able for an item. Once this is done, you can the item that is available.

set how you want Peachtree to notify you
that quantities are low when you try to sell
the items.
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Chapter 7 Setting Up Inventory

Sales Invoice / Receipt Out of Stock Warning Message

C Darotwamme _ Specify here how you want
& Wwamn if inventary item iz out of stock based on quantity on hand Peachtree to warn you when

€ wiamm if inventary item iz out of stock bazed on quantity available stock is low. These options will
provide a warning only; you

will be allowed to continue
™ Do nat warn me with the transaction.

Sales Order # Proposal Out of Stock Waming

& Wwamn if inventary item iz out of stock based on quantity on hand
 wiam if inventony item iz out of stock based on quantity available

Finally, you can specify whether or not you want Peachtree to
©Wanttolearn || ., ;omatically create purchase orders for items that are ordered on
more about Automatic . - .

sales orders and invoices. Peachtree will calculate the amounts
Purchase Order Cre- h Iv defici d h der f
ation? See “purchase that you are currently deficient and create a purchase order for
order, auto-creating, them, using the vendor listed in the Preferred Vendor field for

overview" in the the items.
Peachtree Help Index.

GL Accts/Costing

Since Peachtree stores several different types of “inventory” items, including stock, ser-
vice, assembly, activity items, and so forth, there are several default values that should be
set prior to adding your inventory items. These defaults will carry over automatically to
the different types of items you create, saving you a great deal of time when you add your
items. Depending on which Peachtree product you own, your list of item types will vary.
The GL accounts selected will be used when these item types are bought, sold, or used
during different tasks in Peachtree. You also can choose your default costing method.
Peachtree supports three costing types for stock and assembly items, and a dedicated
costing type called Specific for Serialized items. Activity and Charge items are used with
Peachtree’s time and billing features.

You can select from Average, FIFO, and LIFO costing methods. Average provides a

weighted average costing, while FIFO and LIFO track cost levels as items are purchased
and sold.
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Select or enter account
numbers for each field

Inventory Default Information

in the columns.
Whenever you add a

new item, these IDs will

be entered
automatically into the

corresponding fields for

the item record.

Stock item 40000-00 {00000 50000-00 FIFO -
taster Stock item 40000-00 12000-00 50000-00 FIFO

Serialized Stock item 40000-00 12000-00 50000-00 5 pecific
Morestack item 40000-00 77500-00 50000-00

Dezscription only

Service 40000-00 77800-00 §7000-00

Labor 40000-00 77500-00 57000-00

Azzembly 40000-00 77800-00 50000-00 FIFO

Senalized Azzembly A0000-00 Fra00-00 B0000-00 5 pecific LI

Select the Costing method for the applicable
item types. This method will be applied to new
items as they are created. Note: Once an itemis
saved, you will not be able to change the costing
method. You should select the same cost
method for all item types.

Finally, you should select the account to which freight costs will be credited when you sell

items.

Taxes/Shipping

Use this tab to create up to ten ship methods that can be specified on customer and ven-
dor records, as well as on most customer and vendor transactions. Also, you can create up
to 25 different tax categories for items. Use these tax types for classifying items for sales

taxes.

Enter your descriptions,
and indicate whether or
not they are taxable.
When you create an item,
you will specify which tax
type the item will receive.
Then, when you sell that
item, Peachtree will use
this information to
determine the sales tax on
the quote, order, or
invoice. You can also filter
certain reports by tax type.

Itemn T &= Type Ship Methods

1 Regular GA |~ 1 MNane

2 Exempt [ 2 Courier
Ewemnpt [ 3 Hand Deliver

4 Exempt [ 4 Cust. Pickup

5 E wenpt [ 5 UPS Ground

E E wempt [ B UPS Blue

7 Exempt ] 7 UPS Red

a Ewenpt [ a US Mail

3 E wempt [ 3 FedEx A

10 Ewemnpt 1 ~|[10 Besttway

Type your Ship Methods here. You can
then assign a ship method to each
customer and vendor. That information
will be transferred automatically to sale
or purchase transactions associated
with the customer or vendor.
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Chapter 7 Setting Up Inventory

Custom Fields

As with customers and vendors, you can create up to five labels for custom fields, addi-
tional information on your items that is specific to your business. Create the field labels
here, and then enter specific information for each item on the Custom Fields tab of the
Maintain Inventory Items window.

Item Prices

Here, you define the different selling price levels that your items will have. You can have
up to ten different price levels, and these levels can be fixed amounts or calculated. Level
1 is the default level and should always be used.

Enter the Level Name
and check the

Enabled box for the Level 1 List Price LA | Mo Calculation 3
price levels you need. Lewel 2 Price Level 2 LA | Mo Calculation r

Lewel 3 Price Level 3 LA | NoCalculation 4
You can assign a Lewvel 4 Price Level 4 LA | Mo Calculation 3§
pa rticular level to each Lewvel B Price Level & LA | Mo Calculation *
customer, so that the Level B Price Level & LA | Ho Calculation 3
customer will Level 7 Price Level 7 LA | Mo Calculation ’
automatically receive Lewel 3 Price Level 8 LA | NoCalculation v
items at that price' Lewvel 9 Price Level 3 LA | Mo Calculation 3§

Lewvel 10 Price Level 10 LA | Mo Calculation *

Click the Edit button if you
want to create a calculation
for the price level.

When you click Edit, you will open the Default Price Level Calculation window. Use the
options to create your calculation. This calculation will be applied by default to all inven-
tory items, but can be customized or overwritten by a non-calculated price, if necessary,
for individual items.
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[tem Maintenance

Default Price Level Calculation x|

Calculate Price for: Price Level 1

Price Calculation

Usze |Last Cost j and IIncrease by Percent j I 50.00 3

RBound Price ISpecific Cent j IU.SQ

Ok Cancel | Help |
Select the base price for the Select how you want to adjust
calculation. For Price Level 1, the price and what to adjust it
you can select Last Cost only. by. If you want to have
For other price levels, you Peachtree automatically round
can also select Price Level 1 the price, select the basis for
as the basis. rounding and enter a value, if

necessary. Click OK to save.

When you set up your customer records in Maintain Customers, you can specify the price
level that each customer will receive. Hence, the price level feature allows you to create
multiple levels for handling customers who may buy large quantities of items in contrast
to those who buy fewer items.

In the Help index, look up “inventory item defaults, custom fields.”

Look up “price level, default calculations.”

Item Maintenance

The Maintain Inventory Items window stores information about the items you buy, sell,
and track. Once defaults are set up, many of the fields will be filled automatically when
you select the Item Class. Also, the tabs and fields available will vary depending on the
Item Class you choose. To open the Maintain Inventory Items window

= Select Maintain, Inventory Items.
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Chapter 7 Setting Up Inventory

ol
File Edit GoTo ‘window Help
E@e lm‘ ge D%gte Eh:ﬁem I:Ilejw Detal 5@; F\éggrtg All%‘ch :‘e’au: Settmg up |nventory Item
e D: o | R e information helps
Deseglort [ Inective streamline the process of
I™ Subiect to Commission . .
entering inventory
General ] Custom Fields T Histary T Eill of Materials I |tem Attributes T Senal Mumbers transactions and
Description: Three-Section pole that will place the bird house 12 ft. above ground H
T | ) populates myentory
P Cever a9 ag T T T !ﬁi Sales - Auiary reports. For instance. . .
GL Inventory Acct: |12000-00 0] Investry
Last Unit Cost: GL Cost of S ales Acct [S0000-8Y ) Product Co dviary
Costbeted[FFn 5] Item Tag Type: T
UPLC / SKU: l:l Oty on Hand: Oty Aovailable: Minirurn Stock: The Descrlptllon for Sa |eS
Pattber[ ] 1500000 1500000 will automatically be
lemTops BUFFLY 5] VoAbl Sontls _F‘m_“'de' Quanity entered in the Description
Locatian: [4I5LE 1 - i
o kmz';: — Freferred Vendor ID: [DEJLILIA field on Quotes, Sales
ocking U/M: [Eac =
i I rmnl 10 || | Orders, and Sales
Begirining Balances: B Invoices.

Inventory Reports

Tex T Tie ried Vol byl 0 Ve

Sales O
b gt W
Ll wn
n
wans W 150 VikntwSons W
2Eoc Cured B Sk I
) )
.
N W 160 ik S wooE
. o o o Sk )
Adjustments -
w
s i N Bt b o) fd
W

Purchases

Inventory information is displayed as tabbed folders with a label on each tab. Only one
tab is visible at a time, but you can view another tab by clicking the tab label. In some
cases, depending on the Item Class chosen, certain tabs will not be available.

Maintain Inventory Items will store data on more than just stock items. You can also set
up Service items that represent services you perform for customers and charge them for.
You can enter price levels for these services so that Peachtree will automatically call up the
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correct price on a quote, sales order, or invoice. Labor items represent labor costs that go
into assemblies. Description only items simply contain extended descriptions, such as
warranty information. Non-stock items are those that you want in your system but do
not consider stock. Office supplies that are ordered on a regular basis are an example of
these. Activity and Charge items are time and expense items you can set up to enter and
track time and expenses your employees or vendors incur while performing work for your
customers.

Header Fields

Item D: [EQFF-13105 5] (][]  tem Ciass: [Stock item =
Deseription:  |Purap Spray 7 Inactive

™ Subject to Commizsion

Every inventory item has basic item information. Here, you define the Item ID, a unique
identifier for the item. The Item ID is not case sensitive, so HOUSE and house are
treated as the same ID. Also, you enter a short description and choose the Item Class.
Once you save an item, you can change the Item Class only for certain types of items.
Otherwise, it is fixed. On the header, you can also indicate if the item is subject to com-
mission when it is sold. The Sales Rep Report will track the items when they are sold, and
you can use the figures on that report to help you calculate commissions for your sales

people.

In the Help index, look up “Maintain Inventory Items, overview."

Look up “setting up, inventory items.”

General

A great deal of important information for each item is stored on this tab, with many of
the fields filled automatically from defaults. The fields will vary, depending on which ver-
sion of Peachtree you are using.
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Enter extended descriptions for sales

and purchases here. This information
will appear in the Description field for
transactions.

General

The GL accounts will fill based on the
defaults for this Item Class. Select the
correct Item Tax Type. This will determine
if the item is taxed during Sales Invoicing.

Ifor Sales ‘l

Description: Three-Section pole that will place the bird house 12 ft. above ground

Price Level 1:[43 53 \ GL Sales Acct: [400004Y [] Setes - aviay
GL Inventany Acct: |12000-00 B Ireeeribany
Last Unit Cost:|19.95 L Cost of Sales Acct |50000-8Y B Product Cost - Aviary
Cost Method: |FIF0 vl liem T 25 Type: ,—|1 m
UPC /SKU: l:l [ty on Hand: [ty Available: inimum Stack:
) Oty on S0s/Proposals: (ty an POs: Rearder Quantity:
e Type:[SLPPLY = 0.00000 0.00000
Location: IAISLE 1 vl -
. Prefered Vendor 1D: |DEJULIA | al
Stacking LU /M: IEach - l -
: i
\ e ] P ] I
BedMPing Balances: El

Enter various data for
each item here.

Custom Fields

To make sure automatic purchase
order creation works properly,
complete these three fields.

Here you can enter information for the field labels you created in Inventory Defaults.
This information can display on some reports.

History

This tab will track the sales and
purchase history of the item, broken
down by accounting period.
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Period History

# Units Sold Sales ($]

# Units Rec'd

Costs $] |

Mar 31, 2007

300 /97

3800

272420 2

Feb 28, 2007

17.00 220983

Jan 31, 2007

225000 2924775

200.00

11.180.00

Dec 31, 2006

Mo 30, 2006

Oct 31, 2005

Sep 30, 2006

Aug 3, 2006

Jul 31, 2006
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Bill of Materials
When you select a Serialized Assembly, this tab will be available for selecting the items
that will make up the assembly. You can include items from most of the Item Classes, but

you cannot include a serialized item on the bill of materials.

. Bill of Materials !
Itemn 1D Description (uantity Meeded |
1.00

AVRY-10110 Bird House-Pale 14 Ft. ﬂ Add |
AVRY-10120 ‘ Bird Houze-Red 12-Room Unit / 1.EIUI Femave |

\\\
Select the Item IDs that you want
to make up your bill of materials;
then, specify the quantity needed
for each assembly.

The cost of the assembled item will equal the total cost of all items that are included in
the assembly. To build or unbuild an Assembly item, you will use the Build/Unbuild

Assemblies transaction (see “Build/Unbuild Assemblies” on page 226).

Once you have sold or purchased an Assembly item, you cannot change the bill of
materials for that item. If you need to do so, you must assign a new Item ID to the

Nnote  assembly and save it, effectively creating a new inventory item.

In the Help index, look up “Maintain Inventory Items, General tab.”

Look up “assemblies, bill of materials.”
Look up “assemblies, changing bills of materials for.”

Item Attributes

You can use this tab when the item is a Master Stock Item.
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Enter Names, IDs, and Descriptions for up
to two Attributes. As you add IDs and
Descriptions, Peachtree will automatically

create Substock items to match all
combinations of attributes.

| Item Attributes l

r— Primary Attrib - Secondary Attribute:
] Description [] Description
g I " - A
ew | dEm | | ] [
WHTE - white
e -
Created Substock [tems:

Item D Height Color (ty on Hand Inactive |
AVRTY-10200-2f-GRN | 2 feet high Green [
AEY-10200-2f-RD 2 feet high Red ]
AVEY-10200-2ftWHTE | 2 feet high “wlhite: ]
AVEY-10200-4f-GRN | 4 feet high Green _
AEY-10200-4f-RD 4 feet high Red ||

Serial Numbers

Serialized inventory can be tracked on this tab. When you select Serialized Stock Item or
Serialized Assembly Item from the Item Class list, this tab will become available. Here,

you can search for a particular serial number, set a warranty period for the item, and see a
list of serial numbers and their status. The Serial Number History Report will track your

serial numbers for you.

When you save the information, Peachtree will
generate Substock Items, which you can buy and
sell. You can also modify the records for these
items to change prices, locations, and so forth.

| Seral Numbers

r Find
Enter the serial number to find:

| | Find |

~Warranty Period:
¥ This item iz covered under a warranty.

‘warnanty expires IYears vlfmm sale.

Wiew: I Al vl

Serial Mumber  # | Status | warranty
1763526-LM Retumed {7
1763527-LM Sold Active
1763528-LM Available M
1763529-LM Available N
1763530-LM Available [
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Inventory Beginning Balances

When you purchase or sell a serialized item, you must specify a serial number for every
item that is received or sold. Here is an example of selling a serialized item:

0 After you enter the Serial Number Selection il
serialized line item on the > S""!”m _ .
les i . q if RIS Type a zerial number or zelect from the list:
sales Invoice ana specity | | | e I

the quantity, click the

Serial No. bUttOn in the Select | Serial Humber  # I Stat.us

. O 1763528-LM Awailable
toolbar. The Serial O 1763525-LM Available
Number Selection ] 1763530-LM Hvailable

window opens.

Check the boxes of the

0 serial numbers you are
selling. Peachtree will
require you to check the
same number of items
as are indicated on the
line item. Click OK.

Selected: Sernial Number O of 2 for EQLW-14210

0k Ok ¢ Mest Cancel Help

In the Help index, look up “master stock item, setting up.”

Look up “serialized inventory, entering serial numbers.”

Inventory Beginning Balances

When you first set up Peachtree, you will want to enter the quantities of your inventory
items that are currently on hand when you started using Peachtree. This will ensure that
your inventory is valued correctly. To enter your beginning quantities and costs

w Click the Beginning Balances button on the Maintain Inventory Items window; then,
follow the steps below.
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Click the item that you want Enter the Quantity and Unit

to enter quantity and cost for. Cost for the item. This is the
guantity on hand as of the day you
start using Peachtree. Peachtree
will display the Total Cost.

Inventory Beginning Balances il
Cancel k. Find N_e"ﬁ Nerjalblo - Help
Item ID Dezcription Quantity + Unit Cost Toatal Cost

|!n’-\VFHY-1DDED-LI3-CSL Prefabricated Bydhouse | 10.uu| 20.00 200.00

lItem ID Description Quantity Unit Cost Total Cost
0.00 0.00 0.00

& RY-10050-LG-EFL Prefabricated\Birdhouse 0.0 0.00 0.0

A RY-10050-LG-HTL Prefabricated Bxdhouse n.oo 0.oo 0.oo

& RY-10050-LG-FYR Frefabricated Birdhquse 0.0 0.0 0.0

& RY'-10050-5M-C5L Prefabricated Birdholge n.oo 0.oo 0.oo

&R -10050-5M-EFL Prefabricated Birdhouse 0.0 0.0 0.0

A& RY-10050-5M-HTL Prefabricated Birdhouse n.oo 0.oo 0.oo

&R -10050-5M-FF Prefabricated Birdhouse 0.0o0 0.0 0.00

ARY-10100 Bird Houze Kit 0.oo0 0.oo0 0.oo0 ;I

Total Beginning B alances: 18.598.19

Repeat steps 1 and 2 for 0 Click OK to save the data. The
each item. Total Beginning Balances

should equal the total amount
of all inventory accounts.

Unlike customer and vendor beginning balances, inventory beginning balances should be
entered before buying or selling stock to ensure accurate costing.

Set Up and Maintain Price Levels

You can change individual item prices on the Maintain Inventory Items window or you

can change prices for multiple items at one time using the Maintain Item Prices feature.

This method is more convenient if you are changing prices on a range of inventory items
or all inventory items. For example, if you want to mark up all of your inventory items by
10%, use the multiple items method.

Change Prices for Individual Items
Peachtree allows you to customize item price information with up to ten different price
levels per item.
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Set Up and Maintain Price Levels

Use item price levels to set different prices for the same item for different circumstances
(for instance, sales and special customers). This amount appears on invoices and other
sales tasks when the item ID is selected. This field is accurate to the number of decimals
specified in the Global Options window (up to five decimals, or 0.00001 penny).

= From the Maintain Inventory Items window, select the arrow button beside the
Price Level field.

Change Prices for Multiple Items
You can also use the Maintain Item Prices window to change multiple item prices.

Note: Back up your company data before globally changing the prices of your inventory
items.

= From the Maintain menu, select Item Prices. This opens the filter window.

Select from a wide ST rE————— 1 x|

variety of criteria to
filter the items whose
prices you will update. Filter Type Frorm To

Item Class Equalto All
Itern D al ﬂl
Item Type All Help |

Select items for price adjustment, then click ‘0K

Preferred Wendaor Al
Location Al
Item Tax Type All
Active/nactive Equalto Active
GAL Sales Account Al
Itern Cost Al
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Chapter 7 Setting Up Inventory

w Make your filter selections and click OK. The Item Prices window appears. Examine the
list and make changes, then click OK to change prices.

. ices x|
Select all the price levels noo 0 & & @
you want to Cloze § Select ﬁl All Al Detal Recale  Help
reca ICU |ate Click the 'Recalc’ button to create new item prices, then click 'Save' to adjust selected item prices.
Select which levels to adjust Select method of adjustment
% Level's current calculation, and new cost information
" Level's default caloulation
Select a method Of i ' Caloulation selected below:
: ? Use |Mo Caloulat =] and ¥
adJUStment. =T [wIPiice Level 5 = I eredRAgon J an I J I
[¥IPrice Level B LI l Round Mew Yalue to v
Zd
Itern Law New Price New Price New Price New Price New Price Salact|
YOU can adJ ust us | n g Description / Price Lewvel 1 Price Level 2 Frice Level 3 Frice Level 4 Frice Level B |
each level’s current ADMIN-OT 0 0.00 0.00 0.00 0.00 0.00 ooo| GA ﬂ

. . B ooklePing/ddministrative 0.00 0.00 0.00 0.00 0.00
calculation, setin  Came | 0D 52,99 53,99 7599 5399 9399 A

Default Information. Or # Freiehicated Bidhocs 5999 £9.99 7999 B399 9399
yOU can set Up a new AVRYA1 DDSD-LE-q 17.25 7399 8393 9399 109.99 11993 | GA

calculation. using the Prefabricated Birdhouse g o 2399 3580 109.39 1889
u . lon, using AVRY-1 DUSU—LG—E| 17.28 7999 2399 9399 109.99 11999 | G4

current price or last cost, Prefabricated Birdhouss 75.99 33.99 93.99 103.99 119 %
and increasing or K|
decreasing this by a /
percentage or dollar
amount Clear the Select checkbox for those

items you don’t want to recalculate
prices for.

In the Help index, look up “item price, changing.”

Set Up Quantity Discounts

The Maintain Quantity Discounts window allows you to set up discounts for items based
upon the quantity sold. You can set up your inventory so that when a customer purchases
a specified amount of an item, its unit price is discounted by a percentage or a specified
amount. For example, you could give customers a 10% discount off the unit price if they
purchase 50 or more of a certain inventory item.

When you set up a Quantity Discount, you can specify up to five different quantity
ranges and corresponding discounts. For example, you could create a Quantity Discount
that gives a 5% discount if 25 or more widgets are purchased, 10% if 50 or more widgets
are purchased, 20% if 100 or more widgets are purchased (and so forth), until you've cre-
ated up to five ranges of discounts.
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Set Up Quantity Discounts

To open the Maintain Quantity Discounts window, do the following:

= From the Maintain menu, select Quantity Discounts.

Enter an ID and a description _
for the Quantity Discoun. =T

\gilé Edit GoTo ‘Window Help

wm o @ O @
From the Calculation E@e I D§I§te thaﬁa:am rzﬂe‘;'v Al All rf.a'l;
Method drop—d’owln list, iy Discourt |D: [OTY EQFF13 =] =11
choose whether you'd like to Desgriptior: | Discount for 13120 - 13140 | Miiacice
take a percentage or an -
amount off the unit price. If 3"‘%‘ |}
desired, select a Rounding Cafculstion Method: | Dissourt Percertage =
Method. Founding Methad: INU Rounding 'l
Enter the minimum q uantity Quantities and Discounts Price Levels
a customer must Order in tinimum Gty for Dizcount | Discount Percent Lewvel Name Selected
. . Clear 100.00 1.000 Fietail LA
order to receive the dl?COUnt, Clear I 200.00 1.500 Distribution |
and then enter the d'SCOUUt Clear 300.00 2000 Pattners =
percentage (Or amou nt) n Clear Aveunaen Geaaeniy| FrRer Special 1
the corresponding field. Clear Adiwinacam Gensersi| Divcoea]

You can also specify which
price levels you'd like to
apply the discount to.

Create as many Quantity Discounts as you need. You can create a unique Quantity
Discount ID for each item in your inventory, or create one Quantity Discount and apply
it to whichever inventory items you choose. Quantity Discounts are available for stock,
master stock, non-stock, service, labor, and assembly item classes.

Once you’ve created a Quantity Discount, you can apply it to selected inventory items
through the Maintain Inventory Items window.

w From the Maintain Inventory Items window, select the inventory item to which you'd

like to apply a Quantity Discount, enter or select the appropriate Quantity Discount ID
in the Qty Discount field, and then save the record.

After you set up the Quantity Discounts and apply them to inventory items, the sales
prices will be automatically discounted on quotes, sales orders, sales invoices, receipts,
credit memos (Apply to Sales tab), memorized quotes, and memorized invoices. Peacht-
ree calculates the discount automatically when you enter a transaction that meets the
Quantity Discount criteria.
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In the Help index, look up “discount, quantity, maintaining."

Quantity Discounts are calculated separately for each line of a transaction. If you
create a Quantity Discount where purchasing 40 widgets discounts the widgets by
5%, all 40 widgets must be entered on the same line in order for the discount to
be calculated.

Note

Buying and Selling Inventory in Bulk or Multi-Packs

If you buy or sell inventory items in bulk quantities or multi-packs, you can set up
Peachtree to accommodate bulk sales and purchases. You can create new units/measures
for bulk sales and purchases. This saves you time because you won't have to enter a new
item for each unit/measure of an item that you buy or sell. By creating a new unit/mea-
sure based on the stocking unit, you can purchase and sell the multi-pack unit and the
single units contained in the multi-pack.

To allow buying and selling inventory items in bulk, you must complete these steps:
1 Enable Multi-Packs in Inventory Item Defaults

2 Set up Units/Measure for bulk or multi-pack quantities

3 Set up an Inventory Item to use multi-packs
4

Select the appropriate U/M in task windows

Enabling Multi-Packs in Inventory Item Defaults
In order to buy and sell inventory items in multi-packs, you must first select the option to
Enable Multi-Packs in Inventory Item Defaults. Selecting this option will allow you to

access windows needed to set up multi-packs: Maintain Units/Measures and Item Multi-
Packs.

= From the Maintain menu, select Default Information, then Inventory Items. Check
to make sure the Enable Multi-Packs and buying and selling in different unitsimeasures
option is selected.

Setting Up Units/Measures for Bulk or Multi-Pack Quantities

In order to buy or sell items in multi-packs, you need to set up new units/measures in
which you will buy or sell the item. For example if you want to sell a box that contains 10
items, you might set up a new unit/measure called BX-10.
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Set Up Quantity Discounts

The Maintain Units/Measures window allows you to set up new units/measures (U/M),
other than the Stocking U/M, for purchasing or selling inventory items. In this window,
you can set up new units/measures, change the ID for, and delete existing units/measures.

= From the Maintain menu, select Units/Measures. The Maintain Units/Measures
window appears.

!’. Maintain Units/Measures alglﬂ

File Edit GoTo window Help

Enter a U/M ID and

Description. For example, —_
you might enter BX-010 for A i R =]
a box that contains ten Deserter: [Box of 20 | I Inactive

items.
General I
Number of Stacking Units:

/

B @
Cloze  Sawve  Delete Changell  Mew Help

Enter the number of —]
Stocking Units it takes to
make this unit/measure.

When you create a new unit/measure, it can either be generic or item specific. For exam-
ple if you sell various size boxes of items, like a box that contains 10 items, you might cre-
ate a generic BX-010 unit/measure. This could be used for any item that you sell as a box
of ten. Likewise, you could set up a unit/measure that is used only for one specific inven-
tory item. While you have a great deal of flexibility in naming units/measures, you cannot
change the number of stocking units contained in a unit/measure once it has been saved.

Setting Up Inventory Items to Use Multi-Packs

After you have set up new units/measures, you have to individually set up each inventory
item to use the new unit/measure. While you can set up as many units/measures as you
need, you can only assign two U/Ms to an inventory item: one for sales and one for pur-
chases. You can only set up multi-packs for Stock, Substock, Master Stock, Non-stock,
and Assembly items.

You assign units/measures to inventory items in the Item Multi-Packs window. To open
the Item Multi-Packs window:

= From the Maintain Inventory Items window, select the Item ID of the item you want to
purchase or sell in multi-packs, and then click the U/M button (arrow button) next to
the Stocking U/M field to open the Item Multi-Packs window.
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You can change the Stocking U/ £
M here. The Stocking U/M is the @ ¥ ©
smallest unit of this item that Cancel QK Help
yOU bUy or Se”' Stocking U /k: ¥ Purchase and sell in different quantities
i~ Purchasing Muli-Pack
Set up a sales multi-pack for this LI/M BX-200 contains 200 Eachis] Select this option to buy
item by selecting a new Unit/ e or sell this item in
Measure. This will allow you = differentunits/measures
A UPe/sE: .
select the multi-pack on Task = than the Stocking U/M.
N Usze as default for all purchases
windows. You can also enter a It also makes the
weight and UPC/SCC code, if O Purchasmg anq Sales
necessary. - Multi-Pack options
available for selection.

U#M B-020 contains 20 Eachls]

‘wigight: |20.00
UPCASCE: |10131205432102

[~ Use as defaul for all sales

The selections that you make in the Item Multi-Packs window are saved only
when you select Save in Maintain Inventory Items.

Note

Selecting the Appropriate U/M in Task Windows

After you have set up inventory items to be bought or sold in multi-packs, you will be
able to select the unit/measure that you desire in the following windows: Quotes, Sales
Orders, Sales/Invoicing, Receipts, Credit Memos, Purchase Orders, and Purchase/
Receive Inventory.

You can now Apply to Sales Order: 0.00 Tnpply to Sales: 9.99 l
select one of Quantity Item M Description Unit Price  Tax Ammount Job
three units/ < 1.00 | EQFF-13120 ‘BX-D2U | v|)-Gm All-Purpose Plastic Sprayer Misker | 9.99] 1 9.99

Each Stacking LjM ‘
B Eox of 200

measures set up
for this item:
stocking U/M,

. [3] Aol Tickets/Expenses Sales Tax: g.00 &
purchasing U/M, Freights 0.0
or sales U/M. Other Applied Credits 0.00 9.99 Invoice Takal
Amount Paid at Sals 0.00 9,99 Net Due

When you are selecting a unit/measure other than the stocking U/M, make sure that you
have entered the appropriate quantity.

In the Help index, look up “setting up, units/measures” and “setting up multi-packs”.
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& Setting Up Payroll ©

Peachtree automates your payroll process.
Once your employee defaults, employee
records, and tax tables are set up,
Peachtree automatically computes the
paycheck. Then, you can print a batch of
checks for all employees or print a single
paycheck, if you like.

11111

Employee Record

Earnings |
Deductions

Contributions
Taxes

As to how you set up your payroll,
Peachtree offers multiple options.

What Are My Payroll Options?

INITIAL DECISIONS
You have two sets of decisions to make about how to set up and maintain your payroll
processing.

Choice 1: The Peachtree Payroll Service or In-House Payroll?

Peachtree Payroll Service: Let Peachtree professionals handle your payroll needs. Peacht-
ree Payroll Service offers everything you expect from a full-service provider and more!
Read the information available on the Peachtree Payroll Wizard screens, or go to

www.peachtree.com/payroll for more about this and other payroll options.

In-house Payroll: Set up and process payroll within Peachtree. There are additional
options within this option.

What Are My Options for In-House Payroll?

Peachtree Payroll Tax Update Service: Sign up for the Payroll Tax Update Service
today and ensure that your Peachtree software stays up-to-date, and your business is
protected. Peachtree will send you the necessary updates to make sure you are in com-
pliance with ever-changing tax rates and regulations. Also included in your subscrip-
tion to the Peachtree Payroll Tax Update Service are updated signature-ready payroll
tax forms. For more information about what is included in this subscription, go to

hetp://www.peachtree.com/taxservice/tax_service.cfm.
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What Are My Payroll Options?

Set Up Your Own Tax Tables and Formulas: This option allows you to manually
enter tax amounts or deductions when entering payroll checks or to manually enter
tax table formulas so that the software can automatically calculate the deductions and
tax withholdings for you. This option requires that you stay up to date with tax laws
and regulations, or have your accountant provide you with these changes.

Companies that don't use the Peachtree Payroll Tax Update Service typically calculate
their taxes using a spreadsheet or pen and paper. We don't recommend either of
these methods because they are prone to error and it can be very time consuming try-
ing to keep informed of tax law and regulation changes.

There are a number of options available to gain an understanding of which tax laws
and regulations apply to your business and employees.

% You can review tax publications such as the Circular E from the IRS or similar doc-
uments provided by your state department of labor.

% You can have an accountant provide you with updated tax changes throughout the
year.

When taking the "do-it-yourself" approach you must also stay up-to-date on regula-
tory form changes (such as W2s). The signature-ready tax forms that are provided in
Peachtree are not compliant or file-able unless you have a subscription to the Peacht-
ree Payroll Tax Update Service

Choice 2: Direct Deposit?

Another initial payroll decision is whether to give your employees the convenience of hav-
ing their pay deposited directly into accounts of their choosing. Enjoy hassle-free paydays
that free up your time to do more important things. You essentially run payroll as you
normally would in Peachtree and, with a few clicks, you can designate your employees as
direct deposit or regular paycheck—all within the same payroll run. It's simple with
Peachtree Direct Deposit—the only direct deposit service that seamlessly integrates with
Peachtree.

In the Services menu, select Payroll Solutions.

Go to www.peachtree.com/payroll.
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How Payroll Amounts Get Calculated

Peachtree has a very powerful and customizable system for calculating payroll amounts,
payroll taxes and deductions, 401K contributions, vacation accruals, and other payroll-
related amounts. This system relies on payroll fields and formulas.

What Are Payroll Fields?

Payroll fields are to your employee records Define Payroll Fields

(ledgers) what accounts are to your general Field Mame | G/L Account [Cale | TaxMame Amount

ledger. All the various payroll taxes that your E:JDT — S

company or your employees pay must be Fed_lncame] 23400 GA| AT

defined as payroll fields. Payroll deductions, Soc_Sec | 23400 G| Fica EE

allowances, and additions (for adjusted gross \’

amounts) are defined in Employee Defaults. ‘/

Peachtree uses these fields to compute all the oyt | e
John Smith $EEE

deductions and allowances that, together
with gross pay rate information stored in the
employee record, make up net pay.

You can use these fields:

% To compute and print amounts on the
employee’s W-2 form.

% To compute employee-paid state taxes.
% To compute employer-paid taxes, such as unemployment, disability, and training.

% To act as a holding place for any amount you want to track, dollars or otherwise, that
should be updated by payroll processing. (For example, you can set up a payroll field
to track advances and repayments for employees.)

What Are Payroll Formulas?

A payroll field can have a formula attached to it that dictates how the field is calculated.
You can enter these formulas yourself, in User-Maintained Payroll Tax Tables. Or, you
can subscribe to the Peachtree Tax Service, and have them updated for you (in Peachtree-
Maintained Payroll Tax Tables) as tax regulations change.
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Payroll Setup Wizard

Enter the farmula below that will be used in vour tax calculation. Far information on
creating a farmula select the Help button above. For infarmation on the formula to enter
contact pour local tax authorities.,

FEmLE "These tables are for the sample data OMLY and should not be used for pour awn

company as the information may be INCORRECT."
SMSWER = -PRORATE [TABLE [AWWNUAL (ADJUSTED_GROSS) -
[EMP_FEDERAL_ALLOWAMCES * 2350])) - EMP_FEDERAL_ExTRA

For examples of how to set up formulas and tables, open the sample company Bellwether
Garden Supply. From the File menu, select Payroll Tax Tables, then User-Maintained.
Select a tax that resembles what you are trying to set up and note the formula and (if
applicable) the table in the example. These formulas and tables are only examples; you
should verify their accuracy by checking the latest calculation rules from the IRS
(www.irs.gov) or your state or local tax authority, or by making sure the values entered
match company policies (for examples regarding 401K, vacation, etc.).

Setting up payroll fields and formulas can be one of the more complex features of Peacht-
ree. Your first decision will be whether to set these formulas up yourself or to subscribe to
the Peachtree Payroll Tax Service.

In the Help index, look up “payroll fields.”

Look up “tax table formulas.”

Payroll Setup Wizard

Most basic payroll information and standard payroll fields can be set up using the Payroll
Setup wizard.

= From the Maintain menu, select Default Information, and then choose Payroll
Setup Wizard.

Your first choice is between Peachtree’s Full-Service Payroll or setting up and processing
payroll yourself. See the previous section, or click on the links on the Payroll Setup Wiz-
ard to learn more about these choices.

Tax Table Information

If your company has not registered for the Peachtree Payroll Tax Update Service, the first
Payroll Setup wizard window that you see will give you the option of choosing either to
subscribe to this service or to set up and maintain your company’s tax tables manually.
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Select this option if you want to use the
service; then, to place an order, click the
Order Online Now button. You will go to the
Peachtree Web site, where you can sign up.

Payroll Setup Wizard - Peachtree Payroll Tax Update Service

In-House Payrol! Setup

Peachtree Payroll Tax Update Service

‘You can take advantage of fhe Peachiree Paproll Tax Update Service or manually maintain pour “‘.o"
payroll tax information. -

Y
" Peachtree Payroll Tax Update -

Dion't risk. emors in your tax calculations! Az a buzinessperson you know how important it

iz to have accurate payoll, Let Best Software perform the time sonsuming task of

keeping up with ever-changing payrall tax laws. This service is an annual subscription

providing you with timely and accurate updates to federal, state and key local tax

calculations and tax-reporting froms formats. 1

Order Online Mow | T Check this box if you have aheady ordered the tax serivee

& Payroll Tax Table Information Will Be Manually Maintained

The tax tables will be created, maintained, and entered manually using the U ser-Maintained

Tax Tables window.
\ Select this option if you want to create, enter,

and maintain payroll manually.

The easiest way to establish tax calculations and stay current with regulatory changes is to
subscribe to the Payroll Tax Update Service and install the latest update. Otherwise, you
must manually set up your tax formulas. If you subscribe, your payroll taxes will be calcu-
lated accurately based on your area, employee setup (filing status), and current tax laws.

= |f you have already ordered the service but have not yet installed the first tax table
update, check the box beside the button. This will let you continue working in the wiz-
ard.

Once you have registered for the service and updated tax tables, each time you enter the
Payroll Setup wizard you will see the Payroll Tax Table Information window, which tells
you the currently installed version of the update.
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Payroll Setup Wizard

= To go on to the next window in the wizard, click the Next button at the bottom of the
window.

In the Help index, look up “payroll tax tables, overview.”

Look up “payroll tax tables, Peachtree-maintained.”

Look up “payroll tax tables, user-maintained.”

Initial Payroll Setup
If employee defaults have not been established for your company, you must first enter
basic payroll information.

Payroll Setup Wizard - Initail Payroll Setup

This state will default
In-House Payroll Setup .
when you are setting up
employees, but you can
Initial Payroll Setup change it if necessary.
State in which you pay most of your employees: Im vl
emoloment Pareent or Yo & . Enter the unemployment
nemployment Fercent for Your Lompany: {0 00 3
I percentage the state
Enter the locality: \ govern ment requires your
company to pay. This is

Enter the localiy tax rate: ||] o0

used to create the

Do pou want o record employees meals and Bps? 0 Yee & Mo calcu Iation fOf' SUl (State
UnemploymentInsurance)
Default Account: emp|oyer taxes.
Gross Pay: IBDDD Wages Expense
Tax Liability: |2330 Federal Payroll T axes Payable
Tax Expense: |51 o0 Paproll Tax Expense

Locality and Locality Tax Rate: The locality is usually the city or county name associated
with the local withholding tax. If your state requires local tax in certain areas, this field is
accessible. Though you can have more than one locality in a state, this field should be the
primary locality for your employees. You will have the opportunity to enter additional
localities later, during employee setup. Be sure to make a note of what you enter here.

Employee Meals and Tips: By default, the Tips and Meals fields are memo fields. Their
amounts are logged for reporting and tax calculations, but no entry is posted to the gen-
eral ledger.
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Default Accounts: Payroll default general ledger accounts need to be established and
associated with standard payroll fields. Later you can establish accounts for specific pay
rates and payroll fields, if you want. There are three default accounts to set up:

% Gross Pay: Enter or select the default general ledger expense account to use for the
Gross Pay field. Typically, this is the Salaries Expense or Wages Expense account.
You must enter an account here. Consult your accountant about which account to
use if you're not sure. Later you can set up individual expense accounts for each pay
level or salary type, if you want.

R

% Tax Liability: Enter or select the default general ledger liability account to use for
most employer and employee payroll taxes withheld. Typically, this is the Payroll

Tax Payable or Federal Payroll Taxes Payable account. You must enter an account
here. Consult your accountant about which account to use if you're not sure.

K2
*»*

Tax Expense: Enter or select the default general ledger expense account to use for
most employer taxes. Typically, this is the Payroll Tax Expense account. You must
enter an account here. Consult your accountant about which account to use if
you're not sure. Later you can set up individual tax liability and expense accounts
for each type of payroll tax, if you want.

In the Help index, look up “401(k) plans, setting up.”

Look up “vacation time, tracking.”

Look up “sick time, tracking.”

401(k) Setup

401(k) contributions are generally pretax deductions in which a specified percentage of
the employee’s gross wages is taken out prior to taxes and placed into a savings plan set up
by the company. The contributions and the savings plan proceeds are tax deferred by the
US government. In many companies, employers match the employee contributions.

First, you must decide what type of company 401(k) plan you want to set up and what
general ledger accounts are to be used when recording contributions.
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The current federal Payroll Setup Wizard - 401{k) Setup

401(k) contribution
limit is based on the In-House Payroll Setup
current payroll tax

tables installed. Check
the IRS Web site
WWW.irS.gOV for the How iz the 401[k] plan set up?

latest limit ' Net offered
& Employes contibutions only

401[k] Setup

@ 401(k] plan, emplayes contributions with matching employer contribution

The liability account is

Federal 407 (k] deduction li 't:l—
usually a 401(k) ederal 401 k) deduction it [10,600,00

deductions payable 401(k] Employee Liabilty [23300-00 401 K Deductions Papable
account. 401(k) Employer Expense (7300000 Pension/Praofit-Sharing Plan Ex

Employer Contribution

The expense account is

X Employer contributes 3% of the emploee contribution up to % of gross wages.
usually a benefit, ploy [100.0 ploy pto [400 gross wag

pension, or profit- Emplover then contributes IED_DD *of employes contributions over 4.0% of gross wages
sharing plan expense
account. The maximum employer match iz IB.UU * of the employes's gross wages

If you selected the Matching employer contribution 401 (k) plan option, enter the per-
centage amounts that your company will match for each level of employee contribution

to the 401(k) plan. Enter each percentage as a positive number. (Enter 4.0—not 0.04—
for 4%.)

In the example shown above, the company is matching 100% (dollar for dollar) of all
employee 401(k) contributions up to 4%. If an employee contributes a higher percentage
(for example, 5%), the company will match 50% of the additional 1% amount. The
company has set a matching cap at 6%.

Vacation and Sick Time Tracking
Vacation and sick time for employees can be set up two ways:

< Employees earn all their hours at one time (for example, at the beginning of the year).

< Employees earn a specified number of hours each payroll period that accrues through-
out the year.

When employees go on vacation or are sick, the used hours are recorded on their pay-
checks and are subtracted from their total hours allowed or earned. The remaining hours
are tracked throughout the payroll year.
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Payroll Setup Wizard - ¥acation and Sick Time Tracking Setup Select this Option if you do not offer

vacation time to your employees.

In-House Payroll Setup

Select this option if your employees earn all
their vacation time at once (for example, at

Vacation Time Tracki -
acation fime fracking the beginning of each payroll year). Later,

How is vacation time tracked? you can assign earned vacation (or sick)
" Wacation time not tracked time (for example, 2 weeks or 80 hours per
" Wacation time izsued in lump sum year) as a beginning balance in each

* Accrues ISD.DD hours each year

employee’s record.
[ Remaining vacation hours cary over to tP:ewye\ i i i
Select this option if your employees earn

Sick Time Tracking vacation throughout the payroll year. This
sets up a standard number of hours each
employee will earn and accrue each payroll
period.

Hoow iz sick time tracked?
" Sick time not tracked

€ Sick time izsued in lump sum
& Accruess [40.00 hours each pear

™ Remaining sick haurs camy over bo the new pear.

If vacation or sick time accrues each pay period, enter the total number of hours for a
year. For example, if you offer most of your employees two weeks paid vacation that is
earned throughout the payroll year, enter 80.0 hours here. Each payroll period, employ-
ees will earn a prorated amount of this total. Then select the Remaining vacation hours
carry over to the next year check box if unused hours carry forward (run) into the fol-
lowing year.

In the Help index, look up “401(k) plans, setting up.”

Look up “vacation time, tracking.”

Look up “sick time, tracking.”
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Payroll Setup Wizard

What Specific Payroll Fields Are Set Up Initially?

As you step through the Payroll Setup wizard, Peachtree can set up (depending on your
responses) the following fields:

Employee Payroll Fields

Field Description [Default Name] Field Description [Default Name]

Gross pay [Gross] Employee Tips [Tips]

Federal withholding [Fed_Income] Employee Meals [Meals]

Social Security employee tax [Soc_Sec] Vacation time [Vacation]

Medicare employee tax [Medicare] Sick time [Sick]

State withholding [State] Employee paid state disability insurance [SDI]

Local withholding [Local] Employee-paid state unemployment insurance
[SUI EE]

401(k) employee contribution [K401] Employee-paid state employee training [SETT]

State and local tax table names are set up with wildcard characters. This means that aster-
isks (**) represent the state code, so that whatever state an employee must report taxes to
is read into the payroll field calculation. You enter this state code in the State or Local
payroll field. The State and Local payroll fields are set up in the Withholding Information
table on the Maintain Employees/Sales Reps window. These are the fields Peachtree reads
when computing state and local taxes, and they allow for a situation where employees
work in a different state or local region from the default location.

If you choose to set up lump-sum issued vacation or sick time through the Payroll Setup
wizard, Vacation and Sick payroll fields will be set up. If you choose to set up accrued
vacation or sick time, three payroll fields will be set up (for example, VAC_Accrue,
VAC_Taken, and VAC_Remain).

Peachtree sets up employee-paid state disability insurance, state unemployment tax, and
state training tax payroll fields if your state requires them.
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Employer (Company) Payroll Fields

Field Description [Default Name] Field Description [Default Name]
Social Security employer tax [Soc_Sec_ER] State unemployment insurance [SUI_ER]
Medicare employer tax [Medicare_ER] 401(k) employer contribution [K401_ER]
Federal unemployment insurance [FUTA_ER] Local employer-paid tax [Local_ER]

Employer payroll fields and tax tables have an ER appended to them to designate
employer, or company-paid taxes.

In the Help index, look up “Payroll Setup Wizard, overview.”

Look up “payroll fields, setting up.”
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Payroll Setup Wizard

How Default Information is Used

Employee Defaults E|

i __General | Payleves | EmployEEFields | EmployERFislds |

State / Locality Cusztom Fields:
State: |GA& - Figld Labels Enabled P
Localt: ,7 . |Pasitian [ ﬂ
7 Help

o

} ) 2. |Bitthday 2
Agzzign Payroll Fields for:

3. |Spouse r2

III bl-2s 4. |Emerg. Contact v

EI ErmplopEE Paid Taxes 5 |F|eview R v

IB EmployER Paid Taxes
Custom fields can be used to enter extra
Dizplay Employes Mame with: information about Employees. Use the fislds
above to label them on all your Employee
screens. The enabled box must be checked
far test to be entersd,

* First name first [John 0 Doe]
" Last name first [Doe, John 0]

W-2s

|
Maintain Employees

I [ 1T 1

Sold To:

tem: Widget EY froesescscocsencod

EmployeeReports

nvoico Number

Sold To:

ttem:  Widget i

Suwiotal s 20000
Tax

TOTAL s 21000
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Setting Up Employee Defaults

Once you have completed the Payroll Setup wizard (or copied employee defaults from an
existing company in the New Company Setup wizard), you can modify payroll setup to
match your business’s specific payroll needs. The information on the Employee Defaults
window displays standard employee information that will be used to calculate payroll
amounts. You can also modify individual employee records for unique setup, if necessary.

To examine or modify employee defaults, do the following:

= From the Maintain menu, select Default Information, then choose Employees.

Use the General tab [T [ x|

to set up default
state and locality; Paplevels | EmplofEFielts | EmployER Fisids ||
assign paer” fields State / Locality Custom Fields:
for W-2s, employee, .
. State: W Field Labels Enabled
and employer taxes; : — Cancel |
- 1. |P03|t|on |2
and set up employee Localty: | _ Help |
custom field labels. Aszign Payroll Fields for: z IB"thda}I ¥
3 |Spouse v
E' W-2s 4 |Emerg. Contact v
ErmplayEE Paid T
El R ae akes 5 |Heview Date Ird
Izl EmployER Paid T axes
Cusztom fields can be used to enter extra
Display Employes Name with: infarmation about Emplayess. Use the fields Use the Emp|OyER
Eroloves 14ab to set up
&% Firzt name first [John 0 Dog) Use the EmployEE be checked default employer—
Use the Pay Levels tab |fist pee, John g 80 t0 set default aid taxes (such as
to set up hourly and employee payroll pt N
salary payroll field fields (deductions and state
ames. additions). unemployment).

In the Help index, look up “defaults, employee.”

Look up “employee defaults, general tab.”

General Tab

You can set up default state and locality; assign payroll fields for W-2s, employee, and
employer taxes; choose to sort employees by last name or first name in lookup lists and
reports; and set up employee custom field labels.

Custom Fields: You can customize your employee information with five blank fields,
which can optionally appear in reports. Once you have set up the field names here, you
can enter data in the field in the Maintain Employees/Sales Reps window.
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Setting Up Employee Defaults

Enter your own field Custom Fields: Select the Enabled
labels to keep track of Field Labels Enabled/ CNEck boxes to allow
specific information. 1. [Fostion p/ access to‘ particular
For example, you : custom fields. If the
could enter “Birthday” 2 [Binthday ~ check box is not
as a field label and 3 [Spouse v selected, you will not be
maintain employee 4, [Emerg Contact " able to enlter custom
birthday records. field data in employee
B |Review Date v records.

To assign payroll fields for W-2 forms, select the W-2s button. Then enter or select pay-
roll fields from the list for each W-2 box you want to track.

Each W-2 box
represents one payroll

field. To ensure FIT Withheld: IFed_Income -] Code Field
accuracy, you should ' b
only Zhinge hese Cancel | FICA Withheld: ISoc_Sec v[ o |K4D1 v[
. L Medicare Withheld: | Medicare vl 12: I_ None 'l
fields at the beginning Help | )
of the payroll tax year Healleey Nore | [ 7] Nore |

or payroll setup. Allocated Tips: | MNuone 'l [ | Nare v[

Advanced EIC: I Mane 'l 14 l— I MNone 'l

Dependent Care: I Mane Vl I—
I Mone 'l
Nongualified: I Maone 'l
State Inc Tax:IState Vl

Locallne Tas: Im

Assign Payroll Fields for W-2s

Each line in the Assign Payroll Fields for W-2s window is identified by its box number on
the W-2 form, and the name of the field as printed on the W-2. For box 14, which does
not have a name on the W-2, you can fill in your own name, which will be printed on the
W-2. The 940EZ and 941 forms also use these W-2 fields in calculating totals.

To assign payroll fields for employee-paid taxes, select the EmployEE Paid Taxes but-
ton. Then enter or select payroll fields from the drop-down list for each field you want to
use.

If your state requires employees to pay additional taxes, then these fields may apply.
Depending on what you entered in the Payroll Setup wizard or the employee defaults you
copied in New Company Setup, these may be already completed. For example, Georgia
does not tax in these areas, so None is displayed in all three fields. However, if you set up
New Jersey payroll, then Peachtree assigns Disability to the SDI payroll field, Unemploy-
ment to the SUI payroll field, and Training Tax to the SETT payroll field. Sometimes
fields must be assigned more than once. For example, in California the employee portion
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of the State Disability must be assigned on the Local Income Tax field. On Employee
Paid Taxes, it must be assigned on the Disability field.

To assign payroll fields for employer-paid taxes, select the EmployER Paid Taxes but-
ton. Then enter or select payroll fields from the drop-down list for each field you want to
use.

Aszign Paproll Fields for Emplover Paid Taxes E

Employer Paid T axes

Federal Unemplayment (FUTA): |FUTA_ER A The FUTA goes on the 940

- EZ form and the remaining
Cancel | State Unemployment [SUTA]: [SUI_ER A fields on the quarterly

Help | State Disabilty (D1} | None - payroll tax forms.
State Training T a=: I Maone 'I

State Special &: I MNone 'I

State Special B: I Maone 'I

In the Help index, look up “employee defaults, general tab."

Look up “defaults, employee.”

Pay Levels

You can set up a maximum of 20 different pay level field names for hourly pay types and
20 for salary types. This means you can track overtime, bonuses, or any other special
types of pay.
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You can specify a
different G/L account
for each pay-level
field name. If these
accounts are
different, you will see
them here but not in
the Gross field on the
EmployEE Fields tab.

Setting Up Employee Defaults

The account(s) you select here (usually a
wage or salary expense account) will be
debited (increased) when you post payroll.

Employee Defaults

EmpioyER Fields ]

General |E___ _I_'-‘__a_j__L_e_\[éi_s_ ____:] EmployEE Fields T
—Hourly Pay Levels:  Salary Pay Levels:
# | FieldName [ G/L Account | # | FieldName [ G/L Account |
1| Regular 77500-00 i’ 1| Selay 77500-00 i’
2. | Owertime F7500-00 2. | Bonus 75100-00
3. | Special FrR00-00 3. | Commigsion FR200-00
4. | Rate 4. | Salary
5 | Rate B | Salary
E. | Rate E. | Salary
7. | Rate 7. | Salary
8 | Rate 8 | Salary
9. | Rate 9. | Salary
10.| Rate | 10| Salary |

Ok
Cancel

Help

L

You can select a different account for each employee.

EmployEE Fields

You can set up default employee payroll fields (deductions and additions).

If you specified a different G/L account for each pay level, the
G/L Account field will be gray on this tab. You can see the

accounts, however, on the Pay Levels tab.

Employee Defaults

EmployEE payroll
fields reflect
deductions,

additions, and
tracking
information that
appear on employee
paychecks.

.
General I Pay Levels R i EmployER Fields l

Field Hame | G/L Account | Calc Tax Mame Amount  pema| Run fdjust QK I
Gross [ [ ﬂ Cancel |
Fed_lncomd 23400-00 LA | FIT Iy »

Soc_Sec | 2340000 LA | FICAEE e il
Medicare | 23400-00 LA | MEDICARE e

State 23600-00 G| =5IT e

K401 23300-00 LA | 401K EE e

YAC_Accrug LA | war_abD AT »

YAC_Taken (- GA ||

WVAC_Remai LA | WAC_REM GA| | »

Sick [ A O |+
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EmployEE payroll fields serve three basic functions:

% Payroll deductions and allowances that combine with the gross to compute net pay

% Memo amounts, such as Vacation and Sick hours, Tips, and Meals that are tracked for
reporting and tax calculations but not posted to the general ledger

% Tax amounts, tracked for computing the employee’s W-2 amounts

In the Help index, look up “employee defaults, general tab.”

Look up “defaults, employee.”
Look up “employee defaults, EmployEE fields.”

However, you can use these fields to hold any amount, dollar or otherwise, that should be
accumulated and updated when you post payroll disbursements (for example, vacation
hours). You can change a payroll field at the employee level, if necessary. For example,
some employees may not be subject to a local income tax while others are.

Once you start entering payroll transactions, do not change the name of payroll field names or
change the order in which payroll field names are listed. If you change the payroll field name
setup, earnings reports and W-2 form information will become inaccurate. Also, it is not
recommended to change Fed_Income and other standard payroll fields names that
Peachtree sets up for you. These payroll field names are used in standard tax calculation
formulas.

Besides the Gross payroll field, you can set up a maximum of 29 other payroll fields. You
can enter a new name on any blank line that describes the employee deduction or addi-
tion. When entering payroll field names that will be used in a formula, you cannot enter
a space; use the underline character instead. Also, payroll fields must begin with an alpha
character.

Selecting the Calculate check box allows you to select a tax name to use to calculate tax
amounts. Tax names use formulas and (sometimes) tables to calculate tax amounts. If you
subscribe to the Payroll Tax Service, tax names and their formulas/tables are provided. If
you don’t subscribe to the tax service, you can select tax names here, but you must set
them up in User-Maintained Payroll Tax Tables before they will calculate.

The Memo checkbox indicates that the field amount is for record purposes only; the
amount will not post to the general ledger. For example, tips are normally a Memo field.
All non-dollar amounts should be left as memo items (for example, vacation-time or sick-
time hours earned). The Run checkbox instructs Peachtree to not reset amounts to zero
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when you close the payroll tax year. For example, if you set up a field to track vacation
hours, you might want the unused total to carry over into the following payroll tax year.

Calculate Adjusted Gross

If you select the Adjust button for a field from either the Employee tab or the Employer
tab, you go to the Calculate Adjusted Gross window. You can also access this window for
an individual employee, from the Maintain Employees window.

The Adjusted Gross identifier is used in many payroll calculations as the taxable gross
amount when computing taxes. In some cases you may want the entire gross pay used as
taxable gross; in other cases you may want employee benefits to be deducted from gross
pay before computing taxes.

i Calculate Adjusted Gross [ x]

Define adjusted gross for the Fed_Income payroll field:

Many payroll fields use "Adjusted Gross" when calculating their respective amounts during payrall entry. Adjusted gross
is the sum total of the payroll fields selected below. For example, pou may want certain payrall field amounts deducted or
added to grozs pay prior to calculating tax for the Fed_Income payroll field [i.e., pre-tax deductions).

Select the Use check box for each pagroll field to define adjusted gross when calculating this paproll field amount during
payroll entry. The Fed_Income payroll field cannot be selected.

Select the Use check box

next to each paer” field —EmployEE Field Names —————— - EmployER Field Mames:
that should be added Use | Figld Mame Add Deduct| Use | Field Mame Add | Deduct =
together to determine LA | Grass v O s | Soc_Sec ER | O | G& ﬂl
Adjusted Gross for the LA | k4m O | > | Medicare ER | &3 | G& Help |

payroll field you are | Bed neome | 3 | GA I | FUTA_ER O | G4

. 3 | §oc_Sec O | G4 | SUIER O | O

caleulating. | Hedicare O | G4 1 | K401_ER O | a

| §tate O | = | O | =

[ | AC_Accue O | (| O |

[ | fAC Taken O | (| O |

[ | YAC_Remain O | (| O |

| O O | O | =

Note: You cannot select
(use) the same payroll field
that you are adjusting.

In the Calculate Adjusted Gross window, select the Use check box next to each payroll
field that should be added together to determine Adjusted Gross for the payroll field
you are calculating. For example, employee 401 (k) contributions are considered to be
pre-tax deductions, thus exempt from federal withholding during payroll entry. In this
case you must adjust the Fed_Income payroll field and use both Gross and 401(k) in
determining adjusted gross. Since 401(k) contributions are a deduction, adjusted gross
will in turn give you the gross amount minus the 401(k) deduction.
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EmployER Fields Tab

You can set up default employer payroll fields. Employer fields are those payroll expenses
for which your company is responsible during payroll entry. These fields will not appear
on the employee’s paycheck.

Payroll fields with an “ER” extension indicate
company payroll liabilities and expenses.

Employer payroll fields Employee Defaults x|
do not appear on

employee paychecks. General I Pay Levels I EmployEE Fields :'___Ii_r_p_!:u_!;?:\_p_l_fg—_le_i_é!;j_:_;___:l

They are reflected in _ — _
I Field Mame Liability Expense Calc TasMame  fadjust] | Ok I
company payro Soc_Sec ER | 2340000 72000-00 L& | FICAER § po— |

reports and - employer Medicare_EF | 2340000 | 7200000 o | MEDICARE )
tax forms. FUTAER | 2340000 7200000 oA | FUTAER , il

SUI_ER 23400-00 7200000 L& | “SUIER v

K401_ER 23300-00 73000-00 L& | 401K ER §

(] 3

(] 3

(] 3

(] 3

(] 3

The EmployER Fields tab is very similar to the EmployEE Fields tab. However, there
are slight differences.

Once you start entering payroll transactions, do not change the name of payroll field names or
change the order in which payroll field names are listed. If you change the payroll field name
setup, earnings reports and W-2 form information will become inaccurate. These payroll
field names are used in standard tax calculation formulas.

Field Name: Identifies the employer payroll field that appears on business payroll reports.
You can enter a new name on any blank line that describes the employer deduction or
addition. When entering payroll field names, you cannot enter a space; use the underline
character instead. Also, payroll fields must begin with an alpha character. For Employer
payroll fields, you should use the “ER” extension as shown in the example above.

Liability: Identifies the general ledger liability account to be credited each payroll period
for this employer payroll field. Usually this is a tax payable account.

Expense: Identifies the general ledger expense account to be debited each payroll period
for this employer payroll field. Usually this is a tax expense account.
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Calculate (Calc): Selecting this check box allows you to select a tax name to use to calcu-
late tax amounts. T'ax names use formulas and (sometimes) tables to calculate tax
amounts. If you subscribe to the Payroll Tax Service, tax names and their formulas/tables
are provided. If you don’t subscribe to the tax service, you can select tax names here, but
you must set them up in User-Maintained Payroll Tax Tables before they will calculate.

Adjust: Identifies how the payroll field should be calculated in
relation to adjusted gross. When you select the select the
Adjust button, Peachtree displays the Calculated Adjusted

Gross window.

© Want to learn more
about adjusted gross? Look
up “adjusted gross,
calculating” in the Help
index.

In the Help index, look up “employee defaults, employER fields.”

Look up “defaults, employee.”
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How Employee Information is Used

M, Employees
Fle Edt GoTo Window Help

@) ciose TyMew [—lst [save isaveanew $EDelte

Change 10 [ Event | Log [5yLetters $@PReparts ~ [Jf Attachments ()

Sales Reps B (=] 5|

Maintain Employees & Sales Reps

Employes ID: [ACHESTER - Q;l @l & Employes I~ Inactive
Name: [pmanda W [Chester ? Sa'ehs &
Bt

{General | Pay Info | Withholding Info | Employee Fields | Employer Fields |

Address; [4599 Wast Paces Ferry Road Sorial Security Number: [111-22-1337
Type: [ADMIN -
Gy, 5T, Zip: [Atlants (A (30328

Country: Hired: [May 1, 2001 -
Telephone 1: [404-555-7447 Terminated: -
E-mail; |achester@sample.peachtres.com (] Employee Beginning Balances

Customizable Fields

1. Position 4, Emerg, Contact
[Office Administration Rick Chester

2. Birthday 5. Revisw Date
[30-2u 1-Jun-03

3. Spouse

Customize these fields for vour business

Easily stay up-to-date with changing tax laws!

940, 941

voica Nurbar

Sold To, ivoea bma E l R t
tom: Wicget EY 0000000000000 T T Mo e AhG G e
wn i o0 i GO B
nvoica Number T g
0000000000 [
SodTo el [
s b W ik S W
o el e "
ttom: Widget B feosceneeereiced L
"
s I 250 ikl W
VuCoeibie e [ET)
1w 1"
T —1 "
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Maintain Employees

Maintain Employees

You store critical information about your company employees and sales representatives
(reps) in the Maintain Employees/Sales Reps window. This information is used through-
out Peachtree, to calculate paychecks and payroll taxes, print W-2s and other tax forms,
and to keep track of important information like addresses, phone numbers, and hire
dates.

General Information

On the General tab, you enter basic information about the employee such as address,
employee type, and hire dates. If you are setting up your employees from a different sys-
tem, you can also enter beginning balances here. Use the information that appears on the
employee’s completed W-4 form. Note that information you enter here will appear on
the employee’s W-2 form, when printed.

Custom Fields

Custarnizable Figlds

1, Position +. £ In Custom Fields, you can enter

OFfic2 Administratian R customized employee information with
2. Birthday 5 Rl . . X

T — 3 Tive user-defined fields. You can use

3. Spause custom fields to sort and group business-
st specific information in reports and forms.

The actual fields are set up in Employee

Default Information; see page 140.

Pay Info

On the Pay Info tab, you specify how you pay specific employees. Although the pay levels
are set up in Employee Defaults, you set specific rates for the pay levels that apply to each
employee here. The information you enter here saves you time by appearing automati-
cally when you are entering paycheck information for the employee. You can still override
the GL account, if necessary, at the paycheck level.

In the Help index, look up “employees, setting up.”

Look up “Maintain Employees/Sales Reps.”
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You have three options on the Pay Method window about how you want pay the
employee.

Salary: When this method is selected, enter the salary to be recorded each pay period
for all pay levels. Based on the amount(s) you enter, Peachtree will calculate and
display the total salary to be paid to the employee per pay period and per year.

Hourly-Hours Per Pay Period: For hourly employees, you will set a default number
of hours per period in a later field on this window (Hours Per Pay Period).

Hourly-Time Ticket Hours: When this method is selected, you are given the option
to set up an hourly billing rate that is used in Time & Billing.

Withholding Information

wiithholding details from the emploves's -4

Payroll Field Mames | Filing Status | Allowances Additional Withholding Skate | Localiby
State Single 1 0.00 |GA
Local Mot Required i} 0.00
401k % u] 4.00
Special 1 i} 0.00
Special 2 You can select only filing

These fields tell Peachtree which state
or local tax table to use when wildcards
are used in the tax name, or when
localities use the same tax name.

statuses that are available
for your state or local area.

Withholding information identifies how the employee’s earnings will be taxed during
payroll entry. The employee’s filing status, allowances, and additional withholding
amounts are maintained for Federal, State, and Local payroll fields. This information can
be obtained from the employee’s Federal W-4 form and other withholding records. You
can also establish the percentage of gross pay that the employee wants to contribute to a
401(k) plan, if appropriate. The Special 1 and Special 2 fields are available if you want to
customize your payroll setup. For example, you can use Special 1 to set up an employee
contribution rate for labor union dues.

EmployEE Fields

On the EmployEE Fields tab, you identify payroll fields (deductions and additions) set
up for this employee. Depending on the payroll fields you use, you might have employees
whose payroll deductions differ from the company-wide deductions established in the
Employee Defaults. Or, you could have employees with special situations that you want
to track with payroll fields. You can enter specific information for those employees using
this EmployEE Fields tab of the Maintain Employees/Sales Reps window.
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General I Pay Info I ‘Wwithhaolding Info

Should I edit this information?
Gross Payroll Account:  77500-00 Wages Expense

Field Mame | Use Defaults | Account Calculated Tax Mame Adjust Amount =l
Fed_Income 23400-00 I FIT = 0.00
Soc_Ser v 23400-00 ¥ |FIcaEE > 0,00
Meclcare ~ Eal P MEDCr i e employee requires unique setu
State v 23600-00 [Z |wespm £ pll? Id (éq'ff R fq h f
) [t p——— 7 A0IKE ora payro e ITrerent rrom whnat I1s
W o 7] F |vac a S€t up in Employee Defaults), clear the

Use Defaults check box, and select the
alternate G/L account, tax calculation
name, or payroll field amount.

EmployER Fields

On the EmployER Fields tab, you identify payroll fields (deductions and additions) for
which your business is responsible during payroll entry. Depending on the payroll fields
you use, you might have employees whose employer payroll fields differ from the com-
pany-wide employer fields established in Employee Defaults. Or, you could have employ-
ees with special situations that you want to track with payroll fields. You can enter
specific information for those employees using this EmployER Fields tab of the Main-
tain Employees/Sales Reps window.

In the Help index, look up “employees, setting up.”

Look up “Maintain Employees/Sales Reps.”

Employee Beginning Balances

Employee beginning balances are year-to-date earnings and withholdings that exist prior
to entering payroll transactions in Peachtree. You can enter beginning balances for an
employee even after payroll transactions have been posted for that employee. However,
we recommend you do it before entering your first paycheck.

= From the Maintain menu, select Employees/Sales Reps. In the Maintain Employees/
Sales Reps window, select the Employee Beginning Balances button on the General
tab. Then enter or select the employee ID that you want to modify.
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Define the payroll period dates here. You
may only need to enter quarterly balances, in
which case you would set up four columns.

Employee Beginning Balances x|
Close  Save Help
Ermplayes ID[4 -HESTER E /Amanda W, Chester
1 2 3 4 5
D ates: Mar 7, 2007

Fayrol Field Total |
1| Gross 233078 000 0.00 0.00 0.00 2.330.78 ﬂ
2 | Fed_Income -267.E0 0.00 0.00 0.00 0.00 -267.60
3| Soc_Sec -134.47 0.0 0.o0 0.00 0.00 -134.47
4 | Medicare -31.45 0.00 0.00 0.00 0.00 -3 .45|
5| State 0.00 000 0.00 0.00 0.00
B | K401 0.00 0.00 0.00 0.00 0.00 LI

K1 2]
Met Check: 1.897.26 0.0 0.oa 0.oo 0.oo

Enter total salary or hourly wages in the Gross
field. Then enter total deductions (as negative
numbers) and additions (as positive numbers)

for each payroll field set up.

In the Date field, you can enter up to 52 dates for paychecks, or you can enter quarterly
dates, so that quarterly reports and W-2s will compute properly. In most cases, you
would enter quarterly balances for the past quarters, and then enter balances for each pay
period in the current quarter. For example, if your conversion date to Peachtree is Octo-
ber 30, and you process payroll on a semi-monthly basis, you could set up dates for
March 31, June 30, and September 30 for the quarterly amounts. Then, set up October
15 and October 30 for the current quarter pay periods. This way you’d have an up-to-
date accounting history for this employee to ensure that tax forms will print correctly.

When you’re finished entering the dates, enter balances for each appropriate payroll field,
gross pay, deductions, and allowances. Deductions must be entered as negative amounts.
You can also enter memo fields such as tips, meals, and accrued vacation or sick hours.

Employer payroll field beginning balances cannot be entered here; these have to be man-
ually adjusted.

Once you have entered your Employee payroll field beginning balances (deductions as
negative numbers), the total at the bottom of the column reflects the net pay for the
period date.
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In the Help index, look up “employees, beginning balances.”

Look up “Maintain Employees/Sales Reps."

Track Employee Raise History

In Peachtree Quantum you can keep track of each employee’s compensation history
through the Raise History window. The Raise History window allows you to view, add,
edit, and delete compensation information for employee records.

= From the Maintain menu, select Employees/Sales Reps. In the Maintain Employees/
Sales Reps window, select the Pay Info tab, and then select the Raise History button.

zl
v H. @
Cancel (u].9 Fow Help
Employes [D: ACHESTER Employes Mame: Amanda W, Chester
Applicable Baze Fiaize Raize Mew
Faize Date Fiate Amount Amount Percentage Amount Motes|

& |Reqular 14.00 1.40 10.00 i 1540 |[Fo=

Mote: Thiz window is for memo purpozes only. To make the pay rate effective opactual paproll
calculations, rate changes must be entered on the Pay Info tab of the MAintain Employes /
Salez Reps window.

/

Select the date of the raise, the pay rate you To enter comments,
want to base the raise upon, and the raise click the Note
amount or percentage. Peachtree calculates button beside the
the new pay rate and displays it in the New applicable row.
Amount field.

You can enter and edit the information on the Raise History window at any time. It is for
memo purposes only, and does not affect the employee's pay rate. (To make the pay rate
effective on actual payroll calculations, rate changes must be entered on the Pay Info tab.)

From the Raise History window you can enter the selected employee’s raise date, the pay
rate to which you want to apply the raise (Regular or Overtime, for example), and the
amount or percentage of the raise.

Once you select the applicable pay rate and enter the amount or percentage of the raise,
Peachtree calculates the new pay rate and displays it the New Amount field.
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& Setting Up Jobs ©

Overview

Job Costing is an optional but extremely helpful feature available in Peachtree. You can
use Job Costing for tracking income and expenses for any project that your company
undertakes. You can create estimates and use them as budgets. Once you set up job infor-
mation for a particular project, you can apply to the job any invoices for materials and
services used by going to the Accounts Payable and Payroll windows. You can also track
revenues and payments made toward a job so that you have a good picture of what your
profits are on a job. Such information can help you adjust expenses in a current job or
estimate a similar job differently in the future. Peachtree also lets you print various job
reports during a job’s progress so you can get detailed information about the job.

Before you can start tracking job costs, you should decide how you want to use your job
costing process. The following section can help you determine what level of detail is right
for you.

How Can You Use Job Costing?

You have the ability to maintain a different level of detail for different jobs, depending on
your requirement for a specific job. Tracking different levels of detail is achieved by using
phases, cost types, and cost codes, discussed below. For smaller jobs, you may not want to
maintain a high level of detail, while for long-term or complicated jobs, you may benefit
from using detailed costing information. The following describes some strategies for
tracking different levels of job detail.

Selecting detail for a job depends on the following factors:

= \WVill you benefit from dividing a job into stages, or phases?

This can be true if your job can be distinctly divided into more than one step, or if the
job is going to be completed by more than one person such as you and/or a subcon-
tractor.

w \Will it help you to track cost of materials, labor, equipment, etc.?

Tracking these costs can help you manage your finances better and also help you
assess what constitutes the largest expense in the job. This can directly affect your
profit.
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w \WVill it help you group certain costs together?

You may be getting paid in installments, in which case all costs incurred in one phase
of the project will be paid for in one transaction. Or, certain costs may be so well inte-
grated that they would always be incurred in conjunction, such as rental equipment,
regardless of which item is rented. In such cases, specific costs do not need to be
tracked, only a combination of expenses for a certain part of the job.

Once you have determined these basic requirements, you can set up your jobs accord-
ingly. The following table shows you how:

If... Then...

You want to see only gross expenses and revenue for a job. Use job ID only

You want to divide the job into stages and you want to group Use phases with cost types in

costs collectively under types, but want more than one your Job

category.

You want to assess the cost of each item, its type/group, its Use phases, cost types and
time of usage in each stage of your project. cost codes

As the table suggests, there are four elements in job costing: your job (job ID), phases,
cost codes and cost types. These elements are described in detail in the following section.
You can read about the element you want to use and then skip to the section which pro-
vides instructions on how to set up that particular element.

Remember that you have the option to set up any job with or without phases and codes/
types. The program treats every job differently, so you can select a different combination
of job costing elements for each job.

The Elements of Job Costing

This section provides descriptive information on the elements of job costing.

Job ID

The only required element in job costing. A job ID is a unique identification code for
each particular job or project that your company is undertaking. For example, if you are a
construction company involved in residential and commercial construction projects, you
can create job IDs as follows:
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Job/Project Job ID
Office Building COMO001
Apartment Home RES001

Remember that when you set up a job ID, you can also use the Job Costing features to
track costs by job, phase, cost code, and cost type. The figures that follow illustrate how
you can set up different jobs.

This is a job with no phases or Job 1D 001
cost codes associated with it-- Cutting Shrubs
for example, cutting shrubs, or
parcel delivery. Setting up jobs
like this just tracks expenses
and revenues by G/L accounts.

Phases

Defining phases gives you the second level of detail in a job. Phases are simply a distinct
part of the job performed. They do not need to refer to a time frame and need not be part
of every job. They are all phases that, in various combinations, you may use in all the dif-
ferent jobs that your company does. Phases in a job can divide the job into stages:
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This is a job with two phases o~ Site Preparation
but no cost codes associated “r\ ) Phase ID: P1
with it. For example, site el
preparation and sodding. By | B
dividing a job in this manner, ‘\l\(
you can focus on total costs h
related to a phase as opposed [N
to individual costs within Job ID 002

phases. Plant Sod

an Sodding
>+~ Phase ID: P2

Betore detining phases, you may want to think about the various stages ot ditterent kinds
of jobs that your company does and then define the phases that cover many such jobs.
Since your tasks may differ with each job, you should try to define phases such that you
can use them independently of a specific project. For example, a landscaping company
can use phase P1 for grading in more than one job.

You can use just phases, or you can use phases and cost codes. The level of detail is up to
you. If your phases have associated costs that you want to track separately, you should use
cost codes in those phases.

Cost Codes

Identifies a specific category/task within a phase, providing a greater level of detail. You
should create cost codes that can apply to different phases and multiple jobs that you
undertake. If you can create cost codes integral to the different jobs that you do, you can
easily track your job cost and in turn arrive at more realistic quotes for another job that
involves the same elements.
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This is a job with more than .. Site Preparation
one phase, of which one has -T\L)- Phase 1D: P1
two associated cost codes.
These cost codes are a way of
tracking the income and
expense solely related to this PN

phase. For example, CO1 may / Gy L/
be the price of fertilizer, and Wbt
C02 may bethe  j1ob ID 003

subcontractor’s pay. ‘(a‘)-“) Sodding
Plant Sod 1" Phase ID: P2

Lawn Maintenance
Phase ID: P3

Fertilizer
Cost Code: CO1

4

Subcontractor
Cost Code: C02

Remember that you may not need to track specific costs for every phase of a job. If you
do not need detail as to how much each resource or item cost you in a job, you may not
want to use cost codes. You can create new phases and cost codes at any time.

The best way to identify which cost codes to set up would be to consider all such
resources whose cost affects your budget and that you use for completing a job. For exam-
ple, as a landscaping company, you can set up your cost codes for materials or tasks such
as Equipment Rental, Rock, Shrubbery, Mowing, Raking, Seeding and so on. Equipment
Rental can be a used as a cost code for more than one phase (grading or maintenance),
while Rock can be used as a cost code for any other job that calls for the use of rocks in
landscaping. If you are a catering company, you can specify cost codes for Food, Bever-
ages, Alcohol, Linen, Tableware, Truck Driver, Decorator, and all other requirements of

the job.

You must be careful not to specify too many cost codes because then you may end up
having too much detail that can be confusing, or you may end up with cost codes that are
too specific and unusable. A better way would be to have a few generic cost codes to begin
with and add some later, if needed.
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Cost Types

If categories of cost matter more to you than specific tasks in a phase, you should use cost
types with your phases instead of cost codes. You can, however, use both cost codes and
cost types by dividing cost types into cost codes.

Cost types are five categories in which you can classify most of your expenses and reve-
nues related to a job. You must apply a cost type to each cost code you define and to any
phase that does not have a cost code. Peachtree provides you five options in the Cost
Types drop-down list box:

K2
*»*

Labor (for work performed by your employees, temporary help, and so forth)

K2
*»*

Materials (for materials used in any phase of the job)

K2
*»*

Equipment (for private or rental equipment used to perform the job)

K2
*»*

Subcontractors (for work performed by sub-contract labor)

K2
*»*

Other (for miscellaneous expenses such as permits, training costs, transportation, over-
heads, and so on)

On some jobs reports, you can include the cost type information you entered for each
cost code used, or cost information for any phase without a cost code. This can help
determine where and when your money was used while completing a certain job. Note
that you must select a cost type for all phases that do not use cost codes for the purposes of
job costing.

If you have a reason for using two cost types (for example, if you paid a subcontractor for
bringing materials), you should use the predominant cost type for any job transaction you
enter.

Thus, the things to remember while setting up information for job costing are:

K2
*»*

set up a job ID for each project you undertake

K2
*»*

optionally divide jobs into phases with cost types if you want to track expenses or rev-
enues by phase

% optionally set up cost codes with cost types for tracking more details about a job’s
phases

If you use the job costing options as explained, you will be able to:

<

» provide summaries of estimated costs and actual costs paid to date by job

K2
*»*

identify cost overruns promptly so corrective actions can be taken

K2
*»*

track and review costs of labor, subcontractors, material, equipment and other costs

K2
*»*

provide historical data to improve your estimating process
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Setting Up Job Defaults

To use job costing, you must first set up some default information that automatically
appears in job windows or is automatically used by the system. Certain items must be set
up prior to setting up jobs, for instance, default retainage accounts.

= To open Job defaults, select Maintain, then Default Information, then Jobs.

Custom Fields

You may have additional information that you keep on your jobs, such as additional con-
tact people or additional phone numbers, e-mail addresses, and so on. If so, you can set
up custom fields to track this information. Then, when you set up an individual job, on
the General tab of the Maintain Jobs window, you could enter the appropriate informa-
tion for that job in the custom fields.

Field Labels Enabled In job defaults, check the
1 ISecond Contact ¥ Enabled box for the

< Custom Field Labels you

need; then, enter the

<l

2 |Lawn Care Srve?

3 oty Serie? v Label name in the field
4. |Dtlly Maling? W next to it.
5 IHefenaI ¥
In Maintain Jobs, you can then enter
information for those labels that is
specific to that customer.
Customizable Fields
1. Second Contact 4, Qtrly Mailing?
IGeorge Peabody es
2. Lawn Care Srvc? 5. Referral
I\"es IInternet
3. Monthly Service?
I\"es Customize these fields for vour business

Since Peachtree reports are customizable, you can add any or all of your custom fields to
many of the job reports that Peachtree offers.

Billing and Retainage

IThe Billing and Retainage tab will not appear until you have created a general
ledger account whose Account Type is either Receivables Retainage or Payables

e Retainage.
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Setting Up Job Defaults

In addition, you can use the Billing and Retainage tab to enter default billing informa-
tion, such as Retainage Percent, Accounts Receivable and Payable Retainage accounts,
and Billing Method. For detailed steps to setting up Peachtree to handle retainage, see
page 170.

Select your Billing Method Progress Billing

and... Billing Method: |No Progress Biling x| Progress Billing is ot used in
Peachtree.
This default iz used when setting up new Jobsz. It can be changed on each Job.
Retainage
Select a default retainage Retainage Percent: [10.00
percentage, if any, and Beceivable Retainage Accourt: |1‘I2DD-DD Retainage Receivables
accounts where retainage Papable Fetainage Account: |22|J[|U.[|U Retainage Papables

amounts will be applied.

The Retainage Percent iz uged when creating new Jobs, |t can be changed on each
Job and on Tasks. The Accounts are uzed when creating new Tasks, They can be
changed on the T azk screens.

Billing Methods for Jobs

You have four choices for your Billing Method. Your selection for a job will determine
how Peachtree handles billing during the Progress Billing routine, as well as how esti-
mated revenues are handled for the Percent of Proposal billing method

% If you select No Progress Billing, Peachtree will not perform any progress billings for
your jobs.

% If you select Percent of Completion, Peachtree will bill for a job based on the percent
of expenses incurred. The Amount to Bill on any invoice will be equal to (Estimated
Revenue * Total %) - Previously Billed. In this case, the Total % will be the value of
Actual Expenses/Estimated Expenses.

R

% If you select Percent of Contract, Peachtree will bill based on a manually entered per-
centage for the estimated job revenue. The Amount to Bill on any invoice will be equal
to (Estimated Revenue * Total %) - Previously Billed. In this case, the Total % will be
the value you enter.

For these two billing methods to work properly in Peachtree, you must enter
Estimated Expenses and Estimated Revenues for your jobs prior to performing a

N progress billing.

% If you select Percent of Proposal, Peachtree will require you to bill your customers
based on accepted proposals. In addition, on the Estimated Expenses & Revenues tab
of the Maintain Jobs window, Peachtree will control the estimated revenues based on
accepted proposals. You will still be able to enter estimated expenses, however. Once
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Chapter 9 Setting Up Jobs

you select Percent of Proposal and enter open proposals for a job, you should not
change the billing method for that job, since you will lose data for Estimated Reve-
nues. To change the billing method, you must first close any open proposals and make
notes on what the Estimated Revenues for the job should be.

Labor Burden

The Labor Burden tab provides fields for a default labor burden percentage and labor
burden accounts. You must fill in these fields if you are going to apply labor burden to
employee earnings. For more information on labor burden and how to set up Peachtree
to handle it, see “Setting Up and Applying Labor Burden” on page 169

Labor Burden Percent: |28.|:||:|
Labor Burden Cost of Sales Account: |5m 0000 Labar Burden
Applied Labor Burden Account: I??EUU.UU Applied Labor Burden

Labar burden percent iz uzed when creating new jobs. |t can be changed on each job
atd on payroll checks. The accounts can be changed on each payroll check.
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Setting Up Jobs

You maintain jobs on the Maintain Jobs window. To open this window,

w Select Maintain, Job Costs, Jobs.

Select to use phases if you want
more detailed costing for your job.

7.. Maintain Jobs

File Edit GoTo Window Help

@Close \'1'_]New | = List Qiave f"‘i}'ISave & Mew 0 edlete 585 Change ID @Reports - M Attachments

Maintain Jobs

/ = le C&l Start Date: [Mar 01, 2008 |+ | T Inactive
Description: Wa Remodeling End Date: IMar 15, 2008 vl
W Lse phases to track job in more detail

eneral |Estimated Expenses & Revenue I Motes I

SuUpervisor: ITrotter

Job Type: IREMODEL vl

Setting Up Jobs

=10l x|

@

For Customer: IAaron z‘ PO Mumber,
Job Address: AE4S Jones Boulevard Eilling Method: |Percent of Completion »
Percent Compjéte: | 5772 as of: 3/15/05
City, 5T Zip: f|Duluth |Ga [30029 Labor Burden Pefcent: | 28.00
Country: I Retainage/Percent: I 10,00
Job Beginning Balances
Customizable fFields
1. Second Contact / Contract Date
|Mary Aaron |2,|’26,|’08
2. Site Phone # 5%
I??D-SSS-I 155
3. Work Phone #
I??D-555-6048
[ / '\
Specify a customer Use the Job Type field to

Enter beginning

for the job to link it
to Sales Invoicing.
Expenses will be
available for billing
on the Reimbursable
Expenses tab.

General Tab

classify your jobs for
reporting purposes.
Peachtree will keep track
of the job types you set
up and create a drop-
down list for you.

balances for jobs by

clicking this button.

Use the General tab to enter basic information about the job, such as address, job type,
and so on. Also, you can put in a billing method for this job, as well as retainage and labor

burden percentages.
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Estimated Expenses & Revenues Tab

Creates an estimate of what your actual expenses and revenues for a job will be. As you
enter transactions and assign them to jobs, you will be able to generate reports that com-
pare the two to determine how accurate your original estimate was. This will provide use-
ful information to create future estimates. You can create detailed estimates only for jobs
that use phases or phases and cost codes.

Note that you cannot enter the same phase or phase-cost code combination for an esti-
mate. If you do, Peachtree will warn you when you save, and you will have to remove the
duplicates.

If you use Percent of Proposal as your Billing Method, Peachtree will automatically
update the Estimated Revenues fields based on accepted Proposals for that job. Peachtree
will also use the figures in both the Estimated Expenses and Estimated Revenues columns
to determine the Percent Complete for a job and to determine how much to bill during a
Progress Billing routine.

Notes Tab

Use this tab to enter any comments or other information about the job. You can enter up
to 250 characters. Notes entered here are for internal use only and can be added to
reports if desired.

Setting Up Phases and Cost Codes

You can also create phases and cost codes for more detailed tracking.

=loix
File Edt GoTo Window Help
@Closa U Mew | —|List Q Save [ Dave B New S@ Delete 5 Change ID \_y

Maintain Phases

*Phase 1D IUE-Nursery Z‘ EIEI [~ Inactive

Description: INursery Prep and Growth

i
" This phase uses the cost tvpe | Other Flle Edt GoTo Window Help -
@Close T New [ List gﬂgave 1 5ave & New %Delete [§) Change ID (7]
Maintain Cost Codes
*Cost Code 10: [010-Laber =i cbl ™ Inactive
Description: ILabor Cost
This cost code uses the cost tvpe  |Labor >
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Job Beginning Balances

Once you have created your jobs, phases, and cost codes, you can apply costs and reve-
nues created other places in the program to these jobs, phases, and cost codes. To apply a
cost to a job, use the Job field on the line item of a task. For instance, in the example
below, a purchase has been applied to a job.

Cuantity Ttem Description L Account Unit Price Amount Job
1,00 | labar costs For ground prep | 74500 | 200,00 | 200| nd Prep,01 U-Laboﬂ =
ftem Descripbion Repairs Expense BEATTY Beatty Bldg Law Maintenance -
ESCHAPPLE Chapple Law Offices
D‘I Design Diegign and Planning

To select a job, simply click |F]02-Pemits work Permits —
the folder in the Job field, (103 Nursery Murzery Prep and Growth
then select the jOb, phase, ap4-ﬁr0und Piep Ground Prep and Cultivation
and cost code. “C 010-Labor Labor Cost

Several job costing reports will allow you to track costs and revenues so that you can see
how profitable your jobs are and update estimates and costs for the future.

Job Beginning Balances

Unless you are starting up your business for the first time when you set up Peachtree, you
will have balances for existing jobs, outstanding expenses and revenues that must be
entered so that your reports will be accurate. These outstanding balances are entered as
beginning balance entries. You will enter abbreviated information on the costs and
revenues in a special place, so that they will update your reports, but will not change the
balances of your general ledger accounts. To enter beginning balances,

1 Select Maintain, Job Costs, Jobs.

2 Click the Job Beginning Balances button on the General tab.
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Jobs

Job Beginning Balances i

E@e S N A

=

= @
Remove  Help

x|

Job Entries for: BEATTY - Beatty Bldg Law Maintenance

T Job Balances L

Heb 1D Description

Jeatty Bldg Law Maintenance
CHAPFLE Chapple Law Offices
HEMTOMN Henton Park Landzcapes
MASON Mason Rose Garden
MORTOM Morton Rock Garden
SHARF Sharp Property Landzcape
SPEMCER Spencer Plapground

Beginning B alance

Tatal Job Balances:

E70.50
0.o0
0.o0
0.o0
0.0
0.o0

745.50

The Job Balances tab will show you a list of your jobs and their current balances.

see current balances.

@ These balances will be 0.00 if you have not entered any data. Otherwise, you will

Note

You can select a job from the list on the Job Balances tab by clicking it. Once the job is
selected, click the Job Entries for tab to enter any beginning balances.

Job Beginning Balances

e S b 0B o

S &= @

d  Remove Help

x|

Job Entries for: BEATTY - Beatty Bldg Law Maintenance

I Job Balances l

Fhase ID Cost Code [0 Date Expenzes Fevenues
Feb 28, 2003 75.00
Total: 78.00 0.00
Mumber of Entries: 1 1]

Make sure you enter
both expenses and
revenues so that your
reports will be accurate.

Fill in the fields with
information from your
outstanding job
balances. When you are
done with one job, select
the next job from the Job
Balances tab.

The beginning balance amounts should not include any costs or revenues entered
elsewhere in Peachtree. Note that you cannot enter both expenses and revenues on the

same line.
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Applying Costs and Revenues to Jobs

Applying Costs and Revenues to Jobs

Once you have created your jobs, phases, and cost codes, you can apply costs and reve-
nues created other places in the program to these jobs, phases, and cost codes. To apply a
cost to a job, use the Job field on the line item of a task. For instance, in the example
below, a purchase has been applied to a job.

Cuankity Ttem Description GL Account Unik Price: Amounk Job
1.00 | labor costs for ground prep | 74500 | 200.00 | 200| nd Prep,01 D-Laboﬂ C
Jtem Description Repairs Expense BEATTY Beatty Bldg Law Maintenarice |
CHAPPLE Chapple Law Offices
ﬁ M-Design Dezign and Flanning

To select a Job, simply click D2-Permits Work Permits —
the folder in the Job field, (303 Hursery Mursery Prep and Giowth
then select the jOb, phase’ apd-ﬁmund Prep Ground Prep and Cultivation
and cost code. ‘C 010-Labor Labor Cost

Several job costing reports will allow you to track costs and revenues so that you can see
how profitable your jobs are and update estimates and costs for the future.

Setting Up and Applying Labor Burden

Labor burden is the cost that a company incurs in the course of performing a job, in addi-
tion to the hourly amount or salary that the employee is paid. This can include health
insurance, employer paid taxes, benefits, vacation time, and so on. Businesses that per-
form jobs usually want to add these labor burden or payroll overhead costs to jobs to
more accurately assess the actual cost of their jobs and to bill customers accordingly.

Peachtree allows you to create a flat percentage that will be added automatically to the
costs of a job when you pay your employees. This percentage can be set up at either the
company or job level. When you pay your employees and assign their wages to jobs,
Peachtree will automatically calculate the appropriate amounts and update job costs and
general ledger accounts specified by you in Job Defaults.

Labor burden cost calculated by Peachtree can only be approximate. An example
is how FICA is applied. Since labor burden is calculated on regular earnings, there
is no way for the calculation to tell whether or not an employee has reached their
FICA limit. Hence, FICA may not be applied correctly to the job.

Note

Setting up Labor Burden

Setting up Peachtree for labor burden is a two-step process: selecting labor burden general
ledger accounts on the Labor Burden tab of Job Defaults (for more information, see
“Labor Burden” on page 164) and entering a Labor Burden Percentage on the General
tab of Maintain Jobs. If the percentage is the same for all jobs, enter it on the Labor Bur-
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den tab in Job Defaults. If the percentage varies by job, enter it on the General tab in
Maintain Jobs on a per job basis.

Applying Labor Burden

Labor Burden is applied while you are specifying hours to apply to jobs during Payroll
Entry. As you apply employees’ hours to jobs using the Labor Distribution to Jobs win-
dow, Peachtree will automatically calculate the amount of labor burden for each job
based on the Labor Burden Percentage entered in the job record. For more information,
see “Setting Up and Applying Labor Burden” on page 169.

Setting Up and Processing Retainage

Retainage is an amount of an invoice that is withheld until a customer is satisfied that a
job or part of a job has been completed satisfactorily. Retainage gives the customer some
leverage for ensuring that a job is completed to satisfaction.

Retained amounts of invoices are not treated as aged payables or receivables until they are
released. Once they are released, they are treated as normal receivables or payables.

Peachtree's retainage feature allows you to withhold retainage on invoices from your ven-
dors and automatically calculate the amount of retainage your customers withhold on
your invoices. You can then track the amount of retainage on the Job Retainage report to
quickly see what your customers owe you when the job is complete. You can also track
the retainage withheld on your vendor invoices and quickly see what your obligations are
when the retainage is released.

Setting Up Peachtree to Handle Retainage

Setting up Peachtree to process retainage is a two-step process.

1 Select Maintain, Default Information, Jobs. Select the Billing and Retainage tab
and enter the appropriate Receivable and Payable Retainage general ledger accounts. If
you apply the same retainage percentage for all jobs, enter the percentage on this tab.
Click OK. This will ensure that Peachtree places retained amounts in the correct general
ledger accounts. For more information, see “Billing and Retainage” on page 162.

2 Select Maintain, Job Cost, Jobs. Select each job in turn and enter the percentage for
retainage in the Retainage % field. Save each record. When you enter sales invoices
and credit memos for these jobs, Peachtree will automatically calculate the retainage
for each job total and withhold it from the invoice total.

Processing Retainage for Customers

When Peachtree has been set up properly, retainage amounts will be calculated automati-
cally and displayed on the Withhold Retainage tab for the sales invoice or credit memo.
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Setting Up and Processing Retainage

Retainage for all phases of a job will be summed on a single line. You can change the per-
centage or amount for each job manually if you want. Retained amounts are not aged
until they are released. For more information on entering Sales Invoices and Credit
Memos, see “Entering Sales Invoices” on page 183 and “Entering Customer Credit
Memos” on page 197.

Processing Retainage for Vendors

Peachtree also allows you to withhold retainage on your vendor invoices, bills, and credit
memos. In this case, you will use the Withhold Retainage tab of the Purchases/Receive
Inventory or Vendor Credit Memo windows. On this tab, enter the amount of retainage
that displays on the vendor's bill or credit memo. Peachtree will automatically subtract
this amount from the billed total.

For more information on entering Purchase Invoices and Vendor Credit Memos, see
“Receiving Inventory/Entering Vendor Invoices (Entering Bills)” on page 207 and
“Entering Vendor Credit Memos” on page 220.

Releasing Retainage for Customers
You can release retained amounts for a job in one of two ways.

< Manually: You can release retainage manually by using the Job Retainage Report to
see how much total retainage has been withheld for the job and then create a sales
invoice for the amount. Ensure that you have selected the default Receivable Retainage
account for the line item.

% Automatically:You can use Peachtree’s Progress Billing routine to select retained
amounts by job, customer, and invoice date. From this routine, you can print sales
invoices for the retained amounts.

Once retainage is released, Peachtree will update the Job Retainage report for the job so
that you can track the retainage and the retainage will be treated like any other aged
receivable.

Retainage is tracked at the job level only. If you need to release it when a phase is com-
plete, you can manually calculate the percentage that the phase was and alter the amount
field to reflect this.

Releasing Retainage for Vendors

You can release retained amounts for vendor bills by creating a new bill in Purchase/
Receive Inventory, specifying the amount of the retainage and the Payable Retainage
general ledger account on the line item. Once the retainage is released, it will be handled
and aged by Peachtree like any other payable.
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& Customer Transactions &

Peachtree organizes and monitors the money that comes into your business from your
customers. The money that you receive from customers is tracked in accounts receivable
(also known as sales). The following diagram shows the flow of goods and services you
provide for your customers and the payments they make to you for those goods and ser-

vices.
You enter and print a e Your customer orders 9 You create an invoice
new quote to send to the items. You convert for items shipped to
your customer. the quote to a sales the customer and
order, print a picking send them an invoice.

slip, and ship the goods.

Sales Order

wllTe  thipte ok eyt
ood Fhau:
it Ko

Invoice

Ordered by Purchase O'der %o
g

QUOTE

Jake 42N
ke I3snen

] T o I got my order!

:‘r,.. o e

|

e | | Thanks again! ) e e e
gy T £ [ mueresyour | | | |
L H = payment. | | -'
 rans o the duote| : 7~ Payment Received
~

Customer

\l'll order it now. _,,':_»-_»__ ‘

You receive a check
from the customer
and enter the receipt
in Peachtree.

Overview of Customer Transactions

In Peachtree, you can create quotes, sales orders, proposals, sales invoices, receipts
(customer payments), or create deposit tickets for your customer receipts.

Quotes Enter an estimate of costs that can be printed or sent electroni-
cally to your customer. No accounting happens.

Sales Orders Create an order that will be filled at a later time. Sales orders
reserve inventory items.

Proposals Draft an estimate for services you'll perform.
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Entering Quotes

Quotes Enter an estimate of costs that can be printed or sent electroni-
cally to your customer. No accounting happens.

Sales Invoices Bill your customer for goods shipped and services performed.
Fill and convert quotes, sales orders, and proposals.

Receipts Enter payments from your customers. Can be applied to an
open invoice.

Select for Deposit Create a deposit slip for customer payments.

Depending on your business, you may or may not use all of these options. For instance, if
you do not take orders and ship them later, you most likely would not use sales orders,
but you would invoice your customers directly. Similarly, if you do not grant your cus-
tomers credit, but work on a cash only basis, you would not need to create sales invoices.
Instead, you could enter items shipped and monies received using the Receipts function.

In the Help index, look up “customer, how do I..."

Look up “Customers & Sales Navigation Center.”

Entering Quotes

Quotes are estimates for goods and services that you provide to your customers or poten-
tial customers (prospects). When you enter a quote for a customer, you are not updating
any accounting information or inventory levels. Peachtree calculates what the total cost of
a sale will be for a customer, including sales tax and freight. You can then print the quote
for the customer.
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Chapter 10  Customer Transactions

To enter a quote,

= Select Tasks, Quotes/Sales Orders/Proposals, Quotes; then, follow the steps below:

Select a customer. Peachtree e If you plan to print the
a will fill in the header fields guote, leave the quote
with information from the number field blank. You

customer’s record. will assign a number
when you print it.

=10l |

File Ecit GoTo | Wiidow Help

@ O sH-o- 60 X & B. 2 @& 0@ @& &. @
Claze Mew Li: v Save T Print T E-mail  Delete Co‘?\?“erﬁ Roaw i Mote  Journal  Ewent Layoutv Rep rt; Help
Custarmer ID: | MCEAY ‘ c Lote [&||=
| T Q
Bill To: Mckay Construction Ship To: Shipta 1 |v Date: | Mar |15, 2007 |
4556 Piedmaont Road e
Atlanta, GA 30344 Copy gl Good Thru: | Aprgd, 2007 [
Quete No.: [ QL0202
| | [ orop ship
Cuskarmer PO Ship Via Terms Sales Rep
Maone | ﬂ 29% 10, hh;t 30 Days | | ril
AN
Quantity Itemn \Descript\nn Unit Price  Tax Amount Job
1.00 | AVRY-10150 Gothic Stone Bird Ba\b - Z pc. Height 28,5 in. Top 21 129.99( 1 129,99
3,00 | NURS-21500 Red Rose Starter Bush\ 16991 1 50,97
ED LAMD-17700 Group Prep and Cultivat}qn Service 2999 2 179.94
Sales Tax: 12,67 | GAFLLTON |54
- Customer Account as of Mar 15, 2007 . h_- 0.00
Balance! 4,492,582 Freight: :
Credi Lignic:  50,000,00 Cuote Total: 373.57
Credit SHatus: Mokify Ower Limic
Diesign ofr comparty Web site with ease and inteqrate it with Peachtree. \
t X
Enter the quantities and Select Print to save the
items that will be part of quote and print it. If you

don’t want to print the

this quote.
quote, click Save.

When you receive approval for the quote, you can convert it to a sales order, a sales
invoice, or a proposal without having to re-enter all the data. To convert a quote,

= Open the quote, and click the Convert button in the toolbar.
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Entering Sales Orders

This opens the Convert Quote window.

select e type o x

transaction you

want to convert the Once a Quote is converted ta a Sale/lnvoice, Sales Order, or Propozal, it is no langer
quote to Then enter available through thiz zoreen. The Quote gets completely converted to a
a sales order or sales Salednvoice, Sales Order, or Proposal; it will only be available from the 5 ales/Invoicing,

. . . Sales Orders, or Proposals tasks, respectively.
invoice number, if

necessary.

Corveert thiz Quate to &

« :
" Saledlnvoice and Print Mow
" Sales Order Help
" Proposal

Ireeice #: I

Lancel

Fli

After you convert the quote, it will disappear from lists of quotes and appear as the type of
transaction you converted it to.

Quotes do not update general ledger account balances. Only when you convert

the quote to an invoice and save the invoice will your general ledger be updated.

Note

Entering Sales Orders

A sales order is a document containing a list of items or services your customers want to
buy from you. You might think of it as representing an intent to sell.

In the Help index, look up “quote, overview."

Look up “converting, quotes.”
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To enter a sales order,

= Select Tasks, Quotes/Sales Orders/Proposals, Sales Orders; then, follow the steps

below:

Select a customer.
Peachtree will fill in the
header fields with
information from the
customer’s record.

Enter or select a Ship By
date. This will help you
manage the order and the
items needed to fill it.

# Sales Drders ) o ] [
File Edit GoTo indow Help
s B o.e B. o o 2, 8. O
Close Mew List Save ik E-mail Delste FRow Mote  Jourmal Ewent Nayout Reportz  Help
Customer ID; [ EY Sales Order IEI
Eill Ta: Everly Property Management Ship Ta: Shipta 1 |v \Qate: 21407 : ]
4555 Pleasant Hill Road Shin By:
Duluth, GA& 30092 Copy = i By j
SOMo.:| 10310
Close 50
| | [ orop ship
Customer PO Ship Yia Terms Sales Rep
Mone w | 2% 10, Net 30NDays Ol
| | [+l P | |
Quantity  Shipped Iterm Desc\{ption Unit Price  Tax Ammount Job
12,00 12,00 | FERT-16100 Bell-Gro P.II—Purpoég (Organic) Fertil 3,99 1 107,83
B.QD §.00 [ FERT-16160 Bell-Gro Pot Ash 5 |B\ Bao 9,991 1 79.92
12‘ 12.00 | SEGR-32110 Bell-Gro Fine Fescue %@eds -5l B 2399 1 287.88
Customer Account as of Feb 1, 2007 — Sales Tax: 28.54 | GAGWINM O
Balance: 0.00 Fraight: 0.00
Credit Limit:  50,000,00 m >
Credit Stitus: Mo Credit Limit Sales Order Tatal; 504,22
Maximize vipur results with help from Peachtree experts. \

Enter the quantities and
items that will be part of
this order.

Select Print to save the order
and print either as a pick
ticket or order confirmation.

If you have not entered a sales order number, the SO# field is blank. Once you enter a
sales order number for the first order, Peachtree increases this number for the next sales
order.
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Entering Proposals

When you are ready to ship items on a sales order or bill your customer for items on a
sales order, you will use the Sales Invoicing window to specify the items you want to ship

and bill.
Apply to Sales Order No.: ]

Ttem Remaining  ShipeANEReA At o

Hecription QL Account  Unit Price Tax Amounk Joh

| [ s ) | | |

On the Sales/Invoicing
window, you can select the
sales order number that
you're filling.

Items that are not shipped will be treated as backordered items and will appear on the
Sales Backorder report.

Bellwether Garden Supply
Sales Backorder Report
As of Mar 15, 2007
Fitter Criteria includes: 1) Includes Drop Shipments; 2) Accepted Proposals only. Report order is by tem ID. Report is printed in Detail Format.

ShipBy temID tem Description SOProposal No. Otyon Order OtyonHand Oty on PO's
3607 =Mone= Thornfire subdivision lands  P10004 0.80
3607 =Mone= Landscaping redesign P10007 0.50
Total: 1.30
AMEI0T  AVRY-10140 Thistle Bird Seed Mix-B b. 10341 10.00

Entering Proposals

Proposals are documents you draft for customers or prospective customers for services
you plan to perform for them, detailing the quantities and costs of the services and any
items that support them.

In the Help index, look up “sales order, overview."

Look up “sales order, shipping items from."
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To enter a proposal,

w Select Tasks, Quotes/Sales Orders/Proposals, Proposals;

below:

Select a customer.
Peachtree will fill in the
header fields with
information from the
customer'’s record.

then, follow the steps

Enter or select a Complete
By date. This will help you
manage the proposal and
the line items it contains.

@ Proposals 10l =|
File Edit GoTo| Window Help
&y Eo & £ 3y
@ BllEE JH &< @ 5. 2 @ D, @
Cloze Mew List Save ﬁt T Eemal  Delete Row T Mote  Journal  Ewent Layoutv Heport; Help|
Ad 1'%
Custamer ID: [ ARMSTROMNG Proposnl =
| b [] posp! [£]
Bill Ta: Armstrong Landscaping Ship To: shipta 1 |v Date: | Br1/07 I
2300 Club Drive - s =
Suike & Copy = | | Armstrong Landscaping Complete By:| Mar 31, 2007 &)
Morcross, GA 30093 2300 Club Drive Propasal Mo.: [ P1o00s
Suite & Accept Proposal
Morcross | G# [30033 [ dlose Proposal
[ orop ship
Customer PO Ship Yia Terms Sales Rep
| Mone |ﬂ Met Dus \ | |r'_q
Y
Quantity Item Description \ Unik Price Prev Billed Amt  Tax Amount Job
1.00 Thornfire subdivision Iand;;aping 10,000.00 2,000,001 10,000.00
Customer Account as of Mar 1, 2007 Sales Tax: 600,00 | GAGWINN | CL
Balafice:  45,015.04 Freight: 0.00
Credit Lirnit:  50,000,00
Credt Status: Mo Credit Limit Propasal Total: 10,600.00
Securd remote access ko your key business data. \

Select Print to save the
proposal and print it. If
you don’t want to print

Enter the quantities
and items that will be
part of this proposal.

the proposal, click Save.

Date:| Mar 15, 2007

Complete By:| Mar 15, 2007
Proposal Mo, | P1000S

[] Close Proposal
[] brop ship

Ilﬂl!

the proposal.

When the proposal has been accepted by the customer,
mark it as accepted by checking the Accept Proposal
box. After the proposal has been marked as accepted,
you will be able to bill your customer for the items on

When you are ready to bill for the proposal, select the

customer and then select <Proposals> from the Apply
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Entering Sales Invoices

to Sales Order # drop-down. Then select the proposal. The window below appears, and
you can quickly fill the proposal.

select Percentage to Bill ) x|

Select the percentage of the Proposal that vou would like ko bill:

% The remaining percent to bill of the Proposal (including Freight):

" A percentage of the Proposal. % ko Eil I

" Manually enter different percentages or amaunts For each line.

(04 Cancel | Help |

Select an option and complete the entries. Then, click Print to save and print the invoice.

Entering Sales Invoices

Sales invoices are documents that list goods and services that your customers receive from
your business. Customer invoices are entered or maintained in the Sales/Invoicing win-
dow. You can use this window for a variety of customer billing functions, including filling
sales orders and proposals, invoicing customers, and billing and receiving payments.

In the Help index, look up “proposal, entering.”

Look up “proposal, billing.”
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To enter a sales invoice,

= Select Tasks, Sales Invoicing; then, follow the steps below:

Select a customer. Peachtree 0 Leavg the Invoi;e # blgnk ',T
will fill in the header fields youintend to print the invoice.

with information from the Peachtree will automatically
assign an invoice number

during the printing process.

customer record.

L Sales/Invoicing = | Ellil
File Edit GoTo ‘Window | Help
& y = = s = < =
@ O Hoid: e € e En B, M & @ @, ®. 0 @
Close  Mew Lt © Sqve Fint ~ E-mail Delste. Recur  Broadcast Row SerialMo  Mote  Jounal  Event  La ot Flaport; Attach  Help
N
Customer ID: [MosLEY ‘ Cz\| Invoice
Bl Ta: Mosley Country Club Ship To: | ahip ka1 | v Date: | Mar 15, 2!? j
1 Howeell Wealk
Duluth, G4 30096 Copy 2 | Masley Country Club Invvoice Mo | |
1 Howeell Walk, [ brop ship
Duluth [ 58 [300%8
Customer PO Ship Wia Ship Date Terms Sales Rep
Mane | 3 29 10, Mek 30 Days ‘ ﬂ SPRICHARD | [il
Apply to Sales Order: 0,00 pply to Sales: 7,112.09 ]
Quankity Ikem Description Unik Price  Tax Amnounk Job |
20.00 | MURS-21900 Ficus Tree 22" - 26" 55.95] 1 1,119.00 d
25.00 | NURS-Z2000 Ginko Tree 14" - 16" 49,95 1 1,248,735 LI
Applz Ticket#q)enses Sales Tax: 426,73 | GRGWINN |3|
Freight: 0.00
- Customer Accopink as of Mar 15, 2007 Other Appiied Credits 0.00 7,538,682 Invaice Total
Balance: 1F,478.13
Credit Limit:  5p,000.00 Amount Paid at Sale 0.00 7,538,582 Met Due
Credit Status: Mobify Cwer Limit
Turn kime inko mohey and now link with vour Peachtree data,
9 Enter the quantities 0 Select Print to save the
and items that will be invoice and print it.

part of this invoice.

You can use the steps above to create a sales invoice for items that you are selling at the
point of sale. This method uses the Apply to Sales tab. You can also fill sales orders and
proposals using the Apply to Sales Order No. (or Apply to Proposal) tab. For more infor-

mation, see “Entering Sales Orders” on page 179 and “Entering Proposals” on page 181.

You can also apply payments from your customers to the invoice at time of billing. Just
follow the steps above to create the invoice, but before printing, click the Amount Paid at
Sale button to enter the payment information.
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Entering Sales Invoices

Receive Payment N 5'

& P
Q;@e\ oK }}e’lp

Time of Sale Receipt

Depasit Ticket 10 Reference: Cash Accourt
Date: Mar 15, 2007
Customer 1D: MOSLEY Rachipt:AmoLat:
Mame: Mosley Country Club
émuoé’;f";:z!go% Payment Method: @
™ use cred\tﬁﬂ swipe Ecess Credit Card
| 7
Enter your customer’s
payment information /
here, if they paid at Enter the amount of the payment
the time of the sale. and the payment method here.

Click OK when you’ve entered the payment information. The payment amount and
invoice balance appear in the bottom right of the Sales Invoicing window.

Cther Applied Credits 0.00 #75.58 Inwvoice Total

Amount Paid ak Sale 275.58 0.00 Met Due

Note that you cannot print a receipt for the customer using this routine. However, you
can do so using the Receipts window.

Printing Sales Invoices
There are two basic ways to print sales invoices:

Sales/Invoicing: Using the Print button in either the Sales/Invoicing window, you
can print one invoice at a time. Using the Print button drop down menu, you can
choose Select Invoices to Print to print a batch of invoices.

Reports & Forms: In the Forms list on the Forms tab of the Select a Report or Form
window, you can choose an invoice form to print and then print a batch of invoices
that have not yet been printed (assigned invoice numbers).

In the Help index, look up “invoice, entering sales.”

Look up “invoice, applying customer payments.”
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Print Sales Invoices from Reports & Forms

The process of printing invoices is fully explained in the “Reports” chapter, since invoices
are printed in a batch from the Reports & Forms menu. Entries saved without an invoice
number will print from here. For more information, see “Batch Printing Forms” on

page 303.

w From the Reports & Forms menu, select Forms; then select Invoices and Packing

Slips.
Forms: Select an invoice form
v wi/Fig reprinte from the list. All invoicesin
5] troies - this batch will print using
|=] Invoice Continuous this form.

|=] Invoice w/ Freight

|=] Invoice w/ Freight & Backorder
|=] Invoice w/ Ship To & Freight
|=] Invoice w/ Ship To Preprinted

|=] Invoice w/Freight Contiruous

|=] Megative Irvoice =
|=] Megative Irvoice Continuous

|=] Packing Slip

|=1 Senvice lnwnire LI

You will filter which invoices you want to print and enter the latest date of the invoices
you want to print. If you use the default settings, Peachtree will print all outstanding sales
invoices that do not have reference numbers (invoice numbers) as of the latest invoice
date.

Broadcasting Sales Invoices
You can create the same invoice for multiple customers. For example, if you bill the same
annual fee to many of your customers, you can use broadcast invoicing to create this

invoice for multiple customers instead of creating the invoices one at a time for each cus-
tomer.

To broadcast a sales invoice, follow these steps:
1 Select Tasks, Sales/Invoicing.

2 Create the invoice that you want to broadcast to multiple customers. You do not have
to enter information in the customer ID field or the date or invoice number fields.
These fields will be populated on each invoice based on the selections that you make
later in the process.

OR
Open an existing invoice that you want to broadcast.

3 Click the Broadcast button on the Sales/Invoicing screen toolbar.
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Quentity Ttem um

Amount.

Loo[sooction e [od

2995

too] Iz

12000

(5] Teketsfoxpenses

0.00 =

om0

149,95 Invaice Total
145,95 Nt Due

L Eh ey (5 s S W o
s Invoice
o o1 S oe e

vz voke o —

Dowe

[T
Custoner20 stipte  shpoae Toms sdeskep
[ [rere ]9 = B =Y}
Poph 2530 Oder 030 Yawniy to

lick OK.

[~ Dther Fiters

N\

2P Code: [A1 < = Delivey method [Pt andEmal
Iype [A0 - Sales RepID: [Al ~ /
s >t
Second Contact [A1 - Quphaing? [T 7]
Lawn Core Srvc? [A <
Monthly Service? [a <

5

Entering Sales Invoices

Select the Broadcast
button to create the

“invoice thatis displayed on

the screen for multiple
customers.

On the Select Customers for Broadcast Invoicing-Filter Selection screen, make
any necessary filter selections to narrow down the list of customers to use when creat-
ing the invoices. Then ¢

Make any necessary
filter selections and
click OK.

In the Selection Grid on the Create Broadcast Invoices screen, select the customers

that you want to use to create the invoices. Some customers may have messages in the
Warning column of the grid. Look carefully at these customers before selecting to cre-

ate invoices for them.

If you do not see the desired customers in the Selection Grid, click the Return to filter
screen button to return to the filter screen where you can change your filter selec-

tions.

6 Enter a date for the invoices in the Broadcast Invoice Date field.
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7 Click Create. This will save the invoices without invoice numbers so that you can print

them later.
Select the Enter a date for the
customers invoices here.

that you
wa n-t to use Create Broadcast Invoices 1 x|

to cr'eate' the sascas oo Dot [ I
Invoices. A Retun to fiter screen

| Customer D

CUMMINGS Curnmings Construstion Hold

Click Create ALDRED Aldred Buiders, Inc.

to save the ARCHER Atcher Soapes snd Ponds

X R ARMSTRONG | &umshiong L andscaping I
invoices. You CHAPPLE Chapple Law Dffices

DASH Dash Business Systems

will be able to

view a \

summary list
and print the GOADOMN_ | Gordon Park & Recreation
HENTON enton Pak Apsriments _

invoices after Number of Invaices Selected: 3 E stimated Tolal of Invoices Selected: §4,548.45
saving them. Crste | Concel Help

EVERLY Everly Propetty Management
FRANKLIN Franklin Botanical Gardens
FREEMOND Freemond Country Club
‘Pﬂc@ Frost Technalogy Park

L]
I
~
1
v
[
[
[
v
el
v
[
[

8 A message will appear showing the number of invoices that you just created and giving
you the option to print the invoices and view a summary list of the invoices. Click View
Summary to see a list of the invoices you just created. You will not have the option to
view this report any other time.

9 Click Print Invoices to print these invoices. The Preview and Print Invoices and Packing
Slips screen will appear with the invoices you just created selected in the grid. You will
be able to select other unprinted invoices to print also.

Peachtree Accounting

‘fou have created 31 invoices, Select the View Summary button ko see a list of these invoices,
‘fou will not be able to view this report at a later time.

Select Print Invoices if you would like to print these invoices now, You will also be able to seleck
other invoices to print,

Print Invoices Close
Select View Summary to Select Print Invoices if you
view a list of the invoices want to print the invoices
you just created. now.

10 On the Preview and Print Invoices and Packing Slips screen, enter the first invoice num-
ber to use when printing the invoices.
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11 Click Print/E-mail to print the invoices.

Enter the first x
invoice

Print/E-mail | PiniSetp | EmalOptions |

number to use ™~
when printing % okt 2, one

Unprinted i | thiough [Miar 15, 2007 [5]

th € Invoices. Humber the fistinvoice: ign fucher Soaes and.,. | D317
Amstrong Landsca. 03/15/07 $7.42
Use this form: [Irvsics = Chapple Law Dffices 0315407 $7.42
T h b d t Custornizs this form Dash Business Sps. 03/15/07 $7.42
e proadcas EVERLY Everly Froperty Ma..  03415/07 §7.42
H H H FRANKLIN Franklin Botanical 03/15/07 $7.43
invoices will be W FREEMOND Freemond County .. | 0315407 §7.42
Frost Technology P 03/15/07 $7.42
selected tO/ Gordon Park & Rec.. 0357 §7.42

Filter customers by:

Fog _ Henlon Park dpart.. 031507 $7.43
print in the : o Halland Fropatties. .. 0315407 $7.42
g rid P — KentonGokand .. 03/15/07 $7.43
. Mason Office Pak 0315407 $7.43
Delivey methad: |Print and e-mail | McKay Constiuction  03/15/07 §7.49
I Include invaices  packing slips with  drop shipment Mosley Country Club - 03415/07 $7.42
Pietce Propetes, .. 031507 $7.42
Rt (Cash] Saks 035407 $7.00
. . Roberts Leaming ... 03/15/07 $7.42
Click Print/E- RoseUniversty 0345407 §743 o]
P P — -
mail to print the
Invoices. \‘ Brnt/Emal | PintPrevien | Cancel Help

Voiding Sales Invoices

Sometimes you will need to void an invoice. This typically happens when you’re printing
preprinted invoice forms and your printer jams during printing. You don’t want to delete
the invoice altogether because you need to account for all invoice numbers. For instance,
say the printer jammed while printing Invoice No. 101. The invoice register will have a
record of Invoices No. 100 and 102 but not of 101 because it failed to print. In this case,
to account for the missing invoice, you would void Invoice No. 101.

Once you void a sales invoice, Peachtree generates a second invoice that reverses the orig-
inal one. It also creates what is called a “zero-dollar receipt,” Peachtree creates this trans-

action to “pay off” the original as well as the voided invoice so that neither of them shows
up as an aged receivable.

To void a sales invoice, follow these steps:
1 From the Tasks menu, select Sales/Invoicing.

2 In the Sales/Invoicing window, use the List button in the toolbar to find and select the
invoice you want to void.
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3 Now, do one of the following:
S
% From the toolbar, select the drop-down arrow next to the Delete _i.Delete
button, and then select the Void button.
. . . . .. . Delete
% From the Edit menu, select Void Invoices. The Void Existing Invoice @
window appears with information about the invoice and the void date; Void
you can choose a different date if you want.
To delete the invoice, select OK.
Yoid Existing Invoice x|

The following invaice will be voided as of:

Number Date Source Amt Customer Mame
Cancel | 3
10327 ar 1, 2007 AR 399.90 Diash Business Systems

Entering Receipts (Customer Payments)

When a customer pays your company for goods and services sold to them, you must
record the receipt. Most receipts are applied to sales invoices. However, you can also enter
cash sales (transactions in which no invoice is entered or required), prepayments, and cus-
tomer refunds. Peachtree lets you receive multiple methods of payment such as cash,
check, and credit card.

In the Help index, look up “printing, sales invoices.”

Look up “printing, forms in batches from Select a Report window.”

Look up “invoice, broadcast.”

Look up “voiding, sales invoices.”
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Entering Receipts (Customer Payments)

INITIAL DECISIONS
Since this is such a versatile window, think first what kind of receipt you're recording. Is this a

cash sale (page 192), or did you issue an invoice? If this is a prepayment (see page 192), things
will be handled a little differently.

Applying Receipts to Sales Invoices
You will use the Apply to Invoices tab of the Receipts window for this type of task. To
apply a customer payment to sales invoices,

w Select Tasks, Receipts; then, follow the steps below:
will fill in the header fields Receipt numbers. Also,

with information from the specify the Payment Method
customer’s record. and the appropriate Cash

Account.
-loix]

0 Select a customer. Peachtree e Enter the Reference and

File Edit GoTo Window Help
& e : —
g B 3@ &6 X =B. M e o, 0
Cloze Me] List Save ﬁt T E-mal Delete  Raow T Serial o Detail  Journal  Event Heport; Attach  Help
A Receipt
Deposit Tivt 1D | 0317071 Referepce: | 10123 Cash &tcaunt
Receipt Mumber: | 1038 | |Regular Checking Account |ﬂ
Custamer ID ARCHER.
| |z” |—| Date: [B15/07 =
Archer Scapeq and Ponds : .
778 Oakland Harkway Receipt Amount: 23,359.35
Alpharetta, Gf 30092 i j
Payment Method: Cash Account Balance
Uncaloulaked §I
™ Use credit card swipe | Process Credit Card
Apply to Invoices: 23,359.35 TAppIy to Revenues: 0.00 ] [ erepayment
Invoice Drate Due Amount Due Description Discounk Amount Paid Pay|
10120 Feb zg, zo07| | 4,281.47 4,281,47 Iﬂﬂ
10123 Mar 2, 2007 19,077,588 19,077,686 | A
10209 Mar 25, 2007 | 7,374.69 O
10329 Apr 3, 2007 59,98 Cime
Order Peachtree compatible Checks land Forms.

f
Select Save or Print;
this will update the
customer’s records.

/
Mark the Pay check
boxes for the invoices
the customer is paying.
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Entering Cash Sales

To enter cash sales, or any other type of sale where no invoice is involved, you will use the
Apply to Revenue tab. Using this tab, you can enter the customer’s payment as well as
record the sale of inventory items and other services. Your inventory quantities on hand
will be updated when you save the receipt. To enter a cash sale, start with steps 1 and 2
on the previous page, and then continue below.

a On the Apply to Revenues e Select Save or Print to
tab, enter the quantities, complete the transaction
items, and so forth, for the and update the customer’s
sale. This can include items records. Any stock items
that are not tracked in sold will be subtracted from
inventory. inventory.
Apply ko Invoices: 0,00 ]Apply to Revenues: 438.65 ] [ Prepayment
Quankiy Itern ' Description GL Account Uit Price Tax Arnaunt Jaob
200 |AVRY-10100 | Assembled Redwood 12-Room Bird House on | 40000 12099 1 259,58 |
Bird House Kit Sales Regular
3.00 | AYRY-10110 Thres-5ection pols that wil place the bird hou| 40000 49.99| 1 149.97 |
Bird House-Fole 14 Ft, Sales Reqular Joh Description

You can create a cash sale to customers who are not listed in your Customer List
simply by skipping the Customer ID field and entering their name information in
the Name fields.

Tip

Entering Prepayments

You can enter a prepayment or customer deposit by using the Apply to Revenue tab. Fill
out the header information in the Receipts window, click the Prepayments check box on
the Apply to Revenues tab, and enter the prepayment information. Then select Save or
Print. This deposit can then be applied to customer invoices.

In the Help index, look up “receipt, overview.”

Look up “receipt, applying customer payments.”
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Entering Credit Card Sales

You can enter, authorize, and track customer credit card transactions easily in Peachtree.
First you need to apply for an online merchant account for use with the Peachtree Credit
Card Service. This service securely transmits credit card information entered in Peachtree
to an online merchant account provider and immediately returns an authorization code.
For more information about the Peachtree Credit Card Service, look up “Peachtree
Credit Card Service” in the Help index, or go to Peachtree Software’s Web site at
<www.peachtree.com>.

Once you're signed up for the service, you can enter credit card transactions in either the
Receipts window (recommended for most transactions) or the Sales/Invoicing window
(only if receiving full payment at the time of sale). In either case, processing credit card
transactions involves two big steps: 1) entering the customer and receipt information and
2) entering the customer’s credit card information, either manually or by swiping the card
through a card reader.

1 To enter customer/receipt information, do one of the following:

% From the Tasks menu, select Receipts. In the Receipts window, enter the receipt
information. (For example, select a sales invoice that the customer is paying, and
enter the balance they are paying.)

Or

% From the Tasks menu, select Sales/Invoicing. In the Sales/Invoicing window,
enter or select your customer’s invoice, and click the button next to the Amount
Paid at Sale field. In the Receive Payment window, enter the receipt information.

2 Once you've entered the customer information and all the receipt information, do one
of the following:

% To enter credit card information by swiping the card through a card reader, click
the Use credit card swipe check box; then click the Process Credit Card button.

See “Processing Credit Card Sales with a Card Reader” on page 195
Or

% To enter credit card information manually, click the Process Credit Card button,
which opens the Credit Card Information window. Here you can enter card and
payment authorization information.
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Credit Card Information N x|
@ m =3
iCancel ! Ok Swﬁllée Help
3
Cardholder's Name: |Mancy Arch Fiecsipt Dats: Mar 15, 2007
Billing Addherss: | 778 Oakland Parkuay Fiecsipt dmount; 23,359.35
City, State, Jip: [Alpharstta |GA |30092 Credit Card Mumber: =500 00000000 | Clear I
Counhy: [ o Expiration Date: [12 |/ MMATY)

Verification Mumber:

E-Commerce Sale: [T
Comrngnt: Authorization Code: l:l

: P Authorize
[T Sawve thiz card as this customer's Payment Default 4

To turn this transaction into If you use the Peachtree Credit Card

an automated one using a Service, the Authorization Code is
card reader, click the Swipe entered for you when you click the
button. Authorize button. Otherwise, enter the

payment authorization code manually.

3 Enter the cardholder's name exactly as it appears on the credit card.; then enter the
customer’s billing address. Note: In order to authorize a credit card payment using the
Peachtree Credit Card Service service, you must provide a first and last name in the
Cardholder Name field. You need to enter the name as follows:

<FirstName><Space><LastName>

The Cardholder Name field st contain at least one space. That single space can’t be
at the beginning or end of the cardholder’s complete name. The Credit Card Service
will accept only the first 32 characters of the cardholder’s name.

In the Help index, look up “credit card, processing payments.”

4 Enter the credit card expiration date using the month/year (MM/YY) format. Expiration
years (YY) appear as two digits (for example, 08 represents 2008). If a card expiration
date is 5/31/08, enter 05/08. Important: The expiration date must be entered exactly as
it appears on the card.
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Select for Deposit

5 Enter the credit card verification number located on the back of the card at the end of
the sixteen-digit credit card number. This is a protection feature that’s now included on
most credit cards.

6 If you're signed up for the Peachtree Credit Card Service, click the Authorize button.
This sends your customer’s credit card information and payment data, over a secure
Internet connection, to your online merchant account provider.

If the provider accepts the transaction, the Peachtree Credit Card Service enters the
authorization code directly into Peachtree. Depending on your Internet connection, this
could take up to 20 seconds.

If you don’t use the Peachtree Credit Card Service, you'll have to enter the payment
authorization code manually (typically retrieved from a credit card swipe terminal).

Processing Credit Card Sales with a Card Reader

When you process a credit card transaction using a card reader, customer information is transferred
automatically to the Credit Card Information window. This includes the authorization code as well, as
long as the transaction is authorized. So transactions using a credit card reader are streamlined. The
illustration shows the window filled in with information from a transaction using a card reader. For
step-by-step instructions, look up “credit card, processing payments with card reader” in the Peacht-
ree Help index.

it Card Information x|

@ * (7]
iCancel ;  OK Help
Cardholder's Name: |Nancy Arch Feceipt Date: Mar 15, 2007

Biling &ddress: 778 Dakland Parkway Receipt Amount 23,359.35

: : i : oottt
City, Stete. Zip: | Alpharetta [G& [s00az Credit Card Number Hil Gl |
Couritry; Expiration Date: (12 | # [MMA)

Werification Mumber:
E-Commerce Sale: [

Comment: futhorization Code: [ |

Authorize
[ Save this card as this customer's Payment Default

Select for Deposit

With this routine, you can combine multiple customer receipts into one or more bank
deposits. You do so by selecting the individual receipts that you want to include in the
deposit. You can also print deposit tickets to submit to your company's bank along with

cash and bundled checks.

To create a deposit ticket,
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= Select Tasks, Select for Deposit; then, follow the steps below:

Select the Account ID
that has received the

Enter the date and the
Deposit Ticket ID.

payments.
Select for Deposit x|
& 8 ] @
Close Mew  Open | Save [iTy Delete All All Help
‘ * Deposit

\J

Account ID: | 10200-00 . Reqular Checking Account

Deposit Ticket Date: [Mar 15, 2007 (&)

Deposit Ticket ID:

Date Receilred Fram Payment Method Check/Ref Mo, Arnaunt Depasit
Mar 2, 2007 | Everly Property Management AMER ooz 149.97 =
Mar 2, 2007 | Kenton Golf and Tennis Center Check CH31703 160.50 O
Mar 5, 2007 | Holland Properties, Inc. Check CHs000 26,50 O
Mar 7, 2007 | Chapple Law Offiges Mastercard CCOo001 40.25
Mar 7, 2007 | Cannon Heathcarg Center Check CCoonz 158.74 &
Mar 13, 2007 | Snvder Securities Mastercard CCO00& 99,95 /I:l

Tatal Cash Tokal Checks Tokal Other Total Deposit
ooo + oo+ oo = 0,00

[

Select Save or Print to
complete the entry. After
you do so, these checked
entries will disappear from

the list.

/

Mark the Deposit
check boxes for the
receipts that you are

depositing.

Look up “credit memo, overview.”

In the Help index, look up “select for deposit, entering bank deposits.”

W,

Note

the Deposit boxes.

The Select for Deposit window lists all current receipts for the general ledger
account displayed in the Account ID field. Initially only receipts with blank
deposit ticket IDs are listed. To examine receipts with applied deposit ticket
IDs or print an existing deposit ticket, select the Open toolbar button.

196

Select the Deposit boxes for each of those receipts you want to
deposit. You can also click the All (Select) button in the toolbar to
check all the Deposit boxes or the All (None) button to uncheck all

|
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All (Select)
L]
All

All (None)



Entering Customer Credit Memos

Depending on your selection on the Pay
Methods tab in Customer Defaults, Peachtree
may or may not automatically generate a " InReceipts
Deposit Ticket ID. If you selected In Select for & InSelect for Deposit
Deposit on the Pay Methods tab, then Peacht-
ree will automatically suggest an ID when you
enter Select for Deposit. Otherwise, Peachtree
will suggest an ID when you use the Receipts window.

Azzign Deposit Ticket (D

Account Reconciliation window. It will also make it much easier to locate receipts

Combined deposits streamline the bank statement reconciliation process in the
% when you reconcile the account.

Tip

Entering Customer Credit Memos

On occasion, you will have to grant a customer credit—an item arrived damaged, they
received a discount that was not applied, or they returned items to you. For this type of
transaction, you will enter a credit memo. You can apply this credit to an existing unpaid
invoice immediately, or you can save it and apply it later. It’s up to you.
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To enter a credit memo and apply it immediately to an invoice,

w Select Tasks, Credit Memos; then, follow the steps below:

Select a customer.
Peachtree will fill in the
header fields with
information from the

Enter the Credit ID you've
assigned to this credit

memo. If you're going to
print the credit, leave the

customer’s record. field blank.

=10/ %]

F. Credit Memos
File Edit GoTo ‘Wjndow Help

Ty

E-mal Delste Retunm Serial Mo

L!J p o) 5 )
5!9 jate Jo%al E@ﬂ Flégrtz Helg

Credit Memo
Drate: , 2007 |&=

Credic Mo.: [ 234234 |

C@e Ije_-‘w L*‘ I%t v

Customer ID: | ALDRED ‘ C{I
Bill To: Aldred Builders, Inc,

412 Sever Rd
Morcross, G4 30092

Click Save or Print to
complete the transaction
and apply the credit.

Terms Sales Rep Return Authorization

2% 10, Met 30 Days

Customer PO

B

S

]

|ﬂ T Apply to Sales: 0.00

Apply to In¥oice No.: |10129
Item Quankity Returned Description Unit Price Tax Arnounk Job |
SOIL-34120 100,00 1,00 | Topsoil ¥, Bag 6,99 1 6,99 ld
SOIL-34130 100,00 Peat Moss\%phagnum Compressed; 5.5 cubic f 9.99( 1 ﬂ
Sales Tag: 042 [eaawinn_ [O]
Freight: 0.00
[~ Customer Account as of Mar 15, 2007 Other applied Receipts 0.00 7.41 Credit Tatal
Balance: 5,556.91
Credit Limit:  50,000,00 edit Applied to Invoice 7.4l 0.00 Met Credit Due
Credit Status: Motify Over Limj

/
Maximize vour resulks with hg’g From Peachtree experts,

Click the drop-down on the
tab and select the invoice
that you want to apply the
credit to.

Enter the quantity
returned in the field.
Peachtree will calculate
the amount of the credit.

In the Help index, look up “credit memo, entering.”

Look up “credit memo, applying refunds to.”
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Select for Progress Billing

To enter a credit and leave it unapplied, follow steps 1 and 2 on the previous page, and
then follow these steps.

Select the Apply to
Sales tab.
[ Apply to Sales: 129.99 ]
Quankiky Ikem Descripkion GL Accounk Unit Price Tax Arnount Job
1.00 | AVRY-10100 Assembled Redwood 12-Room Bird House| 40000-AY 129,99 1 129,99
Bird House: Kit Sales - Aviary Regular Jah Description
Sales Tax: 7.80 | GACHER. a
. Freight: 0.00
Enter the q Uantlty apd Other Applied Receipts 0.00 137.79 Credit Total
items the customer is - , ,
Credit Applied to Invoice 0.00 137.79 Met Credit Due

returning. Peachtree

will calculate the Click Save or Print to

amount. 9 complete the transaction.
You will be able to apply
this credit at a later time
using the Receipts window.

Assigning Credit Memo Numbers: Peachtree sorts credit memo numbers one digit
at a time. It is thus a good idea to assign numerals with the same number of digits.
For example, Peachtree sorts the following numerals in this order: 1, 104, 12, 2, 23
Tip
On the Receipts window, the credit will appear on the Apply to Invoices tab. To
apply it, simply check the Pay box for the credit along with the Pay box for the invoice it

is being applied to.

Apply to Invoices: 7,236.90 l Apply to Reverues: 0,00 ] O Prepayment
Invoice Date Due  Amounk Due Description Discaunt Amount Paid Pay|
10209 Mar 25, 2007 7,374.69 7,374.69 |
10329 Apr 3, 2007 50,98 |
10317 &pr 14, 2007 49,99 1,00 |
CC100 Mar 25, 2007 -137.79 (-13?.?9 Y|

Select for Progress Billing

The Select for Progress Billing feature of Peachtree Quantum enables you to bill multiple
customers and jobs at percentages you determine and to release retainage on existing
invoices. This feature will generate sales invoices for your customers and update revenue
information for jobs and job reports.

The Select for Progress Billing option on the Tasks menu is a two-step process:

199



Chapter 10  Customer Transactions

% Select which items you want to bill. You choose a number of criteria, called “filters,”
that determine which items will be listed on a billing checklist.

% Select which invoices you want to print and/or e-mail to your customers. Once
the “filtered” items appear on the billing checklist, you can decide which ones you
want to turn into actual invoices.

Choosing Select for Progress Billing is an efficient way to bill for multiple jobs even if
they are for different customers. Once the invoices are created and printed, you can still

treat them like invoices created in the Sales Invoicing window. That is, you can edit, void,
and delete them as needed.

Select Items for Billing (Filter Selection)
The Select For Progress Billing - Filter Selection window has a number of criteria that
you can use to limit the range of items selected for billing.

= From the Tasks menu, choose Select for Progress Billing.

5Select For Progress Billing - Filter Selection

As of: IMar 15, 2007 j

(|
HiE |

Select the range of Cughomer ID: & @l Select: |
cu;tomers, jobs, and Job ID: & Al " Select: | Cancel
job tys\?;:r?; écl)”u Job Typer & ) " From: | = Help
Ta: I j
—Display information for
Select the types of ¥ Percent of Contract |/ Completion
billing methods that v [ Include jobs billed &t 100% or mare

you want to include in
this progress billing
routine.

¥ Percent of Proposal
¥ Relsase Retainage

I Include inactive jobs

The filter criteria in the window fall into two main categories:

Select jobs with The first group box lets you limit the items that will be selected for bill-
ing according to Customer ID, Job ID, or Job Type.

Display The second group box lets you fine-tune the items selected for billing according
to a variety of attributes, including billing method, job status, and percentage billed. Also,
you can check the Retainage available to be released box to include retainage on existing
invoices that is to be released.
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Select for Progress Billing

Select Invoices to Create

After you click OK on the filter window, the Select For Progress Billing window automat-
ically appears. (You can change the filter selection from this window by clicking the
Select button.)

?. Select For Progress Billing = | Ellll
File Edit GoTo ‘window Help
A Py =1 = —
@ b -0 O @ &
Close i Save  Select Rsfresh Print ~ E-mal Bill All Al Help
Invaice Date: | Mar 15, 2007 Select for Progress Billing
Percent of Contract § Completion TPercant of Proposal T Release Retainage ]
Inv.., | Cuskomer 1D | Job ID | Phase [D | Cosk Code.., | Bill %% | Tokal % | Amounk | Retainage % | Retainage Amt * |
D Aaron Aaron 03-Floaring 040-Flaati. .. 0.67 104.19 47.21 10.00 4,72
Aaron Aaron 03-Floaring 100-Floari. .. 2,96 104,14 340,92 10.00 34.09
O Aaran Aaron 04-Painting 050-Painti. . Z7.05 107.52 G65.64 10,00 86,56
Aaron Aaron 04-Painking 110-Painti. .. 16.97 77.94 84.85 10.00 8.49
D Aaron Aaron 05-Carpen... 120-Carpe... 11,27 102,94 135,33 10.00 13.53

In the Invoice
column, click the
check boxes for those
items you want to
turn into invoices.

4| | I
Create one invoice: IPar Job ¥ * Retainage may be displayed by phase [ cost code; however it will be invoiced by job.
Total Invoice Amount: § 76.36
Murnber of Invnices:/ 1
/

7
These fields show the total number
and dollar amount of invoices that will
be created for the checked items.

This window—which functions as a billing checklist—displays all items that meet the cri-
teria set in the Select For Progress Billing - Filter Selection window. By default, the
Invoice check boxes at the far left are all unchecked, meaning that invoices will be cre-
ated for none of the items appearing in the grid at the center of the window. By checking
and unchecking the Invoice boxes, you tell Peachtree which items you want to create
invoices for.

< To select a// Invoice check boxes, click the All (Checked) button in the toolbar.
< To clear a// Invoice check boxes, click the All (Unchecked) button in the toolbar.

You can click the Bill button in the toolbar to open the Select Percentage to Bill window
that allows you to select options for faster billing and completion of the checklist. For
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Chapter 10  Customer Transactions

more information on using the Select Percentage to Bill window, see “Entering Propos-
als” on page 181.

Depending on the types of Billing Methods you use and your selections on the Select for
Progress Billing - Filter Selection window, any or all of three tabs will be available. Items
to bill for each of these tabs will appear in the grid.

If you choose to invoice multiple items supplied by a single customer, then you can
choose whether or not you want a single invoice by using the Create one Invoice option
at the bottom left of the window. The Number of Invoices field at the bottom right of
the window shows how many separate invoices will be created for the items you’ve chosen
to bill. The Total Invoice Amount field shows the total dollar amount of all these
invoices taken together.

Some of the item-information fields in the line-item grid are for display purposes only,
but some of them can be edited as needed. Editable fields on the Percent of Contract/
Completion and Percent of Proposal tabs include:

Bill% This is the amount of the line item that you will bill for on this billing routine.
Depending on your billing method and your selections on the Select Percentage to Bill
window, this value will vary. For Percent of Contract and Percent of Proposal, the default
is 0.00. For Percentage of Completion, the default will be Total % - Prev Billed %.

Total% Allows you to enter the total percent of the estimated revenue that has been
completed. The default will vary based on billing method.

Amount This is the dollar amount that will be billed for the line item.

Retainage% This is the percentage that will be retained for this line item. The percent-
age will be determined by the value in the job record for the particular job.

Retainage Amount This is the amount that will be retained for this line item.

On the Release Retainage tab, you can modify the percentage of the retainage to release and the
amount that is released.

In the Help index, look up “progress billing, selecting items.”

Look up “progress billing, select invoices to create.”
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o Vendor Transactions &

Peachtree organizes and monitors accounts payable, the orders you make and the money
you pay to your suppliers.

Overview of Vendor Tasks

Purchase Orders Enter purchase orders one at a time, or let Peachtree generate
a series of POs based on inventory-stocking needs.

Purchases/Receive Receive items into inventory as they arrive from the vendor, or

Inventory just create a purchase invoice.

Payments Use Write Checks to create individual payments on the fly;

use Payments to pay a single vendor when you need to track
inventory or jobs; use Select for Payment, Paper Checks to pay
more than one vendor at a time.

Electronic Payments If you're signed up for the Peachtree Bill Pay service. use
Select for Payment, Electronic Payments to choose vendors
and invoices to pay; then use Transmit Electronic Payments to
send the transactions to be processed.

Vendor Credit Memos Enter information for returns to and credits from your ven-
dors.

The example shows a business using all three main accounts payable tasks: purchase
orders, purchase invoices, and payments. You may not need or want to use all tasks. For
example, if your company works on a cash-and-carry basis, you won’t need to enter pur-
chase orders or invoices. Or you may want to skip POs and just enter invoices and pay-
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Entering Purchase Orders

ments against those invoices. Select tasks that help you most in managing and tracking
your accounts payable.

Your vendor sends you
You print and send the items you ordered
hirchase Hdes apurchase order to and an invoice.

your vendor.

You “receive” those
items and turn them into

You print a check and hase invoi
make a payment toh d purchase Invoice.

your vendor.

Entering Purchase Orders

A purchase order is a document containing a list of items or services you want to buy
from a vendor; it’s sort of like an intent to purchase.

The Purchase Orders window is where you enter a purchase request for items from a
single vendor. (To order from multiple vendors, use the Select for Purchase Order
option. For more information, look up “select for purchase orders” in the Help
index.) No accounting information is updated when you post the order. It’s updated
only when you receive the items on the PO and enter them on the Purchases/Receive
Inventory window, or if you’re using cash accounting, when you pay the vendor.

In the Help index, look up “purchase order, printing."

Look up “purchase order, editing.”

To enter a purchase order

w Select Tasks, Purchase Orders; then, follow the steps below.
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record.

Vendor Transactions

The Vendor ID field is a lookup
box. Press (2] in the text box, and
select the vendor from a list. Or,
press(+), and enter a new vendor

If you plan to print the purchase
order, leave the PO No. field
blank. You will assign a number
when you print the PO.

Yendor Balance on Mar

15, 2007 |#] 48,355.00

# Purchase Drilers o ]
File Edit GoTo ‘Wwindow Help
Leyd-d:-2- 60 X B. & & @& @ @& 8. @
Close Mew List T Save T Fiint T E-mal Delste Fow M Autofil  Mote  Jouwnal  Event Layoutv Fe ort; Help
Vendor ID: [50GARDEN & Purchase Order [€] [#]
Remit To: i 7o |v Ship To: Ship to 1 e Diake: [ M4r 15, 2007
Southern Garden Whalesale Bellwether Garden Supply Good Thru: | AN 14, 2007 E
455561d The Ship To address 1505 Pavilion Place PO Mo
defaults to your 7™ E Close Pho
¥ Drrop Shi
Atlanta company address. Morcross | 4 300933203 o Ship
1sa | =
Custamer S0 Mo, Cuskomer Invoice Mo, Discount gmount Terms Ship via AJP Accounk
darren | 5.40 |2°,fo 10, Met 30 Days | Mare | ﬂ 20000-00 | ';l
Quantity  Received Ikem Description Account Lnit Price Arnounk Job
3.00 EQLW-14140 | Catalog # LM400600 Riding Ly12000-00 139.95 419,85
Purchase Order Tokal: 419,85

Secure remote access to

our key business data,

Tip
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Terms automatically fills with
the vendor’s default terms. If you
want to show special terms for
this vendor on the purchase

order, enter new terms h

ere.

Enter quantities, items, and unit
prices or dollar amounts. If you
enter only an amount, Peachtree
will automatically calculate the
unit price.

Assigning PO Numbers: Peachtree sorts numbers one digit at a time. So it's a
good idea to assign numerals with the same number of digits. For example,
Peachtree sorts the following numerals in this order: 1, 104, 12, 2, 23.



Receiving Inventory/Entering Vendor Invoices (Entering Bills)

% The Ship To field fills automatically with default informa-
tion, but you can change this if needed to handle drop ship-
ments. For more information, look up “drop shipment” in
the Help index.

& CONCEPTS

Drop Shipment: In a
drop shipment, your
vendor ships the ordered

< In the Unit Price field, Peachtree will offer a default unit item directly to your

price—the last posted price for the item. customer. You don't
receive the item in your

business at all. However,

Receiving Inventory/Entering Vendor your vendor wil invice
. - . you tor the item; you then
Invoices (Ente"ng Bl"S) invoice your customer.

If you’ve created a purchase order, the next step is to receive the
inventory once it arrives from the vendor. Receiving items against a PO creates an open
vendor invoice, updating your inventory and accounts payable information. On the other
hand, if you’ve made a purchase without first creating a PO, then all you're doing is cre-
ating the invoice, not closing out an original PO.

We'll discuss two different processes:

% Receiving inventory against a purchase order (page 208)

% Entering a straight vendor invoice or bill once it arrives from the vendor (page 210)

In the Help index, look up “purchase order, printing."

Look up “purchase order, receiving inventory on.”
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Chapter 11 Vendor Transactions

To receive inventory against a PO

= Select Tasks, Purchases/Receive Inventory OR Tasks, Bills, Enter Bills; then, follow
the steps below:

The Vendor ID field is a lookup e If there are open POs for the
box. Press (2] in the text box, and vendor, the Apply to

select the vendor from a list. Or, Purchase Order No. tab
press (+), and enter a new appears on top. Use the drop-
vendor record. down list to select the

appropriate PO number.

® Purchases/Receive Inventory

iy =] |
File Edit GoTo ‘Window
VEIEE c BE- I B @ o, @, 0 @
E@a P?é‘w List Save Dﬁaite Fecur  Ship h SerialMo  Mote Jnléﬁa E%ﬂ Lei"%ul:v F\éﬁ?rt; Attach }-Ea{j
vendor I0: [ CALDWELL = Purchase
Remit To: Caldwel Tools Company Ship To: ship ko 1 v Date: | Mar 15, 2007 |& I
27356 Sk Fu Ids Pl -
Norcros:\fzn eg}alaggsusgce Bellwether/&/arden Supply 6"’0'59 Mo | k35345 ) |
1505 Pyﬁhon Flace =
H A | 30093-3203
0 Enter the quantity ?;(:mss [ea] A
of items received.
e foe tomer Ipdoice Ma. Terms Ship Via AP Account
| | / |2% 10, Mek 30 Day |L| Nane |ﬂ 20004-00 |r‘_\|
Apply to Purchase Order No.: |32 |ﬂ T Apply to Purchases: 0,00 l
Ikem Remaining  Received Drescription GL Account  Lnik Price Armnounk Jab
TOOL-35260 10,00 .00 | Catalog #WS70020: Scoop Shovel 12000-00 11.95 7LA0
TOOL-35440 6,00 Catalog #WS54550: Pranghoe Weeder | 12000-00 7.95
Other Payments and Credits: 0.00 71.90 Invaice Total
Amount Paid at Purchaseg 0.00 71.70 Met Due
Wendor Balance on Mar 15, 2007 B 21,304.10
Secure remote access bo your key business data,
e If you paid the invoice in full at e Invoice No. is a required field.
. : '
the time of purchase, enter the However, if the vendor hasn't
amount paid here billed you yet, just check the

Waiting on Bill box instead of
entering an invoice number.

% If you received all the items on the vendor invoice, from the Edit menu .
select Received All. If you select Received None, this removes all entries [ =l .
from the Received field. Alternatively, you can click the down arrow
beside the Ship button in the toolbar, and select Ship All if you received (=]
all items or Ship None if you received no items.
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Receiving Inventory/Entering Vendor Invoices (Entering Bills)

% If needed, you can edit the information for each item included on the invoice from the
vendor, including item quantity, item 1D, description, and unit price.

K2

% The default GL Account that appears for each line item is based on the vendor pur-
chase account default or the item ID selected, but you can change it. To change the
account ID, type ? in this field, or select the Lookup button. To add a new account,
type + or double-click the field, which displays the Maintain Chart of Accounts win-
dow. For more about general ledger accounts assigned to items, see “GL Accts/Cost-

. »

ing” on page 110.

% The Net Due field indicates the amount that you currently owe on the invoice. The
net due amount is calculated based on the invoice total less any already-applied pay-
ments.

K2

% The Vendor Balance field shows the total balance as of the current date. Select the
arrow button to the right of the field to display the current Vendor Ledgers report for
the vendor. For more information, look up “Vendor Ledgers report” in the Help
index.

In the Help index, look up “invoice, entering purchase.”

Look up “serial number, entering.”
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To enter a vendor invoice (bill) based on a purchase instead of a PO

= Select Tasks, Purchases/Receive Inventory OR Tasks, Bills, Enter Bills; then, follow
the steps below:

The Vendor ID field is a The Ship To address defaults to
a lookup box. Press (2] in the e your primary address. It will fill in
text box, and select the automatically with default

vendor from a list. Or, press information, but you can
change it for drop shipments.

7. Purchases/Receive Inventory 2 |l 5[
Flle Edit GoTo ‘Window |[Help
® & X z B M o0 =/@ & @ | @
Close Hew List we Delete Fecwr FRow  SeralMo  Mote  Joungl Ewent Lawout Reports Attach Help
Wendor 1D: [ ABNEY =T Purchase [«][2]
Remit To: Abney and Son Contractors 3hip T [ 2hip kg 1 ; |v Date: | Mar 15, 2007 ju
3280 Park Lane " .
Suite 2 Bellwether Garden Supply Irvenice No.: | h5345435 ) |
amyrna, GA& 30080 USA 1505 Pavilion Flace [T Drop Ship
( [] waiting on Bill)
Morcross [Ga [30093-3203
USA | A
Customer 50 No. Customer Invoice Mo, Terms ship via AP Account
2% 10, Net 30 Day | LI Nene | ﬂ 2(000-00 | r_\l
Apply to Purchase Order: 0.00 I Apply to Purchases: 111_80 ]
Quankity Item Description GL Account Unit Price Arnoun| Joh
2,00 | AVRY-10100 Assembled Redwood 12-Room Bird House on| 12000-00 55,90 1]11.80
Cther Payments and Credits: 0.00 111.80 Invoice Tokal
Amaount Paid at Purchase: 0.00 111.80 Met Due
Yendor Balance on Man\15, 2007 |*|\175.00
Secure remoke Sccess ko Bur key businkss data.
Enter the quantity being 0 Invoice No. is a required field.
purchased and item ID, if However, if the vendor hasn't
applicable. Also enter the unit billed you yet, just check the
price the vendor is offering. Waiting on Bill box instead of

entering an invoice number.

% If you paid the invoice in full at time of purchase, enter the amount in the Amount
Paid at Purchase field.

% If you're waiting on a bill from the vendor, you can handle this situation in the man-
ner described under “To receive inventory against a PO” on page 208.

% Enter the quantity purchased and unit price the vendor is offering. You can also enter
a total dollar amount in the Amount field, and Peachtree will calculate the unit price
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Paying Vendor Bills

based on quantity. If you've previously purchased this item, the Unit Price field shows
the last unit price paid.

< To enter serial numbers for an item, select the line on the invoice that i
contains a serialized item; then select the Serial No. button in the toolbar. Serial Mo
For more information, look up “serial number, overview” in the Peachtree

Help index.

Paying Vendor Bills

When you get the bill from your vendor, Peachtree gives you a choice of three ways to
pay it:

% The Write Checks option from the Tasks menu lets you make uncomplicated pay-
ment transactions that don’t involve invoices, prepayments, or the need to track
inventory items. This is paying bills on the fly. For step-by-step instructions on using
this option, look up “writing an expense check” in the Help index.

% The Payments option from the Tasks menu lets you enter checks to vendors one at a
time, paying off certain invoices or recording prepayments or cash purchases. It is also
the right choice for refunds to customers. Note that this same option is available if you
go to the Tasks menu, select Bills, and then select Pay Bills.

In the Help index, look up “payment, overview.”

Look up “payment, vendor.”

% The Select for Payment option on the Tasks menu allows you to pay multiple vendors
from the same window, without entering checks one at a time for each vendor.

To pay a single vendor, choose Write To pay multiple vendors at one
Checks for a simple payment, time, choose Select for Payment.
Payments if paying invoices or
entering cash purchases.

123 ‘

123 |

123 ‘

s crect e
[ 2
A o 1TE

§ L23ELTAN 1 FLIILELT R OL23

G L23NGLTAA K FL23WSLT R 0423

Werite Checks/Payments Select for Payment
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We'll discuss the two most commonly used payment options:
% Using Payments to pay vendors one at a time (page 212)
% Using Select for Payment to pay multiple vendors at one time (page 214)

To pay vendors one at a time

= Select Tasks, Payments OR Tasks, Bills, Pay Bills; then, follow the steps below:

The Vendor ID field is a lookup e If you're entering a handwritten
box. Press (2)in the text box, and check, type the check number in

select the vendor from a list. Or, the Check Number field. If you
press (+), and enter a new want Peachtree to print the
vendor record. check, leave this field blank.
_ =lalx|
File Edit GoTo ‘window Help
fn Hed-8: X. & BH. [ D, 0 @
C@e I:J‘e_:‘vv List 593 F‘rzgt Dglegte Hsggr Row  Seralllo [%éil Jo%al Eveht Hé;zlts Attléch }}e’l;
‘ Payment [€]
™ Electronic Payment ‘ellwether Garden Supply Check Mumber; [ 10213 7
Date: | Mar 15, 2007 | &l Cash Account
|Vandor D | CLINE |_| 10200-00 A
Regular Checking Account
One Hundred and 007100 Dallars §
ngdt;t;ﬁ HEL |v Cash ccount Balance
Cline Construction, Inc, =
2207 King Spring Road [/ :
atlanta ENEET
UsA Memo: [ BELOD3 |
i Apply :tiiiéifi:iéééi:i@@i?::::::! Apply to Expensss: 0,00 ] / 0 erepaymen
Ireenice Drake D Amounk Due Description %scount Amaunt Paid Pay
B1023 Apr 5, 200 55,65 / 111 O
B1006 Apr 14, 2007, 400,00 / 100.00 | &
Discount Account | 45000-00 .
Order Peachtree compatible Checks and Forms.,
/
If there are open invoices for 9 Enter or select the ID of the general
this vendor, the Apply to ledger account you want to use when
Invoices tab will appear on top. making the payment. This would

generally be a cash account.

In the Help index, look up “entering, cash purchase.”

Look up “prepayment, entering vendor.”
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Paying Vendor Bills

Paying a vendor with open invoices: If the vendor you choose has outstanding invoices,
they appear on the Apply to Invoices tab. To pay the vendor, follow these steps:

1 Select the Pay box next to the invoices you want to pay, OR enter the amount to apply
against the invoice(s) in the Amount Paid column. If an invoice is waiting on the bill
from the vendor, you will still see it in the list of invoices, but you will not be able to
select it to pay.

2 If you want to change the displayed discount amount, do so after you select the Pay
check box.

3 To have a description appear on the printed check, enter one in the Description field.

4 If you want to print this check, leave the Check Number field blank, and click the
Print button. Make sure you insert a check form in your printer before doing this. If
you are not ready to print checks, click the Save button to record the payment transac-

tion. You can print non-numbered checks later. For more information, see “Printing
Vendor Checks” on page 216.

Paying a vendor without an invoice (cash purchase): You can make cash payments (that
is, there is no vendor invoice) either to new or existing vendors. If the vendor is not in the
database and doesn’t need to be added, leave the Vendor ID field blank. If the vendor is
an existing one, select it in the Vendor ID field. To pay the vendor, follow these steps:

1 Select the Apply to Expenses tab.

Apply to Invoices: 0,00 I Apply to Expenses: 20.00 ] [ prepayment
Quankity Ikem Description GL Account  Unit Price Amounkt Job
20.00 | 800-APPLE | Apple Pie & Ice Cream 12000 1.00 20.00

2 If you have already written the check, be sure to enter the check number in the Check
Number field. If you want to save or post the check and print it later, do not enter a
check number on the check or it will print “Duplicate” on the check.

3 Enter the quantity, and then enter or select the item. If the item is not based on inven-
tory, you can skip the Item field, and enter an appropriate description instead.

4 Enter the unit price for this item, OR enter an amount and quantity, and Peachtree will
automatically calculate the unit price. If you've previously purchased this item, the unit
cost will appear as the last unit cost paid.

5 In the GL Account field, enter an expense account to charge the item(s) against.
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Entering a vendor prepayment: The Apply to Expenses tab
has a Prepayment check box. If you designate a payment as a
Peachtree, this is any prepayment, you can print the check and post it as you
disbursement youdon'tyet || normally would. But when you select the Prepayments check
have a vendor invoice for. It || box, you can enter only one /ine on the Apply to Expenses

& CONCEPTS
Prepayment: In

could be to cover a down tab. Later, you can apply the prepayment to an invoice.
payment or just to allocate )
funds in advance for a After you post the prepayment and enter the vendor ID in the
pending bill. Payments window, the prepayment appears as a credit trans-

action (a negative amount) on the Apply to Invoices tab.

To pay multiple vendors at one time

This is a two-step process:
1 Choose which vendors you want to pay.

2 Choose exactly which invoices to pay.

In the Help index, “select for payment, overview.”

Look up “select for payment, window.”

w Select Tasks, Select for Payment, Paper Checks.

Select for Payment - Filter Seleckion x|

_DK Check Date: IMal 15, 2007 f I
Cancel | Invoices Due Before: IMar 15, 2007 E I
Help | or Discounts Lozt By IMar 15, 2007 E I

— Include Invaice You can choose to include

ALL invoices or ones based

& alllnvoices
) on the number of days
" Only Invoices I days past Due Date 4__ overdue and balance

with balsnces over. | amount. For example, you
 Include Yerdor may want to view invoices 15

days past the due date that
have balances over $25.

& 2l Yendors

" From; I
To: I
Type Mask: I

[ &hwapz Take Discounts regardless of due date

1 Select the Check Date, the date that will appear on the check.
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Paying Vendor Bills

2 Enter the due date or discounts-lost-by date. For example, if it is March 18 and you
want to see all invoices due before March 31, enter March 31 in the Invoices Due
Before field. On the other hand, if you want to see invoices whose discounts will be
lost by March 30, enter “March 30" in the Discounts Lost By field.

3 Select the invoices you want to include.

4 Select the vendors you want to include. You can include All Vendors, or you can enter
a range in the From and To boxes. If you want to print just one vendor, use just the
From box.

5 Enter a Type Mask if you want. For example, if your vendor types are SUPPLY and SER-
VICE, entering SERVICE would display all vendors whose Type code is SERVICE. For more
information about vendor types, which you set up in Vendor Maintenance, see “Gen-
eral Tab” on page 102.

6 When you're ready, click OK.

Selection criteria you chose You can use these a The Pay boxes for all invoices
in the Filter Selection buttons to check all Pay are selected by default.
window (such as Check boxes OR uncheck Uncheck ones you don’t
Date) appear here. them all. want to pay at this time.
Select For Payment |
Tﬁese Invoices are: 1] For all Invoice amountz 2] For all Wendors 3] and Discounts expire on the discount da@. v
Inv. Date Due Date Wendor Mame Invoicet Balance Dizcount &mt | Pap Amount F'ayl
Dec B, 2005 Jan 4, 2006 Abney and Son Contrad) 123 100.00 100.00 m;!
Dec 2, 2006 Jan . 2007 Arbor Wholesale Suppli{ 93238-01 141250 1.412.50 IE--'
Dec 9, 2006 Jan 8, 2007 Jones Auto Repair AB-12985 £90.25 E90.25 (LA
Dec15, 2006 | Jan 4, 2007 | Gunter, Wilson, Jones, § 1215018 £50.00 650,00 (G2
Dec 18, 2006 | Jan 17, 2007 Southern Garden Whald LL-150236 1.150.00 1,150.00 | A
Jan 2, 2007 Feb 1, 2007 Southern Garden Whold SG-11010 7.200.00 7,200.00 |G&
Jan 3, 2007 Feb 3. 2007 Caldwell Toals Compaty C1280 349875 3.495.75 | A
Jan 3, 2007 Feb 3. 2007 Southern Garden ‘Whold 5G-12230 1.578.25 157825 |GA
Jan5, ze When you've chosen  fion | 46411 1,68€.25 1,626.25 |2 |
the paymer.]ts yOL_J want Regular Checking Account Balance: Uncalculated
to make, click Print to Total Checks: £7.581.08
print checks. Balance After Checks: Uncalculated @
Send payments electronically from within Peachbree,

The Select for Payment window shows all outstanding invoices, credit memos, and pre-
payments that fit your selection criteria.
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Chapter 11 Vendor Transactions

% The Pay boxes for all invoice transactions are checked by default. Check —_
the boxes for any credit memos or prepayments you want to pay now, as B

well as uncheck the boxes for any invoices you don’t want to pay. You can Al
also click the All (Select) button in the toolbar to check all the Pay boxes All (Select)
or the All (None) button to uncheck all Pay boxes.

% If you want to change the selection criteria, click the Select button; you’ll Al
return to the Filter Selection window. All (None)

K2
*»*

When you're ready to print the vendor checks, click Print. If you have
multiple invoices from one vendor, one check will print to cover all of them.

In the Help index, look up “select for payment, process.”

Look up “printing, checks for vendor invoices.”

Printing Vendor Checks

There are three basic methods for printing vendor checks:

Write Checks/Payments: Using the Print button in either the Write Checks or Pay-
ments window, you can print one check at a time. Using the Print button drop down
menu, you can choose Select Checks to Print to print a batch of checks.

Select for Payroll Entry: Using Select for Payment>Paper Checks from the Tasks
menu, you can combine the process of entering a batch of checks and printing them.
Just click the Print button once you’ve selected a batch of vendors to pay.

Reports & Forms: In the Forms list on the Forms tab of the Select a Report or Form
window, you can choose a check form to print and then print a batch of checks
entered in the Payments window that have not yet been printed (assigned check num-

bers).

Print Disbursement Checks from Reports & Forms

The process of printing checks is fully explained in the “Reports” chapter, since checks
are printed in batch from the Reports & Forms menu. Entries saved without a check
number will print from here. For more information, see “Batch Printing Forms” on

page 303.

= From the Reports & Forms menu, select Forms; then select Checks.
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B OCR 4P Laser Preprinted

|=] OCR AP Preprinted Continuous
|=] OCR Multi-Purp AP Continuous
|=] OCR Multi-Purp AP Detail Cont
|=] OCR Multi-Purp AP Detail Laser
|=] OCR Multi-Purpose AP Laser

You will filter which vendor checks you want to print and enter the latest date of the

Select a disbursement

Paying Vendor Bills

check form from the list.
All checks in this batch
will print using this form.

checks you want to print. If you use the default settings, Peachtree will print all outstand-

ing checks that do not have reference numbers (check numbers) as of the latest check

date.

Voiding Vendor Checks

Sometimes you will need to void a disbursement (also called a “payables”) check. Once

you void a check, Peachtree generates a second disbursement check transaction that
reverses the original payment. You should void vendor checks only if they have been

posted but not cleared.

There are two methods to voiding vendor checks:

You can void from the Write Checks or Payments
- Delet; windows, using the Void button, available when
= you click the Delete button.
Delete
@
"ioid

You can void using the Void Checks option off the Tasks menu.

x|

Select the G/L cash ¥oid Existing Checks
account, and then \
. . e ; )
select the void date.. ticoount ID: 10200 Void Date: Mar 15,2007 5]
MNumber | [ate | Source | Amount | Payee | -
1089 34107 AP 51914 Georgia Utilities Inc
1090 31407 AP 115000 Jackson Advertizing Company
...select the check 1091 307 AP Quick Copy & Printng
you want to void... 107 AP Morena, Hows, & Assos
N7 AP RD Telecommunicatiors
N7 AP 242320 Seaver Food Distribution —
N7 AP 13430 Kramer Financial Services
3807 AP 3E18.97  Georgia Department of Revenue
h | h 1098 345407 AP 82553  Claussen Fams
...then select the N9 YRAT AP FIR 4N Merenn Howe b Assr =l
Void button. > oid Cose | Hep |
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Chapter 11 Vendor Transactions

In the Help index, look up “printing, checks for vendor invoices.”

Look up “printing, forms in batches from Select a Report or Form window.”

Look up “voiding, payables checks.”

Making and Transmitting Electronic Payments

If you sign up for the Peachtree Bill Pay service, you can pay vendors electronically, even
if vendors aren’t set up to receive electronic payments. The Bill Pay service determines
which vendors can get electronic payments and which need to be paid with traditional
paper checks; then the service makes the payments on pay dates of your choice.

To pay vendors electronically

w Select Tasks, Select for Payment, Electronic Payments.

Select for Electronic Payment - Filter SEIef: ﬂ The filter selections you
N make are pretty much the
Pay On Date: [ i 1o ] == same as for paper checks.
e | [ Use Due Date a3 the Pay On Date The most importan‘t
¥ Use Dizcount Date when available difference is the Pay On
ﬂl Date in select for
Irwnices Due Before: m Electronic Payment.

or Digcounts Lost By: IMar 21, 2005 f I

Include Irreices

& Al lnvoices
© Only Invaices I days past Due Date

with balances over: I

rInclude Wendar

@ allvendors
" From: I—
T —
Type Mask: ﬁ

[T Abways Take Discounts regardless of due date

You choose the invoices and vendors you want to pay pretty much the same way as you
do in Select for Payments; see “T'o pay multiple vendors at one time” on page 214. The
main difference is that for electronic payments, you can choose a Pay On Date. This is
the date when electronic payments must be made to the vendors. The Bill Pay service will
pay your bills precisely on the chosen pay-on date.
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Making and Transmitting Electronic Payments

Once you’ve chosen the invoices and vendors you want to pay, you're ready to transmit
them.

w Select Tasks, Select for Payment, Electronic Payments.

Click the payments that you The Pay On date is when payment
don’t want to send at this time; will be made to the vendor

the Transmit check box will be (following transmission to the Bill
unchecked for these payments. Pay service).

Peachtree Bill Pay - Select Payments

Select Payments to Transmit

CHoose the pavments to send and select the Transniit butbon belaw. Payment(s) not eligible for electranic pavment.

E%h Account |.q|| j v‘\ow payments on or before:
ansmik | Wendar | Pavee Amounkt | Pay On_ £ | Send In | Cash Account

a Taylor and James Murseries 76,87 Mar 23, 2005 Past Due  10200-Regular Checking Acco. ..
Atlanta Florist Supply Company 325.00 Mar 24, 2005 2 days 10200-Regular Checking Acco...
Bundy's Delivery Service 198.56 Mar 28, 2005 4 days 10200-Regular Checking Acco...
Bundy's Delivery Service 188,16 Mar 29, 2005 Sdays 10200-Regular Checking Acco...

Payments to Transmit: Takal: 711,72

Payments must be transmitted no later than midnight Eastern time on the Send In day to be eligible for electronic payment.

= Back I Transmit I Cancel | Help |

First you see a Sign In window, where you enter your Bill Pay user ID and password.
Click the Next button, and the Select Payments window appears.

In the Help index, look up “Bill Pay, overview."

Look up “Bill Pay, selecting vendors for payment.”

Look up “Bill Pay, selecting/transmitting electronic payments.”

% Select the payments that you want to transmit at this time. At the bottom of the win-
dow, Peachtree displays the payment totals. To be sure that payments are transmitted
on time, check the Send In column to see how many days you have (for example, 2
days) before the payment must be sent. You must always transmit your payments to
the Bill Pay service before midnight of this day.
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Chapter 11 Vendor Transactions

% Any payments that are past the Send In date are noted in red type in the Pay On and
Send In columns. You won't be able to pay these bills electronically. Instead, you'll
need to use paper checks.

% When you're done selecting payments to send, click Transmit.

Entering Vendor Credit Memos

You use the Vendor Credit Memo window to enter credit memos for returns to and cred-
its from a vendor. You can enter a credit memo as an open credit, or you can apply it to
an existing invoice. For more information, look up “credit memo, vendor” in the Help
index.

w From the Tasks menu, select Vendor Credit Memos.

Select a vendor. Peachtree Enter the Credit ID you
a will fill in the header fields want to assign to the credit/
with information from the return.

vendor's record.

@ vendor Credit Mernos § =3l x|
File Edit GoTo ‘window Help

© o W8 X B2
Close Mew Li: Save Dv Retum  Serial Mo ote  Journal Reports  Help

Vendor ID: | SOGARDEN = Vendor Credit Memo
Remit To: Southern Garden Wholesale - Date: [ MaW15, 2007
4555 Oekland Park Blvd, Click save to completq - ) =
Atlanta, GA 30312 USA the transaction and CreditNo‘:|SG-CMll416 |
apply the credit.
APPLIED
Terms Return Authorization AP Account
2%, 10, Net 30 Days [2] [ z0000-00 [ ]
Apply to Invoice No.: |SG-11416 |ﬂ I Apply to Purchases: 0.00 ]
Ikem QuantityA Returned Drescription Gl Account Uik Price Armnounk Job |

EQLW-14200 5‘! Riding Lawrk@er - 14 Horse Power 12000-00 1,225.00 ;I
EQLW-14210 5.0 1.00 | Riding Lawn Mowé\l? Hurse Funer 12000-00 1,995.00 1,995.00 -

Jther Applied Payments 0.00 2,185.00 Credit Tokal
Credit Applied to Invoice 2,185.00 0.00 Met Credit Due

Wendor Balance on Mar 15, 2007 48,355.00

Improve your sales and custn[Fer service efforts with ACT!.

1
Enter the quantity returned in the Click the drop-down on the tab

field. Peachtree will calculate the and select the invoice that you
amount of the credit. want to apply the credit/return to.
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Entering Vendor Credit Memos

In the Help index, look up “credit memo, vendor.”

Look up “credit memo, vendor, entering.”

To enter a credit and leave it unapplied, follow steps 1 and 2 on the previous page, and
then follow these steps.

Select the Apply to
Purchases tab.

Apply o Invaice No.: 0,00 Apply to Purchases: 39.90
Quantity Ttemn 1M Description GL Account Unit Price Amiount Job
2,00 [ EQLW-14120 Each Catalog 4 LM40090: el Mower 12000-00 19,95 35,90
» 79500-00 0.00
Other Applied Payments 0.00 39,90 Credit Takal
Enter the quantity and items Credit Applied to Invoice 0.00 39.90 Met Credi Due
you're returning. Peachtree will
calculate the amount. If the item Click Save to complete
is not based on inventory, skip the transaction.

the Item field, and enter an
appropriate description instead.

Assigning Credit Memo Numbers: Peachtree sorts credit memo numbers one digit
at a time. It is thus a good idea to assign numerals with the same number of digits.
For example, Peachtree sorts the following numerals in this order: 1, 104, 12, 2, 23.

Tip
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& Inventory Transactions ©

Inventory items are used throughout the program, not only as line items on purchase and
sale transactions, but as time and expense items and on assemblies as labor. Not all item
classes will be available on every transaction window. For instance, if you are entering a
time ticket, only items with an Item Class of Activity will appear. Similarly, if you are
entering an expense ticket, only items with an Item Class of Charge will appear. In this
way, Peachtree helps you by automatically filtering your items, making selection easier.

In addition to these uses of inventory items, there are two types of transactions that are
specific to the items themselves:

Inventory Adjustments These are changes to your quantities on hand that are not
associated with sales or purchases. They could be adjust-
ments after inventory is taken, adjustments due to theft or
loss, or items costed to jobs.

Build/Unbuild Assemblies You use this transaction type to specify the assembly items
you want to build or unbuild. The window will tell you how
many of the assembly you currently have on hand, as well as
how many of each of the components of the assembly you
have on hand.

Using Inventory Items in Purchase and Sale Transactions

You can quickly enter or select inventory items on purchase and sale transactions. At the
bottom of the transaction window is a line item grid. Here is where you enter items.
Below is a sample from the Sales Invoicing window.
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Specify how many of the item will
be purchased or sold on the
Quantity field. You can set the
number of decimals using Global
Options.

Using Inventory ltems

Enter a Description or
accept the item default.

in Purchase and Sale Transactions

Peachtree calculates the
Amount by multiplying the
Unit Price times the Quantity.
You can enter a value yourself if
necessary.

ﬂ Apply to Sales: 0.00

Cuankity Tkem

Description L Account

1

Unit Price Tax Amount Job

|
4 Sales

| 40000

00| 1 |
/ Reqular A

I
Select or enter an Item ID. If the
ID is not on file, the field will flash
blue to notify you. You can also
skip this field if the item being
bought or sold is not tracked in
inventory.

The GL Account, Unit Price, You can select a Job to cost
and Tax status will come from the line item to. Note that you
the item'’s record. You can cannot specify a job for
change them if necessary. purchases of Stock or

Adding Inventory Items on the Fly

It is also possible to add inventory

items by entering a new inventory ID

on a purchase or sales task. Peachtree
will recognize that the ID is not on

file and flash a blue color three times

in the Item ID field on the task win- Setlp |

dow. When you attempt to save the
transaction, the Invalid ID window
will appear. You can choose Set Up

vaidio x|

2 The ltem |D [A%FY-10560] does naot exist.

Select Set Up ta create this item record.

Assembly items.

Cancel Help |
Quantity Item Description GL Aco
2,00 | AvRY-10560 Bluehird House [ 40000-4
Sales - Aviary

to add the item using the Maintain

Inventory Items window.

In the Help index, look up “purchases, of inventory items.”
Look up “Fast Add, Invalid ID window.”

225



Chapter 12 Inventory Transactions

Inventory Adjustments

You can use the Inventory Adjustments task to make changes to your inventory quanti-
ties on hand for such cases as loss or theft, adjustments after items are counted, or for
costing items to jobs. To enter an inventory adjustment

= Select Tasks, Inventory Adjustments; then follow the steps below.

Enter the Item ID for the item Enter a reference number for

you want to adjust. e tracking, if necessary, and a date.
The Quantity On-Hand displayed
below will be the quantity as of the
date specified here.

& Inventory Adjustments -0l =l
File Edit GoTo ‘Window Help
==|

Claze et List Save  Delete  Sealblo Help

ltem 1D |EQFF-131I}\ 5] [E][2] Beference:
MHame: |Hand Sprayen"M%\al | Diater @

L_Iob:| |_ Enter a job, if
GL Source Acct: [50000-E0 ||F_\| mod necessary, to cost the  kken)
) item to.

Cuantity On-Hand: 280.00
Adjust Quantity By: -8.00| Reazon to Adjust; |D\a\maged in ghipment, issued cr

MHew Quantity:

0 Enter the adjustment quantity. If you Enter the reason for adjusting the
enter a positive number, you must item quantity. Then, click Save.
also specify a Unit Cost above. If you Peachtree will update the quantity
enter a negative number, the Unit and cost of the item.

Cost is determined by Peachtree.

You can see a list of Inventory Adjustments on the Inventory Adjustment Journal report.

Build/Unbuild Assemblies

You use this task to indicate to Peachtree that assembly items have been built or disman-
tled. To use this transaction
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Build/Unbuild Assemblies

w Select Tasks, Assemblies; then, follow the steps below.

Enter the Item ID for the item you e Enter a reference number for
want to build or unbuild. Only tracking, if necessary, and a

Assembly items will appear in the date. The Quantity On-Hand
lookup. displayed will be as of the date

specified here.

7.. Build/Unbuild Assemblies
File Edit GoTo| Window Help

I [m] Y

s & z S
C@e I:J‘IE-IW VDpen Sav D%ete Se[rli]]aJI]]No Hezgrt; I}eljp
\\ = Build /Unbuild Assembly [<] [2]

Item ID: | *THANDLE-A3M

Description: 4' Handle Assembly Date: by Available: 0.00
Action: & Build ¢ Unbuild Reference: | 200711 Gty on Hand: 0.00
Qb 75.00 by ta Build: + 75.00
Mew by on Hand: 75.00
Components Used in Build
Item ID D\scription Qty Required by on Hand
PTHAMDLE-BEMT4 Handle - 4 ft bent 150,00 150,00 =
PTECLT-1.5 Hex: bolt 1.5" 300,00 2,000,00 —
PTMUT- 5/16 Hesx nut 516" &00,00 2,500,00
PTEOLT-2 Hex bale 2" 300,00 500,00
CWER-IMDIRECT Allocated indirect costs 18.75
OVER-DIRECT Direct labar 15.00 -
Supervisor: |r_\| eason: |January build |

Specify the Action and the 0 Click Save. Peachtree will update the
quantity that you want to build quantity of the assembly and the
or unbuild. components. You can view a list of

assembly transactions by using the
Assemblies Adjustment Journal.

In the Help index, look up “inventory adjustments, overview."

Look up “assemblies, build/unbuild."
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Changing Your Bill of Materials

After assembly items are used in transactions, the original bill of materials cannot be
changed. However, if you need to make minor changes to the bill of materials, you can
enter a Revision. Revisions can be entered in the Create a New Revision window. To
open the Create a New Revision window, do the following:

1 From the Maintain menu, select Inventory Items. Then, open an assembly item that

has been used in a transaction and select the Bill of Materials tab.

2 Click the Revisions button to open the Revisions window. The Revisions window will
show you any revisions that have been created for the item.

Revisions B
A @
i Close : tﬁ Delete IJEIW Sort Help
Ikem |D: MOWER-204w/ Revisions

Description: 20" Reel Mower with Tracking
Revision Effective Date Mote |
0 Itemn Converted ;I
1 kar 1, 2007 Revision created at Mon Feb 19 14:18:32 2007 by Peachtree User.
fid|
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Changing Your Bill of Materials

To create a new revision, select the New button from the toolbar,

|
LEJ &
Cose 3% | Revisions have an Effective Date.
tem 10: Mower] The effective date tells Peachtree oo A NewWinaycion
_ when to use the revised bill of =
Deseription: 20°1  aterials to build an assembly. Mewhievsbnz 2
Effective Date: m
Item 10 Description Quartity Meeded | m
PTWHEEL-10 10" wheel 2] =] Add
PTWHEELS £ Whesl 2.00
PTHANDLEASM | & Handle Asserbly 1.00
PTBLADE-20-6 20 6 blade assembly 1.00
PTBOLT-15 Hex bolt 1.5 8.00 vz lp
PTNUT- 5416 Hex rut 6/16" £.00 e
OVER-DIRECT Ditect labar 1.75
OVER-IMDIRECT Allocated indirect costs 1.00 Reset Al
OWER-SUPPLIES Allocated supplies 1.00
PTWASHERSE/E | Lock washers 5/16 " 800 < \ Clear Al | J
HMoate: A
Notes can be added to describe These buttons can be used to
why the revision was created. change the order of steps in multi-

step assemblies.

The Create a New Revision window is very similar to the Bill of Materials tab; it lists a
copy of the materials that are needed for the assembly item. One major difference
between the two areas is the Effective Date, which is available only in the Create a New
Revision window. The effective date tells Peachtree when to use the revised bill of materi-
als to build an assembly item. The effective date is likely the most critical part of a revi-
sion.

Multi-Step Assemblies

If you have multi-step assemblies and the order of the steps needs to be updated, you can
create a revision for the assembly. In the Create a New Revision window, you would sim-
ply use the Move Up/Move Down buttons to change the order of the steps.

In the Help index, look up “revision, entering."
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Entering Work Tickets

Peachtree can track the process and progress of building assembly items. Work tickets
offer a “one stop shop” for tracking and building assemblies. All of the information that
you need is listed on the work ticket, and once the work ticket is closed, an assembly
build record is created automatically. This eliminates the need to enter a build record in
the Build/Unbuild Assemblies window, saving you time and effort.

Let’s take a closer look at Work Tickets.

w From the Tasks menu, select Work Tickets.

You can print work E=E
tickets. Printed work ~ fe Edt GeTe Mindos Help
A o o _ & E P
tickets can be sent | ek noh  oaen ) Pt 7 Delete Sewgll]Nu QQD@ He‘g& Hep
along with the assembly T e, < =] Work Ticket

necessary materials
to authorize the
shop to build an
assembly.

Description: 16" Reel Mower with Tracking

Qby On Hand: 10.00
Gty Awailable: -35.00

Supervisor

MNeeded By

Date! | 3/15/07 =]
wark Ticket Ma.: | WT1007
Gty to Build: | 15.00

[ Close Ticket

Ticket Started Total Est Hours  Ticket Complete LI Ack Hours

HORTEN 3

Ikem Deescription Reguired ©n Hand Available Ack Hour: Finished
PTHAMNDLE-ASM Cushioned handle assembly For re 15.00 0.00 -30.00 oo O
PTWHEEL-10 30.00 70.00 10,00 jui} O
PTWHEEL-& 4 30,00 70.00 10.00 jui} ]
PTBLADE-16-5 / 15.00 0.00 0.00 oo ]
PTEOLT-1.5 / 90.00 1,2&0.00 1,060.00 on| O
FTNUT- 516 / 90,00 1,180.00 960,00 jui} ]
OVER-DIRECT / 22,50 oo ]
OVER-TNDIRECT / 15.00 jui} O
OVER-SUPPLIES / 15.00 | O

/
/

Work tickets provid,e valuable
information about each component. The
ticket lists what's required to complete
the work ticket and the quantity of the
component that's available.

Check this box to close the work
ticket. When you save a closed work
ticket, a build assembly record is
created.

After you select an assembly item and enter the quantity that you need, the work ticket
provides valuable information about what’s required to complete the job. Work tickets
list the quantity of materials needed to complete the job, the amount you have on hand,
and the amount that is available. If you do not have enough materials to build an
assembly, you can order them right on the Work Tickets window.

Work tickets track the number of hours it takes to complete an assembly, allowing you to
compare actual versus forecasted hours. As materials are received or labor items are
completed, you can check them off as finished. When all of the materials have been
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Entering Work Tickets

received or finished, you can mark the ticket closed by selecting the Close Ticket check-
box. When a work ticket is closed, an assembly build record is automatically created.

Closing a work ticket is the equivalent to building an assembly in the Build/Unbuild
Assemblies window, with one exception. Since the build record is created automatically
and behind the scenes, you cannot access the record. If you need to unbuild assemblies
created by work tickets, you can either clear the Close Ticket checkbox on a Closed work
ticket or unbuild the items in the Build/Unbuild Assemblies window.

In the Help index, look up “work ticket, entering.”
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& Payroll Transactions ©

Once you've set up your payroll defaults and records, all you need to do is select an
employee using payroll tasks, and Peachtree automatically computes the paycheck.

Overview of Payroll Transactions

In Peachtree, you can print individual paychecks (Payroll Entry), or print a batch of pay-
checks (Select for Payroll Entry). In addition, you can print various payroll forms that are
required by the IRS or other agencies.

Payroll Entry Enter and print one paycheck at a time.
Select for Payroll Entry Pay a group of employees in one batch.
W-2s Print W-2s for each employee, required for annual tax

preparation.

940s Print the quarterly 940 form, required by the IRS.
941s Print the quarterly 941 form, required by the IRS.
State Forms Print any additional forms your state requires. Peachtree

supports the California DE6 and DE88 forms.

Paying an Employee

All payroll transactions are posted both to the general ledger and to the employee file.
Once a valid employee ID has been entered, the rest of the information is filled in auto-
matically. Enough information is entered in Employee Defaults and each employee’s
record to determine what a “normal” paycheck would be. If the information is correct,
save the paycheck and proceed to the next employee.

Once payroll is properly set up, you have very little work to do. To open the Payroll
Entry window

w Select Tasks, then Payroll Entry.
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Overview of Payroll Transactions

Select an employee to pay. The Select the pay period. Leave the
check information will calculate check number blank if you want
based on the employee’s setup to print the paycheck; Peachtree
information. will assign a number.

!’. Payroll Entry E ;IEIEI

File Edit GoTo Window | Help

@ © [ d - % O o @ &8 I @
Cloge Mew List Save ink Delete  Jobs  Jounal Event Reports Altach  Help

Payroll Entry [€][=2]
Bellwether Garden Supply
v Check Mumber: | 2434 Cash Account
Employee ID; [ ACHESTER, 2] 5 oz Payroll Checking Account
Cash Account Balance
Eight Hundred Nine and 22100 Dallars Uncalculated §I
Pay tothe Amanda W, Chester Pay Period Ends
Order of: 4599 West Paces Ferry Road Mar 15, 2007
Atlants, GA 30328 S =
Weeks in Pay Period
Hours worked Taxes - Benefits - Liabilities
Hourly Fields Account Hours Name Account Amount
Regular F7500-00 80.00 Fed_Income 23400-00 -131.86 ﬂ
Overtime T7500-00 0,00 Soc_Sec 23400-00 =G94
Special 77500-00 0.00 Medicare Z23400-00 -16.24
State 23600-00 -48.44
k401 Z23300-00 -44.80 LI
Gross Pay! ,120,00
Enhance vour payroll with e-Filing Advantage

For hourly employees, check the Print or save this paycheck.
default number of hours to make o

sure they are correct. Add any non-

calculated amounts, like tips.

The Check Amount (net pay) is calculated based on gross pay less payroll field deduc-
tions, plus payroll field additions.

Adjust the paycheck

You can adjust hours worked or adjust salary amounts for this payroll period. Change the
amounts in the Hours worked or Salary table in the lower-left section of the Payroll Entry
window. For example, you might modify hours worked for a part-time employee or add
overtime pay.

In the Help index, look up “payroll entry, procedure.”

Look up “payroll deductions, setting up.”

Look up “troubleshooting, payroll tax calculation.”
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If you hand write payroll checks (also called manual paychecks), enter the check number
and click the Save button.

Apply Payroll Expenses to Jobs

You can apply all or part of an employee’s salary or hours to a job, phase, or cost code ID.
You can apply employee labor and wages to up to 10 different pay types. For hourly
employees, you may apply hours worked to a job. For salaried employees, you can only
apply amounts to a job. To apply payroll expenses to a job:

w From the Tasks menu, select Payroll Entry. Then, in the Payroll Entry window, enter
or select an employee ID if you are creating a new paycheck, or select the List button
to modify an existing payroll transaction. Next, select the Jobs button.

Labor Distribution to Jobs y |

v BH., @
Cancel Ok Fow I}E’I:J

Hours Assigned to Jobs

Labar Burden | Labor Burden
Job Hourly Field Hours Amant Percent Amant
S aia,04-Painting 050-Pq Regular 24.00 432.00 28.00 120.96
0.00 0.00 0.00 0.00
Total &ssigned 24.00 432.00 120.96

Hours Not Assigned to Jobs

Hourly Field Hours Amant
Fegular 0.00 0.00
Overtime 0.00 0.00
Total Unassigned 0.00 0.00
Tatal for check 24.00 432.00

If you have entered a percentage of labor burden for the job, Peachtree will automatically
calculate the amount of labor burden and apply it to the general ledger account displayed.
This amount will be added to the total cost for the job. If necessary, you can change the
percentage or amount.

In the Help index, look up “payroll, select for entry.”

Look up “select for payroll entry, procedure.”

Look up “troubleshooting, payroll tax calculation.”
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Select for Payroll Entry

Use the Select for Payroll Entry method to filter a group of employees you want to pay and
process a batch of paychecks at one time. After you have set up payroll in Peachtree, you
have verified employee setup, and you have entered at least one paycheck (using the
Payroll Entry method) to ensure taxes are properly calculated for each employee, the
Select for Payroll Entry method is the quickest, most automatic way to process payroll
each period.

You cannot use Select for Payroll Entry to pay individuals set up as sales reps. This can
only be done through the Payments window with the individual set up as a vendor. How-
ever, if you have an individual set up as both an employee and sales rep, you can use
either Payroll Entry or Select For Payroll Entry.

= From the Tasks menu, choose Select for Payroll Entry. Choose filter options, and
select OK to display the list of employees you want to pay.

Use these buttons to check all
or clear all Pay check boxes.

The Filter selections you
made appear here.

‘mployees to Fay ll
3 a0 [] &
i Select Tint Detail  Jobs |-I‘F;-’I||I:
Check Date: IMar 18, ZW E I Pay End D ate: IMar 15, 2007 E I Cash Acct: |1 0300-00
These Employees have: 1] Pay Frequencies of ‘wWeeklp, Bi'w'eekly, Semi-Monthly, bMaonthly, and Annually 2] Pay Types of Hourly
or 5 alaried.
Emplayee ID Employee Mame Check Amount Field Mares Hours S alary Hwieeks F'a_l,l|
ACHESTER Amanda'w. Chester 809.22 | Regular 20.00 el [ev s
Owertime —
Special =
ADUKE &l L. Duke 379.50 | Regular 40.00 1|GA
Owertime O
Special =]
AHECTER Anthony H. Hecter 78754 | Regular a0.00 2 |GA
Overtime L]
Special 0 -
Payrall Checking Account Balance: Uncalculabed
Tatal Checks: 34.28519
Balance After Checks: Uncalculaped E‘
The Check Amount (net pay) is The Pay check box is selected
calculated based on gross pay less by default for all employees.
payroll field deductions and plus If you don’t wish to pay
payroll field additions. someone, uncheck this box.
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All employees selected in the filter are listed. Employee information and payroll deduc-
tions are filled in automatically. Enough information is entered in the Maintain Employ-
ees record and Employee Defaults to determine what “normal” paychecks would be.
Note that the gray areas of this window indicate fields that supply information only and
cannot be edited.

Select employees you want to pay: For each employee listed, verify the hours worked (or
salary paid) for the current pay period and payroll field information. Noze: When you
enter the Select Employees to Pay window, by default Peachtree selects all listed employ-
ees for payment. (All Pay check boxes are checked.)

To select all Pay check boxes, click the All (Select) button in the toolbar.
All

To clear all Pay check boxes, click the All (None) button in the toolbar.

All

In the Help index, look up “printing, paychecks.”

Look up “voiding, paychecks.”

Adjust a paycheck listed: Double-click on an employee to adjust hours worked or adjust
salary amounts for this payroll period. Change the amounts for each employee listed in
the Hours or Salary column. For example, you might modify hours worked for a part-
time employee or add overtime pay.

Change the paycheck date: Enter or select the check date listed at the top of the window.
To change the payroll period end date, click the Select button and modify your employee
filter.

Use a different checking account: Some businesses use separate bank accounts for pay-
roll. Enter or select the cash account in the upper-right corner of the window. Net pay
calculated from each paycheck will be decreased from this account.

Printing Payroll Checks

There are three methods to print payroll checks:

Payroll Entry: Using the Print button in the Payroll Entry window, you can print
one check at a time. Using the Print button drop down menu, you can choose Select
Checks to Print to print a batch of checks.
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Voiding Payroll Checks

Select for Payroll Entry: Using Select for Payroll Entry from the Tasks menu, you
can combine the process of entering a batch of checks and printing them. Just click
the Print button once you've selected a batch of employees to pay.

Reports & Forms: By choosing a payroll check form from the Forms list on the
Forms tab of the Select a Report or Form window, you can print a batch of checks

entered in the Payroll Entry window that have not yet been printed (assigned check
numbers).

Print Paychecks from Reports & Forms

The process of printing checks is fully explained in the Reports chapter (see “Batch Print-
ing Forms” on page 303), since checks are printed in batch from the Reports & Forms

menu. Entries saved without a check number will print from here.

= From the Reports & Forms menu, select Forms, then Payroll Checks.

. Select a paycheck form

[ OCR Multi-Purp Laser w15 Fids - from the list. All checks in
[ OCR Multi-Purp PR Continuous this batch will print using
|=] DCR Multi-Purp w/15 Flds Cont this form.

|=] OCR Multi-Purpose PR Cont
|=] OCR Multi-Purpose PR Laser
|=] OCR Payroll Laser Preprinted
|=] OCR Payroll Preprinted Cont

You will filter which employees’ paychecks you want to print and enter the latest date of
the checks you want to print. If you use the default settings, Peachtree will print all out-
standing payroll checks that do not have reference numbers (check numbers) as of the lat-
est check date.

In the Help index, look up “quarterly payroll reports.”

Look up “annual payroll reports.”

Voiding Payroll Checks

You can void paychecks just as you void disbursement checks entered in accounts pay-
able. Once you void a paycheck, Peachtree generates a second paycheck transaction that
reverses the original payment. The only instance when you should void a paycheck is if it
has already been printed but has not been given to the employee or deposited. If you
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already issued a paycheck to the employee that you want to change, you must manually
enter a second adjustment paycheck.

There are two methods to voiding paychecks:

You can void from the payroll entry
7 - window, using the Void button, available
Delete ! \when you click the Delete button.
Delete
@
“oid

You can void using the Void Checks option from the Tasks menu.

The Void Date must be on or after the

Check Date.
Yoid Existing Checks |
Select the G/L cash _
account. and then—=#ccount10: [10200 Void Date: [Mar 16, 2007 (2]
select the void Nurnber | Date | Source | Amount | Payes |«
date... 1083 307 AP 51914  Georgia Utilities Inc
1030 3407 AP 1.150.00  Jackson Advertising Comparny
1091 31/07 uick Copy & Printing
34107 g
_/'I 3.0 AP , Howe, & Azzoc.
.select the check 1094 37 AP RD Telesommurications
you want to void... 1095 31407 AP 242320 Seaver Food Distribution —
1036 31./07 AP 13430 Kramer Financial Services
1097 3/5/07 AP 3E18.97 Georgia Department of Revenue
1038 34507 AP 82663  Clauszen Fams
then select the 1n99 3RNT7 AP F2R 40 Marenn Howe & Azsnn ;I
Void button. > Void Close | Hep |

Closing the Payroll Year

Peachtree keeps two years of payroll activity open at the same time. We highly recom-
mend that you wait to close the first payroll year until all payroll reports, W-2 data, and
1099 data are finalized, following the first quarter of the second open payroll year. If
there are mistakes in employee earnings or W-2 data, you have an opportunity to correct
them. Closing the payroll year not only closes the payroll information, it also closes ven-
dor 1099 information. Unless you purchase the tax service, Peachtree doesn’t supply the
latest versions of W-2, W-3, or 941 forms with Peachtree Accounting. However, you can
update the 1099 forms manually in the Forms Design window. Also, you can print out-
dated versions of the W-2, W-3, or 941 forms and then manually transfer the informa-
tion from those forms onto the latest versions of the forms in the Peachtree Payroll Tax

Form Viewer. For more information, see “Payroll Tax Form Viewer and W-2 Setup Wiz~
ard” on page 306.

240



Voiding Payroll Checks

If your company’s fiscal year matches the calendar year, you must close the payroll tax
year prior to closing the fiscal year. As with the payroll tax year, you will use the Peachtree
Year-End wizard to close the fiscal year.

Before closing the payroll year you should print quarterly payroll reports and forms,
annual payroll reports and forms (discussed below), and the General Ledger.

Prepare Quarterly Payroll Reports and Forms
Consider printing the following reports and forms at the end of each quarter in the pay-
roll tax year with which you are working,.

% Quarter Earnings Report: Verifies employee quarterly and year-to-date totals for each
payroll field that can be used in federal and state tax forms.

% 941 form (and Schedule B, if applicable): Before printing this report, find out the
total deposits that your company actually made for the quarter. Print the 941 (or
Schedule B), and when prompted, enter the total amount of all 941 deposits made
during the quarter.

K2
*»*

Employer Tax Report(s): Calculates employer taxes you are required to pay quarterly
or annually. Select Payroll Tax Report from the Payroll Reports list. From the list of
Tax IDs, select the employer tax you want to calculate.

% Exception Report: Should be run quarterly to catch any problems before deposits are
made.

Prepare Annual Payroll Reports and Forms
Before you close a payroll tax year, consider printing the following annual payroll reports
and forms.

% Exception report: Allows you to examine and adjust certain payroll taxes and make
correcting entries (if necessary). If you use the Batch posting method and you decide
to prepare correcting entries, be sure to post all payroll transactions before printing the
next year-end report listed here.

% Yearly Earnings report: Verifies employee year-to-date totals for each payroll field that
can be used in federal and state tax forms.

% W-2 Forms: Distributed to each employee so that they can file personal payroll tax
forms with local, state, and federal tax authorities.

% W-3 Forms: Summarizes and totals all employee W-2 fields in one form. Each
employer must submit a W-3 form with their completed 940 form.

For more information about the Peachtree payroll tax forms mentioned above, see “Print-
n-Sign Tax Forms” on page 305.
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Is It Time to Close?

As mentioned above, Peachtree allows you to have two payroll tax years open at the same
time. You can see what your current payroll tax year in the Change Accounting Period
window.

w From the Tasks menu, select System, and then Change Accounting Period.

Change Accounting Period |

If you have users and 9 < 2

passwords set up in

H change your current accounting period, from the list select the period you want to operate

PeaChtree' a lock icon in. g forward, you should do this at the beginning of each new accounting period. If a

appears next to prior “lock icoPrappears next to periods listed in the box, security has been tumed on. This restricts

. . certain Peachimsysers from working with tranzactions that fall in periods prior to the curently
perlods. You can restrict open one.
users from editing
transactions in prior
periods through Maintain

User Security.

Open Accounting Periods:

L2007 todan 31,2007 &
01, 2007 o b 28, = |03 - bar 01, 2007 to Mar 31, 2007
_ Ul to Mar 5

L 2007 to Apr .
L2007 to May 31, 2007
L 2007 toJun 30, 2007 r Open Fiscal Years:
L2007 todul - 31, 2007
L2007 toAug 31, 2007 January 1, 2007 to December 31, 2007
L2007 to Sep 30, 2007
L2007 to Oet 31, 2007

"3007 to Now 30, 2007 January 1, 2008 to December 31, 2008
L2007 to Dec 31, 2007
L2008 toJan 31, 2008
L2008 to Feb 29,2008 r~ Open Payroll Tax Years:

L2008 to Mar 31, 2008 e
January 1, 2007 to December 31, 2007 >
~— T 4

r Current Accounting Period:

Note the first of the two
open payroll tax years. 5008t May 31,2008
L2008 o Jun 30, 2008 January 1, 2008 to December 31, 2008
L2008 taJul 31,2008
L2008 taAug 31, 2008
L2008 ta Sep 30, 2008
(2008 ta Oct 31, 2008
L2008 ta Nav 30, 2008
| 2008 ta Dec 31, 2008

In the above example, the first open payroll tax year is 2007. You could continue to enter
payroll transactions until December of 2008, the end of the second open payroll tax year.
At that point you will have to close payroll tax year 2007 to get to 2009. Select Cancel to
leave this window.
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& General Journal and Banking Tasks &

General Journal Entries

The General Journal is unique—it’s the only journal in which you provide all the
accounting distributions. In all the other journals, Peachtree automatically distributes cer-
tain amounts based on defaults you establish. But here, in the General Journal, you enter
both debits and credits to balance the transaction.

In the General Journal, you can enter transactions that don’t fit into other journals—for
example, depreciation or transferring funds from one account to another. Just remember
that here, you are responsible for balancing this journal entry—making sure debits equal
credits. You can check your progress in the Out of Balance field. It reads @ when the
transaction has been entered properly. (If you need help balancing journal entries, look
up Accounting Primer ” in the Peachtree Help index.)

= From the Tasks menu, select General Journal Entry.

7. General Journal Entry ;Iglll

File Edit GoTo Window Help
A
FH:H: & £ B-

- LR ¢
Cloze Mew List Save Delete  FRecur FHow  Feportz Help

Journal Entry

Date: | Mar 12, 2007 E |:| Reverse Transaction
Referepce: | PYRLOZ1203

GL Account Description Debit Credit Job
10300-00 | Transfer From Regular to Payroll Checking | 10,000.00 | |
Payroll Checking Account Account will be increased
10200-00 | Transfer From Regular to Payroll Checking | | 10,000.00 |
Reqular Checking Account Account will be decreased
| | | |

The Out of Balance | | |
amount is zero when
you have correctly | | |

balanced all accounting
distributions. \ Totals: 10,000.00 10,000.00
Ot of Balance: 0.00

Secure remote access ko your key business data.

The General Journal Entry window is essentially a table where you enter debit and credit
distributions to specific accounts for the General Journal transaction. Before you save the
transaction, the total debit amount must equal the total credit amount. If you are unsure
about whether an account should be debited or credited, check with your accountant.
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When to Reverse a Transaction

You can use the reversing transaction feature for recording estimates. Later, you can
reverse a transaction when you need to record the actual transaction. This can be done in
any accounting period.

For example: Your company pays out $10,000 in paychecks to its employees every two
weeks. It is the end of the month of March, but payday isn’t until April 7. Therefore, half
of your pay period is in March and the other half is in April.

In order for your records to accurately show which expenses were accrued in which
month, you have to record the March salary expenditures, reverse them on April 1, and
then actually make your payroll expenditure on April 7. Your journal entry for the last
week of March for payroll shows the amount accrued in March.

On April 1, the transaction will be reversed. The journal entry on that day shows the
amount accrued in April. On payday April 7, the journal entry shows the actual payment
of the $10,000 to your employees.

Memorized General Journal Entries

You can enter and save common transactions such as General Journal entries or adjust-
ments for later use. For example, you may want to repeat a depreciation transaction previ-
ously used for a group of assets several times. Or, you may want to repeat end-of-period
accrual entries. Using memorized transactions can save time in repetitive data entry tasks.

In the Help index, look up “recording, General Journal entries”

Look up “reversing entries.”

Look up “memorized transaction, General Journal entries.”
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Using the Account Register

The Account Register lets you enter a payment to a vendor or a receipt from a customer
in an easy-to-use, checkbook-register window.

7. Account Register

File Edit GoTo Window Help

=10l x|

il b L 8. X, =
Cloze Mew  Select Memorize Refregh ﬁt Delete  Reconcile H‘g%:'gr Event  Help
Cash Account: |10200-00 Regular Checking Account Show transactions for: IThis Periad 'l
Edit Date Tyh Payee/Faid By Fayment Feceipt / Balance
Heferen\a GL Account | Mema Sales %
Mar 15, 2007 |Receipt PIERCE 970,42 14.718.33 ;I
10208 11000-00 | 0707
Mar 15, 2007 |Receipt EEMOND 741706 2213539
10337 11800-00 | 03707
Mar 15, 2007 |Receipt RETALL 508.78 2264417
3801 11000-80 | 12607
Mar 15,2007 |Receipt | RETAIL You can filter the 7.9 22.962.13
5801 11000-00 transactions that
Mar 15, 2007 |Receipt CUMN”NGS\_ appear based on the 423.89
CASH-3150] 40000-ML cash account... 23.99
1=+ | Mar 15, 2007 |Payment Flauman Hevant _l
et £ Aoeoi] -
...and by date.
Sort By: IDate vl Tatal: 23.386.02

The transactions that display here depend upon the cash account you select and on the
date range or period you select. In addition, the register will use two lines for each entry
or a single line depending on the option you choose in Global Options.

Editing Transactions on the Account Register
You can directly edit only those transactions that originated on the Account Register.
These transactions are marked by an icon in the Edit column.

You can double-click on most transactions to drill down to the transaction detail in the
originating Task window. Some of the transactions you cannot drill down on are:

K2
*»*

K2
*»*

beginning balances

K2
*»*

opening balance lines

K2
*»*

K2
*»*
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Post/Unpost (Batch Mode Only)

Security for the Account Register

You need GL Reports-Transaction Lists access and at least Read access to Payments/
Write Checks or Receipts in order to access the Account Register. Access is controlled
under Maintain Users.

In addition, you cannot drill down on transactions from the register unless you have Read
access to that area.

You can use these keyboard shortcuts to move around quickly in the register.

Keystroke Action

Arrow Up Move up one transaction

Arrow Down Move down one transaction

Page Up Move up one screen

Page Down Move down one screen

Ctrl+Page Up Go to the first transaction of the current month
Ctrl+Page Down Go to the first transaction of the next month
Ctrl+Home Go to the first transaction in the register
Ctrl+End Go to the last transaction in the register

In the Help index, look up “account register, enter transactions.”

Look up “account register, filter transactions.”

Post/Unpost (Batch Mode Only)

Peachtree offers two choices for posting transactions—real-time posting and batch post-
ing. In real-time posting, transactions are written to the general ledger as they are entered
and saved. In batch posting, transactions are saved in a temporary holding area and then
posted in a group when you select Task, System, Post. You can print journal reports and
check the batch of transactions before you post.

If you want to edit posted entries, you do not need to unpost them first. You can simply
select the List button, choose to display only posted entries in the List window, and select
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the entry you want to change. Then, you can enter your change. You can password-pro-
tect this feature.

In general terms, posting works a little like the Save function. Just as saving writes your
entries to the computer’s hard disk, posting distributes journal entries to your general led-
ger. However, in real time, posted transactions can also be edited and reposted.

Batch Posting
Journal Entry =

No.1 :

6L Account Description Dol CreditJob

9

10200 | egular Checking Account 100

Journal Entry Step 1 - Save Step 2 - Post to General Ledger
M and hold for review

No.2

| | fotaccom Descrption Dbt Credit lob Rea].t]me Post]ng

10300 | Transfer from Regular to Payroll Checking 10000

10200 | Transfer from Regular to Payroll Checking 10,000 :>

=g
&)
Save and instantly post
to General Ledger

Changing Accounting Periods

In Peachtree, you set up accounting periods when you create a new company. Once you
have set up accounting periods, you cannot change the structure of the periods; you must
wait until a year-end closing. Thus, you can only change the current accounting period
within the established structure. (Even when closing, you can only change the beginning
and ending dates of periods within the existing fiscal year setup.)

You can have up to 26 periods open in Peachtree. This means you can have last year’s his-
tory available for editing or adjusting throughout the current year. Or, you can be in next
year without closing this year. You can view the current period from the status bar.

Before you change the current period:

K2
*»*

Post all journals (if running in batch mode).

K2
*»*

Optionally, back up the data for the current period (recommended).

K2
*»*

Print each journal in which there has been activity during the period.

K2
*»*

Print open invoices and checks.

w From the Tasks menu, select System, and then Change Accounting Period from the
submenu.
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Account Reconciliation

Change Accounting Period x|

=

¥ @
Cancel QK '}Efp

To change your curent accounting period, from the list select the period you want to operate
in. Moving forward, you should do this &t the beginning of each new accounting period. If a
“lock" icon appears next to periods listed in the box, security has been tumed on. This restricts
cetheig Peachtres users from working with transactions that fall in periods prior ta the currently

If you have users and
passwords set up, a lock
icon appears next to
prior periods. You can
restrict users from
editing transactions in
prior periods through
Maintain Users.

r Current Accounting Penod:

|D3 - Mar 0. 2007 o Mar 31, 2007

L2007 to Jan
_ 2007 to Feb
2]

. 2007 to Apr k
L2007 toMay 31, 2007
L2007 to Jun 30, 2007 Open Figcal Years:
L2007 todul 31, 2007
L2007 toAug 31, 2007 January 1, 2007 to December 31, 2007
L2007 toSep 30, 2007
L2007 to Dt 31, 2007

3007 to Now 30, 2007 January 1, 2008 to December 31, 2008
L2007 toDec 31, 2007
L2008 todan 31, 2008
L2008 taFeb 29, 2008 r~ Open Payroll Tax Vears:
L2008 toMar 31, 2008
L2008 toApr 30, 2002 Januarp 1. 2007 to December 31, 2007
L2008 toMap 31, 2008
. 2008 toJun 30, 2008 Jaruary 1, 2008 to December 31, 2008
L2008 todul 31, 2008
20-Aug 01,2008 tosug 31, 2008
21-5ep 01,2008 to Sep 30, 2008
22-0ct 01,2008 toOct 31, 2008
23 - Moy 01, 2008 to Nov 30, 2008
24 -Dec 01, 2008 to Dec 31, 2008

You can change the accounting period at will, moving back and forth in the fiscal year;
the General Ledger tracks balances as of the current period dates. Peachtree selects the
period in which to post a transaction by the transaction date. You can enter a transaction
in the future but not in a prior accounting period.

Account Reconciliation

Peachtree reconciles the selected G/L account against your monthly statement. You can
reconcile any General Ledger account in Peachtree. Typically, you would reconcile bank
accounts, cash accounts (such as petty cash), and credit card accounts. You should sys-
tematically reconcile accounts each period so that you can quickly detect bank errors,
match real-world data with Peachtree data, and identify possible fraudulent activity.

You can apply (or clear) transactions in three different categories:
% deposits in transit

% outstanding checks

% other outstanding items (such as General Journal entries)

To avoid fraud and quickly detect errors, strive to have your bank send statements toward
the end of a period or month. Always reconcile your account as soon as it arrives. This
ensures that your Peachtree data is accurate and secure.
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w From the Tasks menu, select Account Reconciliation.

Select the account to reconcile and enter
the closing date from the bank or credit
card statement as the Statement Date.

" Account Reconciliation =101 x|
Fle Edt GoTo Window Hefh
@ ¢ = B & | B & a B 2. 9
Cancel 0K Range Tint Find F\ow' EBan |n5 In’:p_o‘n Detal  Adjust F\eport; Help
fiecount to Reconle: | 10200-00 Regular Checking Account Account Rec&wciliation
Checks and Bark Debits - Cleared 2 for 500,00 P =
Show: | All, D its and Bank Credits First | 8] Stak t Date: | Mar 31, 2007 || 5
Deposits and Bank Credits - Cleared 2 For 500,00 Shouw: [, Deposits and Bank Cresits Fst ] Statement pate
Status | Reference I Deposit/Bank Credit Check/Bark Debit [ Date ¢ [ Payee/Description [«
O oL1607 27,030.00 Jan 15, 2007 Deposit Ticket
D 012607 826,74 Jan 26, 2007 Deposit Ticket
a 021507 454,97 Feb 15, 2007 Deposit Ticket
D 149,97 Mar 2, 2007 Deposit Ticket
] 160.50 Mar 2, 2007 Deposit Ticket
m] 030307 220,31 Mar 3, 2007 Deposit Ticket
O 030407 385.64 Mar 4, 2007 Deposit Ticket
O 26,50 Mar 5, 2007 Deposit Ticket
O 030507 5,292.70 Mar 5, 2007 Deposit Ticket
D 40,25 Mar 7, 2007 Deposit Ticket
O 158.74 Mar 7, 2007 Deposit Ticket
D 030707 0.00 Mar 7, 2007 Deposit Ticket
(] 031407 5,000.00 Mar 9, 2007 Depasit Ticket
B 102124 50.00 Mar 9, 2007 Payne Enterprises
O 031207 7E3.52 Mar 12, 2007 Deposit Ticket
B 10211y 450,00 Mar 12, 2007 Paris Brathers Tres Surgeons
O 99.95 Mar 13, 2007 Deposit Ticket
O 0314071 3,178.41 Mar 14, 2007 Depasit Ticket
| 03140 0.00 [Mar 14, 200, Deposit Ticket =
key: [JUncleared [ Cleared [ Autocleared @ Mew Bank Record
Interest Tncome: 0.0 Service Charges: 0.00 Statement Ending Balance:
Date: | Mar 31, 2007 =7 Date: |Mar 31, 2007 |75 - Qutstanding Checks 106,546, 34
= + Deposits in Transit 107,769.60
A ks Q A s !
cooun £ oo Sl L (System) Balance 23,386.02
Imported Interest: 0.00 D Imported Charges: 0,00 D = Urrecondied Difarence 122,162,765
Beginning Trpnsactions: El

Check off the transactions from the e Enter the Statement Ending
statement as cleared. The Balance from the bank statement,
Unreconciled Difference will be zero plus any interest or service charges.
when you have reconciled

successfully.

If you are interrupted in the middle of reconciling, select OK, and exit the window.
Later, while still in the same accounting period, you can resume where you left off. All
your cleared items and other reconciliation information for the account will remain. You
can also change accounting periods to edit previous account reconciliations, if necessary.

In the Help index, look up “reconciling, accounts, overview."

Look up “reconciling, accounts, procedure.”
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Online Banking

Online banking is a special feature available through the Account Reconciliation window.
It lets you electronically import statements from your bank into Peachtree, where they
can be reconciled just as you do with information manually entered from a paper state-
ment.

To import a statement from your bank, If your bank is not in the list, click

select the bank from the drop-down list here for instructions for manually

and enter your User ID and password. downloading a statement from your
bank.

Import Statement E x|

Bank: [65 Federal Credit Union | Mybank is nat in the list
User ID: IHomer
Password: I xxxxxxx |

™ Remember my Lser ID

" Manually select a statement

Statement Locatior: [\ Frojects\PCW2008\ CreditCard OFX Brayse |
Account: Credit Eard-1i3/ Change Account |

Once you've downloaded a statement,
you can enter the path and file name here.

Import | Cancel | Help |

After selecting the appropriate account to reconcile, you see a window that summarizes
the contents of the statement.
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Import Statement

Import Summary

Staternent D ate:

Total Records to be Imported:
Total Checks and Bank Debits [14]:
Total Depaositz and B ank Credits [1]:

Imported Charges [0):

Impaorted Interest [0):

Statement Ending Balance:

March 15, 2007

15
$1,131.25
$50.00

$0.00
$0.00

$(3,286.63)

Finish I

Cancel |

Help |

Click Finish to return to the Account Reconciliation window. The bank records
imported with the statement now appear in the grid at the center of the window.

Imported Interest/Charges
Along with the transactions come any interest or service charges reflected in the bank
statement. These amounts appear in the Imported Interest and Imported Charges
fields at the bottom of the window. To see details about either, click the arrow button to
the right of the field; a window appears with additional information.

If an item is in error,
check the Delete box
and then select OK to

delete it. Your changes
will be reflected on the
Account Reconciliation

window.

Imported Charges

\Qé@el Q¢|; HQE?D

Delete

Description

Amaunt

Date

[

Service Charge

2.00

Mar 15, 2007

In the Help index, look up “online banking.”
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Matching New, Unmatched Bank Records

When you import an electronic bank statement, Peachtree tries to autoclear the imported
records by automatically matching them with corresponding Peachtree transactions. Any
records that Peachtree cannot autoclear in this manner appear in the Account Reconcilia-
tion window as new, unmatched bank records.

Select the Manual Match option from the Banking button in Account Reconciliation. A
window called Manual Matching appears, allowing you to match these previously
unmatched bank records one by one with transactions that Peachtree identifies as possibly
corresponding to them.

Manual Matching x|

Unmatched Bank Record

Bank Debit

Reference: Date: March &, 2007

Select the Amount: 100.00 PayeeiDescription: GCC #05335 SLIWANE

Peachtree
transaction that
matches the
imported bank

Please select the matching Peachtree record from the list:

Reference ¢ Amount

PayesfDescription

100,00 Ma S hipping 55

1233 100,00 Mar 7, 2007 Clooney Chemical Supply

record. 1234 100,00 Mar 5, 2007 Juan Motor Tools & Tires
PETOO1 100,00 Mar 10, 2007

anonnm

Skip this record

hen finished matching records,
select OK to return to the Account
Reconciliation window.

[o]4 I Ok [ Mext | Cancel | Help |

Once the imported records have been properly matched, Peachtree automatically clears
them. You can unclear any record later if necessary.

Other New Bank Record Options

In addition to being able to manually match imported bank records, you have other
options as well. First of all, you can delete any records that are duplicates or that represent
a bank error. Also, you can create new Peachtree transactions based on imported bank
records. For any record that represents a deposit/bank credit transaction, you can create
an account register entry, a general journal entry, or a beginning transaction. For any
records that represent a check/bank debit transaction, you will be able to create a dis-
bursement check as well. A series of options available from either the Banking toolbar
button or from the right-click menu allow you to do this. The illustration below shows
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shows the options available from the right-click menu when an imported debit record is
selected in the Account Reconciliation window.

Note the options available for this unmatched $100 bank
debit record. You can delete it, try to manually match it,
or create a new Peachtree transaction based on it. A
drop-down menu provides new-transaction options.

F Bank 100,00

= FManual 500,00

™ Foeete BlMah A tew - 23,31 Mar9, 2007
e Account Regiske £3.25 Mar 9, 2007
O Write Checks 1,500,00 Mar 9, 2007
F General Journal Entry 3346 Mar 10, 2007
I‘ Beqginning Transactions 4,60 Mar 11, 2007
] Bank. 20,00 Mar 11, 2007
] Bank 14.50 Mar 13, 2007
D Peachtres 1,000,00 Mar 13, 2007
fu Bank 36,00 Mar 15, 2007
e Bark 38.16 Mar 15, 2007
O Peachtree 50,00 Mar 15, 2007

If you want more information:

In the Help index, look up “online banking.”

Look up “interest, imported.”

Look up “Banking button.”

Allocations

Allocating monies from one General Ledger account to several accounts is a common
activity in the nonprofit organization. Utility bills, wages, rent, and other types of indi-
rect costs must be allocated to expense accounts for several funds; Net Assets for the year
(retained earnings in Peachtree) must be split between restricted, temporarily restricted
and non-restricted Net Asset accounts.

Both types of allocations, case-by-case and indirect cost rates, can be handled in Peacht-
ree. You can enter the transaction as a standard General Journal entry as necessary. Or
you can enter it as a Memorized Transaction. The Memorized Transaction will serve as a
template to be used for future transaction entry. The latter method will save you time,
since all accounts are selected automatically.
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General Journal Entry
To create a General Journal Entry in Peachtree,

1 Select Tasks, then General Journal Entry.
2 Enter the Date, and a Reference if necessary.

3 Enter each account, a description of the transaction, and the appropriate debit or
credit amount.

7. General Journal Entry ;Iglll

File Edit GoTo Window Help

H:H- 8 & BH. @, @

B v B
Cloze Mew List Save Delete  FRecur FHow  Feportz Help

Journal Entry [€][2]

Date: |:| Reverse Transackion
Referepce:

GL Account Description Debit Credit Job
77000-00 | Ailocation of January electric bil | | 340.00 |
Uilities Expense Account will be decreased
77000-A | Allocation of January electric bil | 85.00 | |
Utilities Expense--Aviary Dept Account will be increased
77000-BK | Allocation of January electric bil | 85.00 | |
Ukilities Expense--Book Dept Account will be increased
77000-CE | Allocation of January electric bil | 85.00 | |
LUilities Expense--Ceramics Account will be increased
77000-EQ | Allacation of January electric bl | g5.00 | |
LUkilities Expense--Equipment Account will be increased

Tobals: 340,00 340,00
Qut of Balance: 0.0a

Maximize your results with help from Peachtree experts,

In the example above, Company A has distributed its January Electric bill from its main
account into four department accounts, with each department receiving 25% of the total
bill. You can use the description line as a reminder of each cost percentage.

Allocating Net Assets

Since Peachtree will only allow you to have one Retained Earnings (Net Assets/Excess
Revenues over Expenditures) account, you will have to use an allocation transaction to
distribute total Net Assets to several different Net Asset accounts, for instance, Restricted
Net Assets and Non-Restricted Net Assets. The YT'D Statement of Activities report
provided in the Mowers and Growers Association sample company is designed to give
you a breakdown of Net Assets by restriction code. For this breakdown to appear on your
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Statement of Financial Position, you will create a General Journal entry to allocate the
appropriate figures on the Statement of Activities to the appropriate Net Asset accounts.

When you set up Peachtree, your Total Net Assets account should be entered with the
Account Type set to Equity-Retained Earnings. At the end of your fiscal year, Peachtree
will close all accounts with Account Types of Income, Expense, Cost of Sales, and
Equity-Gets Closed to this account. If you need to distribute this total to several net Asset
accounts, use a General Journal Entry. You can also use a Memorized Transaction to save
time.

For example, your fiscal year ends June 30. Your Statement of Activities for June 30
shows a total Net Assets (39005) of $450,000.00. This amount needs to be distributed to
three accounts: Net Assets for Restricted (39005-R), Temporarily Restricted (39005-T),
and Non-Restricted (39905-U). The amount for Restricted Net Assets is $150,000.00,
Temporarily Restricted is $200,000.00, and Non-Restricted is $100,000.00. You would
enter the following General Journal Entry dated to July I:

7. General Journal Entry ;Iglll

File Edit GoTo Window Help

o [l s & = B, =, @
Cloze Mew List Save Delete  FRecur FHow  Feportz Help

Journal Entry [€][2]

Date: | Jul 1, 2007 E |:| Reverse Transaction

Reference:

GL Account Description Debit Credit Job
30005 | Allocation of Tatal ket Assets | 450,000.00 | |
Retained Earnings Account will be decreased
30005-R | Allocation of Total ket Assets | | 150,000.00 |
et Assets - Restricted Account will be increased
30005-T | Allocation of Total ket Assets | | 200,000.00 |
et Assets - Temporary Account will be increased
39005-U | Allacation of Tatal Net Assets | | 100,000,00 |
et Assets - Unrestricked Account will be increased

| ! | !

Tokals: 450,000.00 450,000.00

Out of Balance: 0.00

Discover a fixed asset solution that fits your business needs.

Memorized Transactions

Peachtree’s Memorized Transaction feature allows you to save a transaction as a template
to be used to easily create new transactions in the future. There are two ways that you can
create a memorized General Journal Entry in Peachtree:
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% Select Maintain, Memorized Transactions, then General Journal Entries.

% Create the transaction in General Journal Entry, then select the drop down arrow to
the right of the Save button and select Memorize.

Either set of operations will open the Memorized Transaction window. If you worked
from General Journal Entry, however, all of the line items would be copied automatically.

On the Memorized General Journal Entry window,

1 Enter a reference and a description of the allocation entry.

2 Enter the appropriate accounts, descriptions, and so on. Peachtree recommends that
you use the description line to specify the percentages to be used for each account.

You can use or select a memorized journal entry in two ways also.

% Open the General Journal Entry window, select the drop-down arrow to the right of
the List button, then choose Select.

% Select Maintain, Memorized Transactions, General Journal Entries. Then, choose the
memorized transaction and click Select in the toolbar.

Once, the transaction is open, you can edit it as necessary.

Inter-Fund Transfers

If your organization handles multiple funds and you need to provide separate financial
reporting for each fund, you will need to process inter-fund transfers whenever monies
are moved from one fund to another. For the setup of your chart of accounts, you will
want to have a segment of your account ID dedicated to a fund number. This will allow
you to produce masked Financial Statements for each fund. See page 75 for information
on account segmenting and masking.

To ensure that each fund remains balanced, however, you must add due-to and due-from
accounts to each General Journal entry so that the total credits equal the total debits for
each fund. If you neglect this step, your Statement of Financial Position for each fund
could be out of balance.

Let’s see how to process an inter-fund transfer. Mowers and Growers Association needs to
move $5,000.00 from Unrestricted Administrative Operating Cash to Unrestricted
Operating Cash for the Annual Conference. The first two line items in the illustration
below show the basic transaction: a credit of $5,000.00 from account 1010-03-U and a
debit of $5,000.00 to 1010-02-U. If the transaction were saved with only these two line
items, however, the Statement of Financial Position for only the Administrative fund or
the Annual Conference Fund would be out of balance. So the last two line items of the
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transaction are added to keep each fund in balance. The credit to 1980-02-U balances the
Annual Conference and the debit to 1980-03-U balances the Administrative fund.

F. General Journal Entry ;Iglll

File Edit GoTo Window Help
H:H: 8 & B. @

: o | » 9 &
Cloze Mew List Save Delete  FRecur FHow  Feportz Help

Journal Entry

Date: | Mar 1, 2007 E |:| Reverse Transaction
Referepce: | FUMDTRANS
GL Account Description Debit Credit Job
1010-03-U | Cash transfer to annual conference | | 5,000.00 |
Cash-Opr-Admin Unrestricted Account will be decreased
1010-02-U | Cash transfer to annual conference | 5,000.00 | |
Cash-Opr-annl Conf Unrestricte Account will be increased
1980-02-U | Balancing entry for annual conference fund | | 5,000.00 |
Due From{To Funds- Ann. Con Account will be decreased
1980-03-U | Balancing entry for annual conference fund | 5,000.00 | |
Due From{Ta Funds-Admin, Account will be increased
Tobals: 10,000.00 10,000.00
Qut of Balance: 0.0a

Maximize your results with help from Peachtree experts,
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& Other Tasks and Transactions &

Several other tasks are essential to operating Peachtree efficiently, such as the Maintain
Global Options feature, which lets you set a number of defaults that affect the operation
of all your Peachtree companies. These defaults include what appears on Peachtree win-
dows and reports, how transactions are sorted, whether cash balances are recalculated
automatically, and even the basic color scheme for Peachtree windows.

In addition, Peachtree has some higher-level tasks that can help you use it to best effect.
These tasks include the following:

% User Security. This allows you to limit access to sensitive areas of the Peachtree pro-
gram.

% Time and Billing. This lets you track the time and out-of-pocket and other expenses
that employees apply to individual jobs and then bill customers to recoup those
outlays.

% Action Items. These alert you to special conditions and present lists of “to-dos.”

The other functions discussed in this chapter involve tasks you’ll need to do on a regular
basis, such as backing up and restoring company data and closing out your fiscal and/or
payroll tax years.

Accessing Global Options, Time and Billing, and Action Items
You can access the routines to carry out some of these tasks from the drop-down menus
from the menu bar:

% Maintain Global Options is available from the Options menu; select Global.
% Time and Billing is available from the Tasks menu; select Time/Expense.

# Action Items is available from the Tasks menu; select Action Items.

Accessing Company Tasks (User Security, Backup/Restore, Wizards)
Backup, Restore, and the Year-End and Purge wizards are also available from Peachtree
menus:

% User security is available from the Maintain menu; select User Security.
% Back Up and Restore are options on the File menu.

% The Year-End wizard is available from the Tasks menu; select Tasks, System, Year-
End Wizard.

% The Purge wizard, too, is available from Tasks. Select Tasks, System, Purge Wizard.

But these and a number of other company-maintenance tasks are available in the Com-
pany Tasks section of the Company Navigation Center.
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Company Tasks

& Customers & Sales

|— =] r .-@"
Chart of
| Accounts 4 || Budgets 4 |

& vendors & Purchases
Liser

| Security

m |
"i"ii Inventory & Services

% Employees & Payroll

@ Banking
H mﬁl Company Archive old company data

( Purge unused or inactive data )
Shortcuts  Customize er applications

Sales. URIELEE ,—ﬁ Check for Peachtree Updates
Receive Money from Customer ‘iew or download improvements to Peachtres.

Back up wour company data
Restare & backup

'

ok missing or damaged

Bills - Pavy Eill

Cuskomer Lisk -

Wendor List ' Year End Wizard

Find Transactions Close out an open fiscal year, payroll tax year, or

bath.
General Journal Entry 2

I ﬁ General Journal Entry
Create journal entries For things like beginning
balances, depreciation, and balance transfers.

@ Synchronize Peachtree Data on the Web
Synchronize web resources with wour Peachtres
deskkop application,

@ Reports
Wiew company reparts

In the Help index, look up “Navigation Centers, Customers & Sales."

Look up “Navigation Centers, Company.”

Below is a table describing each of the routines discussed in this chapter.

User Security This feature lets you limit access to areas of the program that
you don't want certain users to work with. For example, you
probably don't want all users in your company to see or edit
data pertaining to your customers or to other employees.

Maintain Global Options | Global options include a variety of default settings that are
grouped on four separate tabs: Accounting, General, Peachtree
Partners, and Spelling.
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Time and Billing With this feature you can enter and track employee and vendor
time and expenses, and apply them to customers and jobs for
billing.

Action Items These include events that affect the whole realm of your

business. They may be contacts with business associates or
transactions you've scheduled, “to-dos,” and special conditions.

Back Up Data Making backups is essential when using accounting software
and Peachtree has an easy to use system. You can make back-
ups to a floppy disk or your hard drive.

Restore Data Should you ever need to restore a backup, Peachtree has a
wizard that you can use for restoring backups made through
Peachtree’s backup routine.

Year-End Close At some point in your fiscal year, you will need to close previous
years so that you can get ready for the upcoming fiscal year. This
routine walks you through the closing process.

Purge Data You can use this routine to purge old transactions and unused,
inactive records, such as customers, vendors, and items.

User Security

The User Security feature is handled by a number of windows that let you create a
company administrator, who has the right to create roles for company users, set up those
users, and assign roles to them.

INITIAL DECISIONS

Setting up security is an important issue for most companies. First, you have to be dedicated to
the concept. All users in the company have to keep tabs on their user names and passwords, and
there has to be one company administrator who'll be in charge of setting up all the other users
and also keeping tabs on their user names/passwords. Beside this, the administrator must decide which
areas of Peachtree a user will have access to. The administrator will create special roles that grant these
access rights, thus an important part of the job is also designing and assigning roles. Then there are special
issues related to licensing; see “Licensing Peachtree Users” on page 267. So up-front planning is essential.

Your first step is to add users in the User Security window (shown on page 264). When
you add a user here for the first time, Peachtree automatically sets that user up as com-
pany administrator with access to all parts of the Peachtree program. As with all users, the
administrator assigns himself or herself a user name and password and then saves the
information.
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Create Administrator - Bellwether Garden Supply A password canbe upto 16

alphanumeric characters. Do
notinclude the forward slash
(/) character in your
password. Avoid passwords
that are obvious, like
birthdays or names of

Usar Name: |Admin relatives. Passwords are case
sensitive (that is Password,
PASSWORD, and password
are all different passwords)
and must be unique. Two or

Save I Cancel more user records cannot

have the same password.

Create Administrator

Every company must hawve an administrator who can create new users and control what
areas of the company they can access,

Choose Your Password: ||

User names can be up to 16 alphanumeric
characters. Do not include any of the following
characters in the user name: *, 2, +, or /. You
may want to be descriptive, such as using a
person's name or job title/position in the
company.

After that, the administrator can start adding other users to the
system. Again, this is done in the User Security window. Now, | © Want to learn more
when the administrator chooses the New User button, the user abO,,Ut user §ecurlty? Look

. up “user” in the
can be assigned not only a name and password, but also a role. || poschiree Help index.
A role is a group of access rights that can be assigned to one or
more users. Peachtree comes with some roles already set up.
You can edit the access granted for these default roles; you can also create new roles, if
necessary. Of course, the administrator can also choose to set up roles first and then add
users to the system, assigning them to the appropriate roles.
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The User Security and User Roles Windows

The User Security window and the User Roles window work together. The User Security
window lists all users that have been added to the system and has options for editing their
rights or deleting them from the system.

User Security - Bellwether Garden Supply l Once a user is set up, you x|

can edit his/her role, copy

User List T Roles Lisk T Crystal Reports ] access rights to another
user, or delete the user.

3 licenses remaining Show: IUSBFS in All Companies j
Licensed | User Npme | Roles for This Campany
[V Adrnin Adrninistrabor v Lser
[v iEd | Sales Manager
A Edit User's Rales

Select the Roles List
tab for names and
descriptions of
existing roles.

Wiew User's Rights |
Copy User |
Delete User |

esw The names of users g inta Peachtres, The number of Peachtree licenses a . The administrator adds
- already added to the users to the system
system appear in the giving each a user name
Ho User Security window. e and password and

assigning or creating a
Close Help role for the user.
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User Roles

The User Roles window lets the administrator assign existing roles to a user or make a
user inactive by selecting the Inactive checkbox to the right of the User Name field. You
might want to make a user inactive if he or she has temporarily left the company or is on
leave of absence. Also, if you work with multiple companies, you might want the user to
have no access to one of your companies but have access to one or more additional
companies. Making the user inactive lets you do this. When inactive users try to log on,
Peachtree displays a message telling them to contact the company administrator. Only
the administrator can make an inactive user active.

User Roles - Bellwether Garden Supply __ il
User Mame: IMarge [T Inactive (no access to this company)
Passward: [Marget - The administrator enters
~ a user name and
‘which roles would vou like this user ko have? paSSWOfd for a new user.
| Role « | Description -
[T Accountant Full access to all task areas under Banking & GL
[T Administrator Full access to all task areas
[ &P Manager Full access ko all task areas under Yendors & Purchases
[~ AP specialist Limited access ko kask areas under Yendors & Purchases
I_ AR Manager Full access to all kask areas under Customers & Sales gl
[ AR Specialist Limited access to bask areas under Customers & Sales
|7 Banking Manager Access to areas like Payments, Write Checks, and Select for Deposit
I_ InventProd Mar ull access ko all task areas under Inventory & Services
[ Pavroll Manager |l task areas under Employvees & Payroll -
- 0 The administrator can then assign
an existing role or roles to the user .
To edit arole, clase this window and go to the Roles Lisk tab. OR click New Role to create an
entirely new role.
Save | Cancel | Help |

For a quick overview of existing roles, select the Roles List tab in the User Security
window.

Note
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Creating a New Role

In the Role Setup window, you set up roles so that users who are assigned those roles can
access certain areas of the Peachtree program within the current company. Peachtree
program areas include the following:

% Customers & Sales

% Vendors & Purchases

% Inventory & Services

% Employees & Payroll

% Banking & General Ledger
% Company

® Role Setup - Bellwether Garden Supply N x|
Enter the new role

Role Mame: IOFFice Manager name and
description here.

Role Description: IDuties include managing daw-to-day operations at the head office.

Grant blanket

Customers & Sales
;E: il A access to an Customers & Sales Access: I Full &ccess j
area here.

B ¥endors & Purchases TosFArea HoArre i
Ful Access Maintenance Full Access -
(1 Inventory & Services Customer Information Full Access -
ﬁi_i!'l Full A =
L Customer Pavment Defaulks Full Access -
% Employees & Payroll Customer Beginning Balances Full &ccess -
Fulf Access —

O Tasks Full Access - |
Banking & General Ledger Quotes Full Access -
Full Access —
Sales OrdersjProposals Full &ccess -
T Company Receive Maney Full Access -
: Fulf Access ]
SalesInvoicing Full Access -

Shipments Full Access | -

Set all options in the table at once by using this summary-level security sekting.

Save I Cancel I Help I

For each area, the drop-down list at the top right-hand side of the window lets you grant
blanket access. For example, you can grant a user either Full Access or No Access to the
Customers & Sales area.
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Setting Custom Access for a Role

In addition to full or no access, you can use the grid to set different levels of access for
subareas such as maintenance, tasks, and reports. For example, in the Customers & Sales
area, you can choose to create a role with limited access to maintenance areas such as
Customer Information or Customer Beginning Balances. Drop-downs let you set

different access levels for different subareas of the program—for example, Payments/
Write Checks.

TG PR j No Access: The role
grants NO access to the
Paymentsfilrite Checks F Peachtree window within
Mo Aocess the program area. Menu
Views Only options related to the
Eddg program area or window
will be disabled.
View Only: The role
Add: The role grants access Edit: The role grants access grants access to the
to the program area or to the program area or program area or specified
specified Peachtree window specified Peachtree window. Peachtree window or view
and allows a user to add The user can add new existing data. However, a
new records or transactions. ~ records or transactions AND user with this role cannot

maintain (edit) existing data. enter a new record or

change existing data.

In the Help index, look up “user, Peachtree, setting up (procedure).”

Look up “role, setting up (procedure).”

Licensing Peachtree Users

In order to access a Peachtree company, a user must be licensed. When you start granting
new users security and access rights, Peachtree will automatically license as many users as
you have licenses for. For example, if you have five licenses according to your agreement,
Peachtree will automatically license the first five users for which you set up security/access
rights.

When all licenses are assigned, unlicensed users will be prevented from opening Peachtree
companies. A company administrator can modify license assignments to change who has
a license to access Peachtree companies and who does not. Licensing does not impact user
security access to Peachtree companies and should not be used as a means of limiting
access to companies. Rather, user security should be configured to limit rights to access
Peachtree companies and to restrict tasks performed within Peachtree companies.
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If You're Running out of Licenses....

If you run out of licenses but want to add a new user to the system, you may need to
unlicense one of the existing users in order to add the new one. You remove the license
from a user by unchecking the Licensed checkbox beside his/her user name in the
Peachtree User Security window. Since generally only the company administrator has
access to the User Security window, the administrator will have to perform this task.

Note, however, that if you remove the license from a user, that user will automatically be
licensed the next time he or she logs into Peachtree as long as a license is available. So as
company administrator, especially if you are running out of licenses, you’ll want to assign
licenses only to those people you want to have access.

Logging in to a Company if No Licensed User Is Present

In the event that there are no licensed users in the office, you may not be able to log in to
your Peachtree company. Say the only licensed user is out sick one day! In that case, you
will need to clear all user licenses; then you'll be able to open the Peachtree company
without a hitch.

To clear all licenses, do the following:

1 Start Peachtree OR if you are currently working in a Peachtree company, from the File
menu, select Close Company.

2 From the Help menu, select Customer Support and Service, and then select Clear
User Licenses.
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Maintain Global Options

The Maintain Global Options window is available from the Options menu. It has four

tabs where you can choose a variety of default settings.

Maintain Global Options

Accounting ] General I Peachtres Partners I Spelling ]

|

Decimal Entry Mumber of Decimal Flaces
 Automatic Quantity fields: |2 'l Unit Price figlds: |2 'l
& Manual Standard fields: |2 "l wihat fields are standard fields?

Hide General Ledger Accounts

Help

LCancel |
_t |

¥ Accounts Beceivable [Quotes, Sales Orders, Proposals, Irvaicing, Credit Memos, Receipts)
[T Accounts Papable [Purchase Orders, Purchases, Credit Memos, Payments]

¥ Payrall Entry

Other Options

¥ wiam if a record waz changed but not saved

[T Hide inactive records

[ Recalculate cash balance automatically in Receipts, Payments, and Payrall Entry

[T Use Timeslipz by Sage Accounting Link

when sorting transactions by date in most lists and reports, secondary sort should be by:
% Reference Number " Pozting Order

Accounting Tab Options
The first tab lets you decide how Peachtree will handle the
following accounting-related items:

% Decimal Entry: You can set your preference for how you
enter and display numbers in Peachtree. If you want to
manually enter decimal points each time, choose Manual.
Otherwise, choose Automatic, then select the number of

& Want to learn more
about the Global Options
window and its settings ?
See “global options” in
the Peachtree Help index.

decimal places you want entered automatically; choose from 0 to 5.

If you need price levels or sales tax codes to use more than two decimals, you should
change the number of decimals appropriately. For example, you may have an item
that needs to have a price of 2.0123 cents, so you would choose 5 as the number of

decimal places.

< Hide General Ledger Accounts: This lets you choose whether or not to display gen-
eral ledger account numbers on certain task windows. You can hide general ledger
accounts in Accounts Receivable, Accounts Payable, and Employee/Payroll tasks.
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Even if accounts are hidden, you can use the Journal button to view

. . . IjJ
general ledger account information and change account numbers, if Journal
necessary.

% Warn if a record was changed but not saved: You can choose to have Peachtree dis-
play warning messages whenever you change a record and then try to exit the record
without saving. When the warning message appears, you have the opportunity to save
the record then before moving on. However, if you don’t check the Warn if... check-
box, you will not be warned if you change a record and try to call up another record or
exit the window. Your changes are lost when the window or record is displayed.

% Hide inactive records: Select this check box if you don’t want Peachtree to display
inactive records (for example, items, customers, vendors, employees, and so on) in
lookup lists.

K2
*»*

Recalculate cash balance automatically: When writing checks in Payments, Select for
Payment, Payroll Entry, or Select for Payroll Entry OR when entering receipts, you
have the option of displaying the cash balance. This feature lets you monitor your cash
accounts as you are entering data. Check the Recalculate... check box if you want
Peachtree to automatically recalculate your cash balance as you enter receipts and pay-
ments.

If you do not select this box, Peachtree displays “Uncalculated” as the balance IE’
in the Payments, Receipts, and Payroll Entry windows. You can use the

Recalculate button (shown at left) to update your balance whenever you like.
Peachtree will run faster if you leave this option unchecked and use the Recalculate
button.

R

% Use Timeslips Accounting Link: Check this box to activate the Timeslips Account-
ing Link option in Peachtree. Timeslips is a time-and-billing program for small busi-
ness, providing additional accounting management tools currently not available in
Peachtree. Timeslips Accounting Link (TAL) enables you to transfer payment and
receivable information from Timeslips to the General Ledger of Peachtree, saving you
valuable time by eliminating manual reentering of billing data. TAL must first be acti-
vated in Peachtree before you can export and import information between the two
programs. For more information on Timeslips, look up “Timeslips” in the Peachtree
Help index.

K2
*»*

Secondary sort order: Select the option you want to user for sorting transactions.
When sorting transactions by date in most lists and reports, you can choose the type of
secondary sort order for these transactions.
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R

% Select Reference Number if you want the secondary sort to be by reference num-
ber. (Reference numbers can be manually entered or they can be assigned by
Peachtree when you print the transaction.)

R

% Select Posting Order if you want the secondary sort to be by posting order.

General Tab Options
This tab lets you tailor Peachtree performance to your tastes.:

Maintain Global Options |
Accounting |:'_______E__t_a_[;_é_l__a_!_______i] FPeachtree Partners T Spelling ]

Improve Performance

ok |
] . Lancel |
¥ Do nt print total page length of reports in report headers

[ Do not show guantity om hand in inventory item lookup lists Help

[ Update the Business Status and Navigation Centers only when the Refresh button is clicked
[T Update reports automatically when records are saved

Line Item Entry Display

@ 1line  2Line

Smart Data Entry

V' Automatic field completion ¥ Automatically create IDs on maintenance windows

¥ Drop-down list displays automatically

Color 5cheme

@ Classic ¢ Professional € Sand € Splash ¢ Wibrant

Fieset all one-time meszages: Beset |

% Improve Performance: To increase performance and speed, you can control whether
or not certain options display using performance enhancements. For instance, if you
do not need to print the page length on report headers (for example: Page 1 of 12)
then select the Do not print total page length of reports in report headers check box.

Likewise, if you don’t want to show quantity on hand on the items lookup list, select
the corresponding check box. (This can be especially helpful if you have a large num-
ber of inventory items.)

Update the Business Status Center and Navigation Centers only when I click the
Refresh button. Selecting this option is useful if you want to control when Peachtree
refreshes data in a Navigation Center. This is especially true if you’re working in a
network environment and have a great deal of data in your company database. For
more information about Navigation Centers and the Business Status Center, see

“Navigation Centers” on page 35.
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2
*»*

K2
*»*

2
*»*

R
“0

Update reports automatically when records are saved: This option helps perfor-
mance where reports are open in the background. If checked, whenever a record (cus-
tomer, item, etc.) or transaction is saved, displayed reports are simultaneously
updated. Depending on how many reports are open, this can slow down the save pro-
cess noticeably. If this box is unchecked, the report data only gets updated the next
time the report is clicked on or takes focus.

Line Item Display: If you select a two-line display, the second line generally shows
description information about the codes in the first line and is never used for data
entry. (For example, the account ID appears in the first line, and the account name
appears in the second line.) Likewise, if you select one-line display, you'll see a line
with no detail; this will allow more lines of data to appear at a time.

Smart Data Entry: Select Automatic field completion if you want Peachtree to fill in
the remaining text for you while you're entering information that is already stored in a
record. For example, if you begin entering an existing customer ID, Peachtree will fill
in the remainder. This can save you typing time and also ensure that information is
entered consistently. Note that since all IDs in Peachtree fields are case sensitive. So if
the ID begins with M (for example, M2256), you must type M, not m, for the auto-
matic field completion to activate.

Select the Drop-down list displays automatically check box if you want to see the list
associated with each field that has a lookup button. Anytime you type or press the
spacebar in a field that has an associated list, the list will appear. The illustration
below shows the drop-down list automatically displayed when a user enters a Cin the
Customer ID text box. Peachtree has also selected CANNON automatically because
Automatic field completion was selected in Global Options..

Customer 10: | TS |ﬂ
Bl Tor IBLDREC Aldred Builders, Inc, T70-EE5-0654 .

' BRCHER archer Scapes and Ponds TF0-555-4660
BRMSTRONG Armstrong Landscaping F70-555-8524

g g Zannon Heathcare Center FF0-555-4128

HAPPLE Chapple Law Offices T70-555-5855

LUMMIMGS Curnmings Conskruckion F7O0-555-1147

[45H Dash Business Jyskems Fr0-555-9955

Select Automatically create IDs on maintenance windows if you want Peachtree to
automatically build an ID for records (customers, items, etc.) based on the name or
description you enter. If you select this option, you can skip the ID on a record win-
dow when you create a new record.

Color Scheme: You can choose one of five color schemes that affect the appearance of
windows and dialog boxes in Peachtree. Each scheme uses a different combination of
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colors. You can change color schemes at any time, but you must exit and restart
Peachtree for the color changes to be activated. If you operate on a network, each
workstation can set up its own color scheme preference. Choose from the following:

% Classic: Peachtree’s traditional white tabs and white color backgrounds throughout
the program.

K2
*»*

Professional: Light gray tabs and gray backgrounds.

K2
*»*

Splash: Light pastel colors.

2
*»*

Sand: Light and dark tan colors throughout the program. This is the default set-
ting; when you install Peachtree for the first time, this is the color scheme you’ll see.

Vibrant: Bright and bold colors.

K2
*»*

Peachtree Partners Tab Options
This tab lets you choose a security level that determines how Peachtree Partner applica-
tions interface with your Peachtree data.

Accounting T General I Peachtree Partners i Speling I

Peachtree Partners Security Level

™ Low - 8llow all Peachtres Partner applications to run

% Medium - Warn before Peachtres Partner applications run [recommended]

™ High - Do nat allow any Peachtres Partner applications to run

% Low: This lets all Peachtree Partner applications run automatically. Peachtree Partner
programs will be able to exchange data with your Peachtree database without prompt-
ing you.

% Medium: When you start a Peachtree Partner application, you'll receive a warning
message that allows you to choose whether or not you want the application to run.
This is the default and recommended setting.

< High: Choose this level of security, and Peachtree Partner applications will not run.

Spelling Tab Options

On the Spelling tab, you specify options that will affect the way Peachtree Spell Check
operates. For example, you can choose whether or not you'd like Spell Check to ignore
capitalized words, doubled words, and so forth.
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% Spell Check Options: Select Check spelling as you type if you want Spell Check to
highlight misspelled words in red as you type. When a word is highlighted in red, you
can right-click your mouse to bring up a list of suggestions for the misspelled word.
Select Check spelling on save or close to instruct Spell Check to automatically review
your text when you select Save, Close, or Print from windows where Spell Check is

Accounting I General

I Peachtree Partners I

Spelling I

Peachtree Spell Check

Peachtree spel check iz available on certain windows throughout the product. Faor a complete list of
windows where zpell check iz avalable pleaze click Help.

Spell Check Options

¥ Check spelling as you type.

[ Check spelling on save or close.

Suggestion zpeed and accuracy
= Fast but less accurate
' Moderately fast and accurate

7 Slow but accurate

— Runring ophions

b ain Dictionary Language:

IAmerican English j

Cugtom
Dictionary

[™ lgnore Capitalized words

[ lgnore words with mixed case
[ lgnore words with numbers
[™ lgnore all UPPERCASE words
W lgnore internet addresses

[ Report doubled words

¥ Case sensitive suggestions
[ Suggest split words

[ Auta corect misspelled words.

available.

K2
*»*

speed and accuracy of this search.

% Main Dictionary Language: Use the drop-down list to set
the language of the main dictionary used to check spelling.
If you want to edit custom dictionaries at this time, select

the Custom Dictionary button.

K2
*»*

Running options: These settings affect the way that Spell
Check searches for misspelled words. For example, you can

Suggestion speed and accuracy: This determines the speed and accuracy of the initial
search for suggested replacements for misspelled words. When a misspelled word is
detected, a search is automatically made for suggestions. This option controls the

index.

@ Want to learn more
about your choice of
Custom Dictionaries? See
“custom dictionaries”
in the Peachtree Help

instruct Spell Check to ignore capitalized words, Internet
addresses, and so forth.
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In the Help index, look up “Peachtree Partners Security Level.”

Look up “Spell Check options” and “Spell Check.”

Time and Billing

You can use the time and billing features to create time and expense items, enter time and
expenses tickets using them, and bill customers for these expenses. The diagram below
shows the flow of activity associated with using the time and billing features.

a Create all of the necessary
vendors, employees,
customers, jobs, activity
items, and charge items.

Enleriainsant

Wl g

Enter your time and expense Expense

o tickets, specifying the Tickets
employee or vendor, the
customer or job, the type of
activity or expense, and the
amount of time or money
spent.

Print

Monday Invaices

Daily Timie e

e When you want to bill the
Tickets

customer for time and
expense, select the customer

in Sales Invoicing; and then January = -
click the Apply Tickets/ m sales Invoices ,<©

Expenses button to display I

the time and expense tickets. = -

Here, you can select and Weekly Time Sheets Print Weekly Time Sheets
consolidate tickets and

expenses.

Creating Time and Expense Items

You create your Time and Expense items on the Maintain Inventory Items window.
Simply give Time items an Item Class of Activity and Expense items an Item Class of
Charge. Then, complete the various fields on the tabs. You can enter billing rates, tax sta-
tus, unit, type, and other fields.

275



Chapter 15  Other Tasks and Transactions

Entering Time and Expense Tickets

You enter Time and Expense tickets by selecting Tasks, then Time/Expense, then either
Time Tickets or Expense Tickets. For Time Tickets you can choose to use either a Daily
tab or a Weekly tab. You can select the employee or vendor, the Activity item, a customer
or job, and you can enter the date, amount of time, billing rate, billing type, and billing
status.

For Expense Tickets, you can enter an employee or vendor, a date, a Charge item, num-
ber of units of the Charge item, and extended descriptions for the expense. You can also
select a billing price and billing status. Selecting Billable will make the ticket available for
billing during Sales Invoicing. Selecting No Charge will display the ticket information on
a sales invoice but it will not bill the customer. If you select Non-Billable, the ticket will
not show up in Sales Invoicing at all.

In the Help index, look up “Time & Billing, overview."

Look up “Time & Billing, how do I.”

Billing Time and Expense Tickets

You will bill your tickets during Sales Invoicing by selecting the Apply Tickets/Expenses
button after you have selected the customer. Peachtree will display tabs with Time and
Expense tickets for that customer. You can select which tickets you want to bill the cus-
tomer for and mark them up, if necessary. You can also consolidate, or group, these tick-
ets so they appear as one line on the sales invoice.

Once you have applied a ticket to an invoice, Peachtree will internally mark that ticket so
that it cannot be applied to any other invoices. You can use the Ticket Listing By Cus-
tomer report to see if tickets have been applied to a sales invoice yet. Also, any tickets that
have not been applied to invoices for that customer will appear on the Time Tickets win-
dow after you click the Apply Tickets/Expenses button.
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Action Items

The Action Items window in Peachtree shows action items that affect the whole realm of
your business. Actions items include events such as contacts with business associates or
transactions you have scheduled, activities that you have scheduled “to do,” and company
conditions that you want to be alerted of.

= From the Tasks menu, select Action Items.

11

File Edit GoTo ‘window Help

© & X > @ e @ 0 @
Clase %t Delete  Recur Dp_tialns E-mal  Ewent Jert Help

||5 IAI\ To Do's and Events j

Filtered ta display event types of na activities, selected A/R ranzactions, selected A/P transactions, and papchecks.

Date:

Alertz ] ToDo I Ewents ]
Thursday, March 15, 2007
Datok- T
Inventory [tern TOOL-35400 quantity an hand below minimum stock. ﬂ
Gardening Hoe - Goaseneck
Irwentory tem FERT-16160 quantity on hand below minimum stock.
Pat Azh &b,
Irwentory ke MURS-22000 quantity on hand below minimum stock.
Girko Tree
Irwentory ke POTS-30210 quantity on hand below minimum stock.
Clay Flower Pat - B in. j

The Action Items window information is divided into these folders:
% Alerts
< To Do
< Events

Select the tab to view the associated information. The following sections discuss working
with each tab.

View Alerts

The Alerts folder lists the matches that Peachtree has found for the company

alerts that you have set up. You can view company alerts from the Action Items EE“
window. You can access this window either from the Tasks menu or by select-

ing the Alert button on the status bar.
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= From the Action Items window, select the Alerts folder. Then, select the date for
which you want to see areas that produce a preset company alert.

Alerts ] ToDo T Ewents ]
Thursday. March 15, 2007
D ate E-mailed Alert Condition
Inventory Ikem TOOL-35400 quantity on hand below minimum stock. ﬂ
Gardening Hoe - Goozeneck
Inventory Item FERT-16160 quantity on hand below minimum stock.
Pot Ash 5 |b.
Inventory Item MURS-22000 quantity on hand below minimum stock.
Ginko Tree
Inventary Item POTS-30210 quantity on hand below minimum stock.
Clay Flawer Pat - 6 in. |

Peachtree displays each entity that meets the alert condition separately, along with the
condition that is being monitored, and the date that Peachtree generated e-mail messages
for this alert, if applicable.

Set Company Alerts

Alerts are conditions in your company that you want to be aware of as they happen in
order for you to take some further action. You can set alerts for employees, vendors,
customers, inventory items, and general ledger accounts that meet criteria of your own
choosing. In addition to notifying you of alert conditions, Peachtree generates alert e-
mail messages. These e-mail messages can be sent to customers, employees, vendors, or
anyone who needs to be notified when the alert condition is met. Alert e-mail messages
can contain transaction specific information and/or customized notes.

w Select the Alert button from the toolbar of the Action Items window.
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ﬂ
= @ . @
Cﬁel aK Fow Ffafp
Select the E-mail Alert Conditions:
E-mai Apply To From Type Condition Amourt
check box to -———-
have Peachtree G/L Account E0000 89000 Balance-‘Year to Date 10,000.00 ﬂ
t | Iﬂ' Inventary [tem AVRY-10100| TOPI-40100 [Quantity on Hand below Minimu
genera € €-mal [ Employes ACHRISTY-0) TMASZE-01 [Total Hours--Per Paycheck »= an.o1
messages for an I |Wenduw ARBOR-01 | AREOR-0T  |Purchase Yolume--Cuent Parind | »= 3,000.00
a |ert (_‘Ondition, LA |Customer ALDRED WILLIAMS | Customer's default credit card has expired |v|
Then, complete Alert Description: [Alet me for custorners frarm: ALDRED to: WILLIAMS when default credit card has expired
- the E-mail Click the arrow
information at ‘Ema"lnf:ma‘i:g — T e — | nextto the To,
To ustomer E-mai Subject; 1 Credit Card Woani
th'a botlto(;n of e | i Cc, and Bcc
Lo » X
the window. I 5 fields to open
Bec »
Select the & the Peachtree
' Standard [This message is to notify you of the follawing: The default credit card for <Customer Mame>| Address Book.
andar Meszage: |[ID>has expied.
Standard
Message and/or
. W E-mail According to our records, the default credit card we have on fle for pou has expired. Please check the expiration
the E'mall NOte HMote: date and notify us of any changes. Thank you for your business!
check box to
include the
corresponding text
in your e-mail

When you set up Alert conditions to include e-mail messages, you must complete the E-
mail information at the bottom of the Set Company Alerts window. To learn more
about Peachtree-generated e-mail messages, see the table below.

Use the To Do Folder

The To Do tab lets you enter activities or reminders that you need to track.
= From the Action Items window, select the To Do tab.

Peachtree uses the current system date when it first displays the information. You can
change this date.
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Alerts | ToDo ] Ewents I

Wednesday. March 14, 2007

| Mar 31, 2007 15t quarter Federal Form 941 due
| Mar 31, 2007 Sales tax must be filed and paid for this manth.

Enter a date, or check the Complete check box: To enter a To Do item, enter a date and
a note of your choice that describes the item that needs to be done. For existing To Do
items, you can select whether an item is complete. When you indicate that a To Do item
is complete, Peachtree supplies the current date as the completed date.

In the Help index, look up “alert, setting up company”

Look up “to-do list.”

Use the Event Log

The Event Log shows business events that you have elected to see for the date you select.

= From the Action Items window, select the Events tab.

Thursday. March 15, 2007

Double-click the
total line for the \(

Compary Mame

. 2 Sales Orders to Ship $688.73 -
event type to view 3A15/07 | CHAPPLE | Chapple Law Offices | Sales Order t| #10340 sent 3/5/07 $476.84
or hide specific 1| 3/15/07 | FROST | Frost Technalogy Park | Sales Order t| #10341 sent 3/3/07 $211.83
events. ¥ 23 Customer Invoices Due $122.715.21

1| 11/07 | EVERLY | Everly Property Manage | Custarner Iny| #10205 gent 2419407 $8.897.32

A check mark here | 1/26/07 | SNOWDEI| Srioveden Intericr Desia | Customer I | #10209 sent 1/26/07 $7.102.00

indicates that the — | 1/31/07 | DasH Dash Business Spstems | Customer Inv| #1032 sent 1/31/07 $1.292.10
event is Complete, GA| 1/31/07 | ARMSTRL | Amstrong Landscaping| Customer Ine | #10122 zent 141707 $10,970.42 -

Events in the Event Log are displayed in this order: activities, quotes, sales orders,
invoices, collection letters, customer receipts, purchase orders, vendor invoices, checks
written, and paychecks. If there are no events for an event type or you elect not to display
an event type, you won’t see the total line for that event type.
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Create An Event

You can create an event from any window where you see the Event button. You can cre-
ate events for the contacts you may have with your customers, employees, and vendors
such as calls, letters, and meetings. Follow these steps to create this type of event.

w Select the Event button. E
Event

@ Create Event i 10l =l

File Edit GoTo Window Help

=

Cloze Mew  Open Save Dx.e.rail I}e’l;‘:u
Type: [vendor x| 1p:[pavisor 2] Date: [Mar 14,2007 =

Draviz Advertizing Company / John Davis / 404-555-6885

Event Tupe: ¢~ Call Fram " Lefter From  © Other: l:l

" Cal To  Letter To € System;
' Mesting " Comment

Mote: [2:00 meeting with Janice Davis to go over the new promotion.

™ Display in Action Items I:Idays IBefore ‘I the event date.
T —

Select contact type and date of event: Select the type of contact—customer, employee, or
vendor—you are creating the event for. Then select the specific ID. The IDs in the list
change according to the contact type you select. So, if you select Vendor as the type of
contact, you can choose a specific vendor from a list of vendor IDs. Once you select an
ID, the contact name and telephone number are displayed also.

Next, enter the date you want the event to be created if it is other than the current
Peachtree date.

Tuge: [endor | 1D: [Davisor (] DaterMar 14, 2007 |

Dawiz Advertizing Company # Jokn Daviz / 404-565-6885

Select type: Select the type of event you are creating. You can create any type of event
except System. Peachtree creates System events when you enter an associated transaction.

Evert Type: € Call From " Letter Fram ¢ Other: | |
' Cal To  Letter To
% Meeting " Comment  Systen:
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Choose to display event, and select a completion date: If you want the event to appear in
the Action Items window, select the check box; then enter the number of days before or
after the event date you want the event to display. Then select the Completed on check
box, and enter the date when you expect the event to be completed.

W Dizplay in Action lkems I:Ia_l,JS IBeh:nre "I the event date.
Y —

Since Peachtree has no way of knowing when the events you create are completed, it may
be best not to check this box until the event is complete.

Save the event: To save the event, select Save when finished.

In the Help index, look up “event, setting up”

Look up “event, displaying.”

Use Action Items/Event Log Options

The Action Items/Event Log Options determine which types of events will appear in the
Event Log and when the Action Items window will appear for all companies. Events can
be types of activities you have with business contacts or types of transactions you make as
part of your business operations. Contact events will show in the Event Log as soon as
you create an event for them. Peachtree creates an event in the Event Log for business
transactions when you create a transaction for one of these types of events.

= \With the Action Items window displayed, select the Options toolbar button. e

D|I;_ti5|ns
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Action Items and Event Log Options

Activities ] Tranzactions I Start Up ]

Click on the Event Types that you would like to be disgplayed in the Action lkems. o]

Cancel

Bl

Ewvent b
Call From [ 0 |before the event date Help
Call Ta [ 0 |before the event date
Meeting [ 0 |befara the event date
Letter From [ 0 |before the event date
Letter To [ 0 |before the event date
Comment [ 0 |before the event date
Other [ 0 |before the event date

The information is divided into these folders:
« Activities

«» Transactions

% Start Up

When you first open the window, the information in the Activities folder displays. You
can begin entering this information or select another heading to display the associated
information.

Select Activities
In the Activities folder, select the types of contact events that you want to display in the
Action Items window such as

% calls you make or receive
. .
% letters you send or receive
% meetings

Contact events don’t have associated transactions, so Peachtree doesn’t create an event for
you. However, you can create an event for them yourself. You can also select if and when
to have the events displayed in the Action Items window.

= From the Action Items/Event Log Options window, select the Activities folder.
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Click on the Event Typesz that you would like to be displaped in the Action |tems.

It is up to you to

create these types Call Fram LA 1 |before the event date
of events. Cal To O 0
Meeting ] (0 [oemre T EverT U
Letter From | 0 |before the event date
Letter Tor | 0 |before the event date
Carnment | 0 |before the event date
Other | 0 |before the event date

Select event types and number of days: Select the Display in Action Items box next to
each event type you want to have appear in the Action Items window. For each event type
that you select, enter the number of days before or after the event is scheduled to occur
that you want to have it appear.

Select before or after, and then select OK: In the last column, select from the drop-down
list whether the numbers of days entered is before or after the event date. Select OK to
save your choices.

Select Transactions
In the Transactions folder, select the types of business transactions that you want
Peachtree to create events for, including

K2
*»*

quotes sent and expiring

K2
*»*

customer invoices sent and expiring

K2
*»*

collection letters

K2
*»*

customer receipts

K2
*»*

purchase orders sent and expiring

vendor invoices due and checks due to vendors

K2
*»*

K2
*»*

paychecks

Peachtree creates an event when you enter a transaction for the types of events you select
here. The event is created in the appropriate customer, vendor, or employee event log.
You can also select if and when to have the events that Peachtree creates appear in the
Action Items window.

= From the Action Items/Event Options window, select the Transactions folder.
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If you select to
create an event, the
event will be
updated whenever
the transaction is
changed.

Evert Type

Quotes Sent

before the event date ﬂ
Quotes Expining before the event date

LA
LA
Sales Orders to Ship LA
LA
LA
LA

before the event date

Irvoices Sent before the event date

before the event date
befare the event date |

Cugtorner Invoices Due

K|&l|O|&[R|O

Cugtorner Credit Memos

Select transactions and whether or not to display them: Select the Create Event box
next to each type of transaction that you want an event created for. Then select the Dis-
play in Action Items box next to each type of transaction if you want to have the events
for that type of transaction appear in the Action Items window.

Note that Peachtree creates events only while the Create Event box is selected. When
you turn the option on, Peachtree doesn’t create events for transactions that were already
there. It also doesn’t remove events that have already been created if you turn the option

off.

Enter number of days, and then select OK: For each type of transaction that you select
to appear in the Action Items window, enter the number of days before or after the event
is scheduled to occur that you want it to displayed. Select OK to save your choices.

Select Start Up Options
In the Start Up folder, select when you want the Action Items window to appear auto-
matically and how you want the information to appear initially.

= From the Action Items/Event Options window, select the Start Up folder.

Action [bems Start Up Options:

[T Display &ction ltems each time a new compary is opened

Then select whether you want the Action Items window to appear each time a new
company is opened. Select OK to save your choice.

In the Help index, look up “action item, setting up.”
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Backing Up Your Data

Backing up your company frequently is an important part of maintaining your Peachtree
system. Peachtree provides a simple backup utility for accomplishing this.

Backing up your company files can save you hours of time. Having frequent backups
ensures you against the necessity of reentering your data. Backups are the only way to
ensure the security of the accounting records you store in Peachtree. Without backups,
you run the risk of losing weeks or months of work. How often you back up and which
method you choose depends on how you use Peachtree. If you enter transactions every
two weeks, you can get by with backing up every two weeks. However, if you enter trans-
actions daily, you may need to establish a daily backup routine.

You can choose to back up your data using a utility other than Peachtree’s, but you
should ensure that ALL Peachtree data files are backed up. If you use Peachtree’s internal
system, all other users must exit Peachtree before you can do so. To make a backup using
Peachtree’s internal utility

= Select File, Back Up. This will open the Back Up Company window.

Back Up Company ﬂ

Select the options you This process will back up your company data and customized Forms,
want, including a

reminder, and then click \ I Remind me when T have not backed up in I_?ﬁ dayis)
Back Up.

W Include company name in the backup file name

Back up vour data remaotely and securely, Cnly $1.00 ko bry it!

Back Up | Close | Help |

On the next window, specify the name of the backup file and the location of the file.
What you name your file depends on you, but if you work with multiple companies, you
should include the name of the company in the file name. Otherwise, you run the risk of
overwriting one company with data from another company data should you ever restore
that backup. Also, we recommend that the file name include the date the backup was
made so that you can quickly determine if it is the one you want.
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Backing Up Your Data

Save Backup for Bellwether Garden Supply as: [ e |
Savejn:la BCS j = =k El-

|_LETTERS
BL-053105.ptb

File name: |Be|lwether Garden Supply-031507 ptb Save

Save az lype: IF'eac:hlree Backup [*.ptb] ;I Cancel

Help

il

Next, Peachtree will notify you of the amount of data space the backup will take or the
number of disks it will need. Click OK to complete the process.

Peachtree Accounting 5[

& This company backup will require approximately 3.47ME.

Cancel |

The amount of time it takes to complete the backup depends on the size of the backup
and the medium to which you are backing it up. If the company data file is large, we rec-
ommend backing up at the end of the day so that other users will not need to access the
company data.

In the Help index, look up “backing up, company data, overview."

Look up “backing up, company data.”
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Restoring Your Data

When there is occasion to restore a backup, Peachtree provides a utility for restoring
backups that were made with its internal utility. When you do restore a backup, bear in
mind that Peachtree restores ALL files, overwriting ALL existing data. You cannot restore
individual files since the files are all interrelated. We recommend that you back up exist-
ing data before overwriting it with a backup from a previous point in time.

To restore a backup
w Select File, Restore. This will open the Restore Wizard.

Restore Wizard - Select Backup File x|

Select Backup File

Select the backup file you want to restore.

IF you are restoring from a disk or CO ROM, place the disk in the drive now.

Loeatior: |C:A\Pew2006\CompanysBLS B ellwether Garden Supply-031507.ptb Browse |

Click Help for more information on any window.

Click Mext to continue.

LCancel | Help |
/
. Z AN |
Click the Browse button and locate your Once you have selected the file,
Peachtree backup. These files are identified click Next to continue.

with the extension: .ptb.

On the next window, you can verify that the correct backup has been selected.
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Restoring Your Data

Restore Wizard - Select Company i x|

Select Company

Select the Company pou wizh to restore your backup file to.
“f'ou can chooze to restore pour backup file to an exizting company folder or & new company folder:

& New Company

A

Ci
NEI;I;?WE ellwether Garden Supply

Location: |C:\Pow20064 CampanyBCS Browse |

Click Mexfto continue.

< Back Mext » Lancel | Help

Ensure that An Existing Company Click Next to continue.
is checked, and verify that the correct
company and location are displayed.

On the Restore Wizard - Restore Options window, select the types of data you want to
restore and click Next.

Restore Wizard - Restore Dptions B 5[

Restore Options

A

Select the Peachtree files that pou want to restare:

[™ Customized Forms

[ “eb Tranzactions

Click. Mext to continue.

< Back I Hest > I Lancel Help
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Finally, click Finish on the Confirmation window. The length of time it takes to restore
depends on the size of the backup and the type of medium on which it was stored.

In the Help index, look up “restoring, company data files, overview.”

Look up “restoring, company data files, procedure.”

Year-End Wizard

Finishing your company’s fiscal and payroll years is a very
important process. There are many steps involved, with one of
the final steps belr.lg the process of actually closing out the fiscal dures? See "year-end pro-
and payroll years in Peachtree. Once a year has been closed, cedures. overview” in the
you will not be able to make any changes to the data for that Peachtree Help Index.
year.

& Want to learn more
about year-end proce-

Peachtree only allows you to have two years of open accounting periods for payroll and
your fiscal year cycle. Hence, at some point in the second of the two accounting years you
must close the first year and open a third year. Once the first year is closed, you will be
ready to enter transactions for the third, or next, year.

To facilitate closing a year, Peachtree has the Year-End Wizard, a step by step routine
that will close the first year and open the third year for payroll and fiscal. To launch the
Year-End Wizard,

w Select Tasks, System, Year-End Wizard.

As you walk through the steps of the Wizard, you will have opportunity to make a
backup, guaranteeing that your current data is preserved should you need to restore it for
some reason. You can select whether or not you want to close either the Fiscal year or
Payroll year or both. Peachtree will stop you from closing under certain circumstances.
For instance, you will not be able to close the year if there are Purchase Invoices that are
marked “Waiting on Bill.” You must change these settings before you can continue.
Peachtree will also warn you if there are unprinted forms and give you a chance to print
certain reports before you close.

Once all of the conditions are met, click Begin Close. You should not interrupt this pro-
cess and it could be quite lengthy. We recommend that you use the Year-End Wizard at
the end of the business day when you or other users will not need access to your
company’s data.
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Purge Wizard

You an also create an archive—a read-only copy—of your files.
This option allows you to easily access the data and reprint © Want to learn more
reports. about archiving company
data? See "archived com-
. pany” in the Peachtree
Purge Wizard Help Index.

To help you manage the size of your data files, Peachtree

provides the Purge Wizard that you can use to remove old data. The purge routine will
purge old transactions and inactive records that you don’t need anymore. A good time to
use the Purge Wizard is right after you have closed a fiscal year. This will free up hard
drive space on your computer so that you are ready for the new year.

To launch the Purge Wizard,
w Select Tasks, System, Purge Wizard.

The Welcome window introduces you to the wizard. Click Next to continue and walk
through the steps. Peachtree will require you to make a backup of your data prior to start-
ing the purge. This will ensure that you have a copy of the data in case you decide later
that certain data should have remained on file.

During the course of using the Wizard you will have opportunity to specify the date up to
which you want to purge transactions, as well as the types of transactions to purge. In
addition, you will be able to select accounts that must be reconciled prior to purging.
Finally, you will be able to select inactive records, that is, inactive customers, vendors, and
so forth, that you want to remove from your lists.

When you click Begin Purge, Peachtree will work its way through your data, purging the
items you have specified. This is a potentially lengthy process and you must not interrupt
it without risking damage to the data. We recommend that you start the Purge Wizard at
the end of a business day and let it purge at a time when you or other users will not need
to access the data. This is a single user process.

In the Help index, look up “Purge wizard.”

Look up “purge criteria.”
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Reports

Accessing a Report
Modifying Reports

Previewing a Report

Saving Changes to a Report
Report Groups
Financial Statements

Forms

Printing a Form
Batch Printing Forms

Print-n-Sign Tax Forms

Business Analysis
Cash Manager

Collection Manager
Payment Manager

Financial Manager
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& Reports &

Peachtree comes with many reports and forms that enable you to quickly and easily see
the state of your business and process your business needs. Each area of the program pro-
vides reports designed to give you the insight behind your numbers.

Accessing Reports

There are multiple ways to access Peachtree reports.

% Click the Reports icon in any record window (such as Maintain Customers/Prospects)
or task window (such as Sales Invoicing) to access a list of reports appropriate for the
open window.

#" Maintain Customers,/Prospects =] 5]
Fie Edt GoTo Window Help
@ close yNew [—List [save £i5ave sNew 32 Delete Gilichange 1D [MEvent [BiLog [ Letters ) Reports - B Click the Reports
Aged Receivables button to get. . .
B e — EI QI — Customer Transaction History
L T Fmatve o a drop-down list of
General | Addresses | History  Sdles Info |Payment&Credlt| Job Ledger repOFtS that app|y to that
s sl s window. Click an item
Sales Rep: [MCHAMBERLIN = Batch Delivery.Methad: © Pa Sale=lOrder Reaster on the |i5t to open the
e Ticket Listing by Customer
o — ™ e seles 12p when usg bakchprosessing 0 send orms report.
Ship via: |Mone + | Customize the ship methods ™ Replace Ttem ID with: ¢ UPC/SKU ¢ Part Mumber

Resale Mumber;
Pricing Level: |Price Leval 1 » | Customize the level names

% Select the Reports button from most Navigation Centers (Custom- .
ers & Sales, Banking, etc.) to open reports for that area of the pro- @

ram.
& Reports

% Select Reports & Forms from the menu bar; [ genarts & Forms

and then the area of the program you want. Farms b
This will open the Select a Report or Form
window.

Accounts Receivable. ..
Accounts Pavable. ..
Payrall...

f=ereral | adner
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Accessing Reports

The Select a Report or Form window displays.

@ Select a Report or Form
Fle Edt GoTo Window Help

Custom reports have a different icon,
and appear at the top of the list.

=T

© %X @ | o q
Cloze  Delete  Group Print  Display

o i
Dptions Cn@ns /Pé.{ Send To

BT e
Stles  Copy  Help

Bepots | Forms 1

Implemented by: ARtvisw - Group 1

& Accounts Receivable

[ Accounts Payable

@_ Payroll

%] General Ledger

B custom Aged A/R

(=] Aged Receivables
] Cash Receipts Journal

~ (=] Customer Ledgers
[E] Financial Statements
[ Customer List

4 Inventory

Job Report:
[ 30b Reports (] Customer Master File List

@ Account Reconciliation (] Customer Sales History

@ Time/Expense Reports
Invoice Register

Company Reports =1

(] Items Sold to Customers

flls, Crystal Reports

=] Picklist Report

@ Report Groups N
=] Proposal Register

|=| Customer Management Detail

|=| Customer Transaction History

iCcounts Receivable: Custormers and Sales

& due date is the 15th.

Customers with outstanding invoices sorted by aging catedory.
Money received from customers displayed in journal Format {showing debits and credits).

Customers with detail transaction information and outstanding balances.

Contact information For every customer, including name and telephons rumber. The
Customer Master File List has additional detail,

Invoices that are due with custamer credit and balance informstion.

Detail iInformation For every customer.

Sales history For each customer, including cash sales (receipts).

Invoices and related transactions, by customer.

Invoice list showing date, quote number, custamer name, and inveice amount.

Quantity, smount, cost of sales, aross profit, and gress margin of tems seld ko customars.

Items on open sales orders and proposals. Used to pul items to fulil a sdles invoice, Can
include drop shipments.

Proposals and their open or closed status,

Gpen, aceepted proposals showing the proposal smount, previously biled amount, and

4| Y.z

On the right, you see the list of
reports and a description of each.
Double-click to display a report.

On the left, you see the general
area of the program, with the
current selection highlighted.

Modifying Reports

You have several options for customizing Peachtree reports, to change the output.

change either the date range, the report order (sorting), or the data that appears

Options  on the report (filtering)
Fm add, move, or remove columns or fields on the report
Col

change the width of columns, or preview the report

Dizplay
change the fonts
A g
Fonts
:» _ send the report to Excel, to e-mail (as an attached pdf), or to a pdf file
Send To
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Modifying Report Options

Select the Options button from either the Select a Report or Form window or a displayed
report to change the date range for a report, to change the sort order, or to define or filter

the data that appears on the report.

You can change the date range, change the order of the report (Sort by),
or choose to summarize (omit the details and show only high-level totals).

Modify Report - Aged Receivables

x|
Dates Sarting and Summary Other Options
Date: IThls Perind LI Sort by ICustomer i} j (] cobumne
A Eonts
A5 of [Mar 31, 2007 vl ™ Summarize report
Fileers
Select a filker: Select an option:
Customer Type -
Credit Memos _I
Job I
Sales Rep ID
Sales Rep Name
Customer PO Number LI
When you select a Filter here... ...your options for that filter display here.
Changing Columns or Fonts
. - To change column widths, display the report and drag the
: Customer ID InvoiceiCM #
: Cust
{ Customner “ ~  blue column markers.
i Telephone 1

To change the order of columns, or which columns appear, click the Columns button

from the Select a Report or Form window or the displayed report.
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Click here to change the fonts.

Aged Receivables x|

Checking the

LSS oo Y N | Column Break
“w'hat is @ column break’? P

Show: &1, Nons e SRR L j’/ opthn sends
Show | Titlle Column Colurnn Bleak’M Gemeal | thIS ﬂE|d toa
[#] | [#] | CustameriD [I‘ 1 ﬂ new column.
[#] | ] | Customer Mame ] 1 Apply |
[# | [#] | Contact ] 1 Order Columng: Filters | To move a
% % Tekhon: | = | | - | column, select

Invaice/CH # 2 = K

[#] | [#] | Metlnvoice Amount as Aging [w] 3 |:| \'-E;then use
[# | [#] | Amount Due 4 these buttons.
[ Custormer Limit
O P.0O. Mumber
(| Invaice Date
O Irvoice Tems ~|

Previewing a Report

You can have any report display on the screen. This allows you to review the data before
you print it.

ol

File Edit GoTo ‘Window Help

[} i &y = i = = =
Close Se E%t Dp‘ﬁns Co@ns ngnts SISEIIp I—Iﬁ_dle Eg;n_)“a_il E?eg FI'%IF I;\né H‘gp
--‘-|--|--1----|---z----u-‘--a----u-‘--4----|----5--‘u----ﬁ---‘u----?----|----ﬂ‘i|
Bellwether Garden Supply
Aged Receivables

As of Mar 31, 2007
Fitter Critetia inclides: 1) Includes Drop Shipments. Report arder is by ID. Report is printed in Detail Format

Customer | Invoice/CM # 0-30 31-60 61-90 | Over 90 days | Amount Due
E Customer H e He HE e He o
1 Contact
| Telephone/1
: 1 A}
[ALDRED] 10128 5476.94 \ 5.476.04 |
" Aldred Bifilders, Inc. 10332 128,97 12897
| Tany Aldfed
| 770-559-0654
| ALD 5,556.91 5,556.91
Aldred Builders, Inc.
B Ay
/
Clicking Options When there is a blue box around Click Excel to export this
lets you change an item, you can double-click to report to a Microsoft
dates, filters, or sort view the detail that makes up this Excel spreadsheet.
options. line or total.
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Saving Changes to a Report

When you customize the report by changing the information on any of the tabs, you can
save the settings by clicking the Save icon on the toolbar of the preview. When you do,
the following window opens.

Enter the narme of the T T x
new report in the
Name field. This name Hame: [Staff Payrall Check Redister Description:
will appear in the list Ermnployee List -] Thiz report shows the payroll check register

Exception Report only for emplopees who are classified as Staff.

of reports, denoted as Payrall Check Register

a custom report by the Fautoldounal

L Payraoll Register
speC|a| Icon. Payroll Tax Report
Cluarterly E arnings Report
Staff Payroll Check Registe
Save I LCancel | Help |

Click Save after you enter ~ You can enter a description that will appear

a Name and Description in the right-hand column of the Select a

for the new report. Report or Form window when you
highlight this custom report.

Report Groups

You can group reports any way you like, creating your own groups, adding reports to
groups, and removing reports from groups. This will save you time when you print:
instead of having to select each individual report for printing, you can simply select the
report group. This way, you can print several reports in a continuous stream, without fur-
ther prompting or keystrokes required, letting you work on other tasks while a group of
reports is printing. The process is sometimes called guening reports. To create a report
group

= Select Reports & Forms, then Report Groups. Click the Groups button in the toolbar
and follow the steps below.
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Select the
appropriate area of
the program from the
Report Index field.
Highlight the report
you want to add to
the group.

Click the Add
button. This will
include the report in
the list to the right.

Repeat steps 1 and 2
for the remainder of

S

IS

Report Groups 1'
2]
Clozse  Save Help
Repart Indesx: Report Group M ame:

Index to All R eports

|=] 1093 Wendor Report
|=] <Standard> Balance Sheet
|=] <Standard> Balance Sheet/Budg.

[T TP Py

Dezcription of Bepart:

|=] «Standards> Balance Sheet
|=] <Standard> Cash Flow
|=] <Standardz Income - 12 Period

Description of Report Group:

the reports that you
want to be part of the

group.

Click Save. Give the group a

name and description, an
Save again.

When you want to print the group, highlight the group on the
Select a Report or Form window and click Print. All of the

reports in the group will print.

d click

<& Want to learn more
about Report Groups? See
"report group” in the
Peachtree Help Index.
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Financial Statements

Financial statements report to you the state of your business. Peachtree provides several
standard financial statements, and you can customize and design your own as well. To
open the list of financial statements

w Select Reports & Forms, then Financial Statements.

Select a Report or Form B 1Ol x|

le Edit GoTo MWindow Help

[

& A g y §
:i?e D%gte G}lﬁjp irﬁl D(i:s%lay Dgﬁns Co%ns Fants Segn;To Styles QLO%L }}el’p

Reports ] Faims ]

B Accounts Receivable &l Financial Statements: Ealance Sheets and Income Statemnents £, Financial Statement Wizard

@ Accounts Payable d for Bellwether that details each  partment's ¥TD gross

& Gross Profit by Departments

L@‘ Payroll |ﬁ Income Stmnt - Consolidated This is a custom income statement designed For Bellwether thaf summarizes income and
expense ackivity using Rol-Up masks.
\féll General Ledger |ﬁ Income/Rev Budgets This shows income and revised budget,

<Standard> Balance Sheet Standard Balance Sheet showing Assets, Liabilities, and Capital.

| B Financial Statements

Lists all assets, liabilities, and capital of a business ghtity as of a specific date and the

|E] <Standard:> Balance Sheet/Budg. corresponding budget balances.

144 Inventory

|] <Standard: Cash Flow Shows the cash receipts, cash payments, and ghange in cash in a business over a specified

ﬁ Job Reports Firne.
5 Account Reconciliation |=] <Standard> GL Account Summary Shaws beginning balance, activity and endidg balance, one line Format
=] «<Standard> Income - 12 Period Shows Income and Expenses for Periody 1-12 For the current Fiscal Year

@ Time;/Expense Repor
[ <standard Income 2 yrs Shows Income and Expenses for theCurrent Period and wear-to-date For this wear and last

Company Reports il

i [ R A e Y = 4 Income Statement showing Incopfe and Expenses For the Current Period and the )
I J [
Statements that you modify and save have a You can use the Financial Statement Wizard
differenticon, and appear at the top of the list. to create your own financial statements.

When you preview, e-mail, or print a financial statement, you will open an Options win-
dow, on which you can specify certain options, such as Time Frame, and others. You will
not see a window with filter, fields, and fonts tabs. However, the steps to printing a finan-
cial are the same as those for a report.

= Highlight the statement you want to see, and click Display or Print. Click Send To to
E-mail the statement, or convert it to a PDF or Microsoft Excel file.

In the Help index, look up “financial statement, displaying on screen.”

Look up “financial statement design, overview."
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Financial Statements

Select the <Standard > Balance Sheet x|
time frame
for the Options |}
~ )
statement. [T~ You can adjust the
Time Frame: I Current Period 'l :
margins so that the
From: |Period 3, (3/1/07) =] Lot [Peiiod 3,(3/31/07) -] |

statement may be
added to a binder.

I Print Page Mumbers Bight Margirc [0250 | Inches
I~ Show Zero Amounts Left Margir: W Inches
™ Print &l words Capitalized

™ Center on Page Number 0f Copies: [1 ‘\

LCancel | ﬂelp\l\

T~

Print multiple copies
of the statement automatically.

Several options allow you to control
how the statement prints.

When you display a statement on screen, you can drill down to more detailed informa-

tion.
Deltwether Gasder Supply When the cursor changes to a zoom lens,
March 31, 3007 double-click to drill-down to another report
A'Sjﬁ/ that shows the detail of the number you

tent Assets clicked on. In this case, Peachtree will open
Petty Cash $ @ Vi
o 4 oG the General Ledger and show the activity for
Regular Checking Account 23,3308% the Petty Cash account
Payroll Checking & ceount 371108 :
Savings Account 7.500.00
Accounts Receivable 174041 21

Finally, you can customize financial statements and save them with unique names. You
can delete your customized statements; however, you cannot delete the standard finan-
cials that come with Peachtree.
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Forms

In Peachtree, a form is a document that prints within a standard layout, usually on pre-
printed paper stock, such as an invoice, check, or statement. You can design a form and
print it on blank paper.

Printing a Form

You can print many forms from the Task windows Forms:
that they are associated with. For instance, you can
print a sales invoice from the Sales Invoicing window.
With this method, you can print a single form, based
on the current sales invoice information or you can
select multiple forms to print. You can, also, print multiple invoices, checks, and so forth
from the Select a Report or Form window. With this method, highlight the form you
want to print in the Forms list and click the Preview and Print button. This will open a
selection window.

|=] I wndFrght & BO Preprinted

|=] Invoice Continuous

Preview and Print Invoices and Packing Slips i 1[
Print/E-mail ] Frint Setup T E-mail Options l
Inwoices ta print/e-mail: Select: All, None
Unprinted invoices j through |Mar15, 2007 [5] | Customer D | Customer Name | Date | Amuunll Click
IC
Mumber the first invoice: [101 Refresh
Use this form I\nvoice j List T[O see
Customize this foim the I.|St of
Invoices
that meet
{g,:‘ Please Refresh List to view updated results, yqur fllter
criteria.
Filter customers by: You can
1o & of &l
select the
Tae=]al | invoices
Delivery method: IPnnt and e-mail j yOU want
¥ Inciude invaices & packing sips with a drop shipment to pr| nt
from the
list.
Frint/E -mail | Frint Preview | Lancel | Help |

Click Print/E-mail to print the forms after
you make your filter selections.
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Forms

You can also customize forms to meet your needs and create new forms by saving existing
forms under new names. In this way, you can make your forms print exactly as you need
them to.

Batch Printing Forms
You can batch print a group of purchase orders, paychecks, AP b, \-chase Order

checks, invoices, quotes, and proposals. Remember how you Dete: e 15,2007 [
can leave the transaction number field blank on these task win- Good Thrs:[Fpr 1+, 2007 |}
dows? While you can leave that field blank and print the order ( Pono 1D

or invoice immediately by clicking Print on the task toolbar, i ,
. . Leave this field blank if

you can also choose to save the order or invoice and print a you want to batch print

batch of them later. Peachtree treats all orders and invoices forms.

that have a transaction number as already printed. Those with-

out a transaction number are considered to be unprinted.

When you use batch printing, Peachtree will print all transactions that do not have a

transaction number.

When you are ready to print, for instance, a batch of purchase orders

1 Select Tasks, then Purchase Orders.

2 In the Print drop-down menu, choose Select Purchase Orders to Print.

OR
1 Select Reports & Forms, Forms, then Purchase Orders.

2 In the Forms list, double-click the Purchase Order form that you want to print.
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Enter the cut off date for printing POs. Enter the starting PO number. After you
Any POs W!th a date on or before this have printed your first PO in the system,
date will print. Peachtree will remember what the next

number should be.

Preview and Print Purchase Orders |
Print/E-mail ] Print Setup T E-mail Options
Select: Al None
Include purchase orders through: IMar 18, 2007 | “endar D | “endor Mame %ate | Armnount |
Mumber the first purchase order: {101
Use this form: | Purchase Order j
Customize this form
Filter wendars by: /g Please Refresh List to view updated results,
o | & to] o
Delivery method: IPnnl and e-mail j
Frint/E -mail | Print Preview | LCancel | Help |
e Enter any filtering options for this Ensure that the correct paper is in
print batch. Click Refresh List to the printer and click Print/E-mail
see the purchase orders that meet to print the batch.

your filter criteria.

| In the Help index, look up “forms design, overview." |
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Forms

Print-n-Sign Tax Forms

This feature lets you print federal and state tax forms on plain paper. If your company has
subscribed to and registered the Peachtree Tax Service, you'll be able to generate current
payroll tax forms based on your Peachtree company data, enter or edit data on those
forms, and then print the forms on plain paper, ready for signatures and for filing with
the appropriate tax authorities. To select and view a Print-n-Sign form,

1 Select Reports & Forms, Forms, then Tax Forms.

2 Double-click Payroll Tax Forms in the Forms list; the Payroll Tax Form Selector win-
dow appears.

Select the form type: federal or state. If From the list of available
state, use the drop-down list to forms, highlight the
specify. If you have previously selected appropriate one.

the form, click Existing Form and use
the Open Forms window.

@ Payroll Tax Form Selechor
—Select a form
oK
Select form type; Available Forms; D scription:

i |

2005 940 Repaort & this form to process Cancel
' Federal 2005 941 /5chedule B/341 R W2s When
7 2005 943/943-4,/943 Repor .
C State B4 1 | 2005 945/945:4,/945 Reports D finished,
" Existing Farm click OK.

—Select filing period Select emplovees for wW-2z
Frequency: IYearI_l,I 'I Type: |Range
Year |2DD? 'I From: (
ACHESTER. LI
A T |BDUKE alL. Duke
AHECTER. Anthony H. Hecter
AKORMEL Ales C, Kornel
BHUGLEY Brandon A, Hugley
'ou can crefte a new form or open a form that was saved. To|grERR Bob 3. Kerr
Federal or Spate, select the filing period and click QK. IF vou ardsyURKLEY Brandes M. Munnley
appropriate gmplovees. To select a saved form, click Existing Aol p anp Charlene M. Leland
previously sqved farms. CLIPPER, Conrad C. Lipper
CSWINTON Colista A, Swinton
DEECK Dorothy L, Beck
DCARTER Drake ¥, Carter =
The Select filing period box will T2y Neoo b= )
. gp . g Ea?cel Find el ot Hcglp
give you frequency options \

(Yearly, Quarterly, Monthly).

If the form is a W-2, you can select
Choose all that apply to your form.

all employees, a single one, or a
range; use the From and To lookup
lists to choose.
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Open Report Window

If you’ve chosen the Existing Form option, the Open Report window appears listing the
forms you’ve already worked with. Select the appropriate form or forms from the list; you
can also use the Select All button to select all displayed forms. Then click View.

.I. DOpen Report ﬂ
Selectll | Unselectall |
Feport | Type | Completed | Date 5aved |
[ 2005 'w-4 Report Mew Hire 442772006 1:38:28 P

G4 2005 G-1003 Repart 2006 12:25%:58

[ 2005 945 Report Federal v 2/8/2006 122525PM

[ 2005 341 Report Federal v zaome1z2aasen  Highlight the
desired form(s)

in the list; then
click View.

view | Edi | Delete | Close |

Payroll Tax Form Viewer and W-2 Setup Wizard

Payroll Tax forms other than the W-2 appear in a special Payroll Tax Forms Viewer. Fed-
eral Form W-2s appear in a W-2 Setup wizard, that helps you verify employee and com-
pany information before generating the form. Both the Viewer and the wizard have their
own extensive Help systems to aid you in completing your task of reviewing, editing, and

printing the forms.

In the Help index, look up “Payroll Tax Form Selector.”
Look up “payroll tax forms, selecting (overview)” and “payroll tax forms, selecting (procedure).”
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Business Analysis

Business Analysis

To help you analyze the state of your business you can use Peachtree’s manager tools.
Peachtree’s manager series offers up to four levels of analysis for different aspects of your
business. Most of the options allow you to quickly switch from a graphical or numeric
analysis, to a list of all transactions that make up the analysis, to transaction detail for any
specific record (customer or vendor), to the original transaction as entered from the Tasks
menu. To access these tools

w Select Analysis from the menu bar.

Cash Manager

The Cash Manager analyzes your projected cash flow for a specified period of time. You
can see balances for current cash, sales to collect, payments to make, or payroll to pay,
broken down by various due dates. You can zoom in on any of these categories listed by
vendor, and then zoom in on transaction detail with a specific vendor or customer. From
the Detail window, which is the third level of analysis, you can select items for payment
and print a check, print a collection letter, or put in a scheduled date.

1=
File Edit GoTo Window Help
@ HE 8 & &1, B 7 & @
Choose from Cloge  Save  Event  Refresh it | Murneric SSheet Souce  Detal  Help
among several Display, " Graph: I VI Forecast: Iweekly VI
levels to see the Due By: Due By Due By: Ciue By:
detail and bsof Date 3415407 3422407 3429407 4/5/07 412407
information you Starting Cash: I6,875.11 4910275 25,924.79 £8,325.36
need. hiddt :
Sales To Collect: | 84.217.84 2809223 46.054.52 8.254.87 ¢
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Collection Manager

The Collection Manager analyzes your accounts receivable, or the money owed to you. It
shows, both graphically and in report fashion, invoices broken down into the aging cate-
gories you set up in customer defaults. From the Detail window, you can send collection
letters, or schedule a collection date.

CErrrra— Linfx  Thee different
Fle Edt GoTo ‘Window Help -— levels of detail give
[ S = § ] @ Y Q @ you the insight you
Close  Event  Select Tint Bracket Source  Detail Letter Help need to manage
Display: (% Numeric € Graph | =] Show [agingas of 3/15/07 =] As of Dater [Mar 15,2007 | collections.

Show all customers with balances over $0.00 and all types.

Collection Aging

Average Days Dutstanding: -2
Aging Brackets 0-30 3 -60 E1-490 Over 90 days Total
Drallar Y alue
March 2007 18223137 20,615.04 8.897.32 0.00

Payment Manager
The Payment Manager analyzes your accounts payable, or the
money you owe to vendors. It shows, both graphically and in © Want to learn more

. . . . . . about the manager
report fashion, invoices broken down into the aging categories " .

) dor defaul h 1 wind hich tools? See "analysis” in
you set up in vendor defaults. From the De:tal window, whic the Peachtree Help Index.
is the third level of analysis, you can select items for payment
and print a check.

Choose between 3 oy —— S
numeric and ~~~_Fie Edt GoTo Windaw Help
raphical M s & m & & =
tati 9 ]E) Clove B Seict  Fit & Brﬂeg Vendor  Dethl Ereik r—'glp
resentation of your
P y Display: & Mumeric € Graph: | | Show [Aging s of 3/15/07 x| AscfDate [Mar 152007 =

obligations to your

Show all vendors with balances ower $0.00 and all types.

vendors. Payment Aging
Average Days Dutstanding: -4
Aging Brackets 0-30 31-80 E1-390 Ower 90 days Total
Dollar Value
tarch 2007 35.476.50 210275 0.00 97.156.06
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Financial Manager
The Financial Manager provides a brief, overall financial picture of how the business is
performing. It shows two levels of analysis, numeric and spreadsheet. For the numeric
level, the Financial Manager displays a set of business summary data or account balances
at a specified point in time. For the spreadsheet level, it displays a set of business summary
data or account balances projected for the end of sequential periods.

& Financial Manager =10] =|
File Edt GoTo ‘Window Help
= 'é ’ ; =
Cloze  Refresh ik SSheet  Help
Display:  * Business Summary {~ Key Balances Mar 15, 2007 @

A

~ Operational Analys  Resource Management
Cost of Sales as % of Saleg: 30.28 Current Aszets: 273,206.54
Gross Profit as % of Saleg: B9.72 Current Liabilities: 192675.79
Met Income az % of Sale 728 Current R atio: 1.42
 Prafitabilit —working Capital
Return on Taotal Azzets as % 1.3 Inwentom Turnaver: 0.82
Fieturn on Met Worth az #: 209 Dayz AR Outstanding: 28.36

Business Analysis

Select either the
| numeric or
spreadsheet level.

|

Choose to see either a Business

Summary or Key Balances.
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& Using Quantum with Microsoft
Office &

If you have Microsoft Office installed on your computer, you can use Peachtree data with
it in a variety of ways. For example, you can add Peachtree financial statements to a
Microsoft Word document that could be used for corporate year-end reports. You can
also add data to a Microsoft Excel spreadsheet, where you can sort and view data in differ-
ent ways to meet you business. If you use Microsoft Outlook, your contact information
will be automatically synchronized between Quantum and Outlook. And last, you can
create a mailing from your Peachtree data using Microsoft Word and Peachtree’s Write
Letters feature.

Copying a Peachtree Report to Excel

Through the Copy to Excel feature, you can define how you want to copy the Peachtree
report, financial statement, or budget data to a Microsoft Excel spreadsheet. You must
have Microsoft Excel 2000, Excel 2002, Excel 2003, or a subsequent version installed on
your computer for this procedure to work properly.

== | To copy a report to Excel, in the Report Preview window, click the Excel
Excel button.

Copy Report to Excel

— File option
()8
' Create a new Microsoft Excel workbook

x|
" Add a new worksheet to an existing Microsoft Excel workbook Cancel |
I Brovise... | Help |

— Excel option Fieport header option
V¥ Use freeze panes (headers and labels are visible] % Send header to Page Setup in Excel
I™ | Enatle automatic columt filkering (&uto-filter = Shaw header in Excel worksheet

— Report layout option

{* Peachhiee report layout " Raw data layout

EHalee: 1 éuslumulln ﬂun; ‘lﬂn;"D Yv.pu Debit Amit Credit Ant Balance
|2|_Customer You can choose to
ALDRED T Balance Fwd 5426654
Mcred Buildars, Inc. 40T 10332 =) 12097 5.556.81 haVe th e Exce|
-. ARCHER wior Balance Fwd 30,734 04
Accher Scapes and Ponds 3407 10328 SJ s0.08 30.784.02 report appear
wIs07 10317 &4 4088 30,844.01 . -
sy 5 4999 3078402 exactly as it did in
e Mz CRJ 233NN TAIMET
" Peachtree. The
3 ARMSTRONG WIT  Balance Fwd 35,028.38 le b .
u AmstongLandscaping W17 0226 S B686sE 4501504
7 W7 COMM002 SJ 0.67 4491607 Example box gives
180T 10338 sJ 6345 4407288 1
W7 COMMDOT 5 4999 4492557 you a preview.
WISOT 10314 54 4299 44.978.56

IIS07 10122 CRJ 10.970.42 34,008.14 |
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Copying a Peachtree Report to Excel

You can elect to use special Excel features such as freeze panes and automatic column fil-
tering (Auto-filter):

% Use freeze pane: Check the check box if you want the column header (that is, the titles
of columns) in your Peachtree report to be treated as freeze panes in the Excel work-
sheet. When you use freeze panes, the elements within these panes remain visible
whenever you scroll up or down in the worksheet.

R

% Enable automatic column filtering (Auto-filter): Check the check box if you want to
be able to AutoFilter columns of data in the Excel worksheet. AutoFilter arrows will
appear in columns that can be filtered to display a range of data. For example, if you
enable AutoFiltering for the Aged Receivables report, in the Excel worksheet you'll be
able to filter the report by customer ID; use the AutoFilter arrows at the tops of the
columns of data.

If you choose to show the header (title) information on the Peachtree report, then you
can also elect to

% Send header to Page Setup in Excel: Select this option if you want the Peachtree
report header information to appear on the Header/Footer tab of the Excel Page Setup
window but not appear in the onscreen version of the worksheet.

% Show header in Excel worksheet: Select this option if you want the report header to
appear in the onscreen version of the worksheet but not be available for customizing in
the Excel Page Setup window.

Finally, you have two more options dealing with the layout of the worksheet:

% Peachtree report layout: Select this option if you want the data to appear in the Excel
worksheet with columns and rows formatted as in the original Peachtree report. The
example box at the bottom of the Copy Report to Excel window will give you a
preview of how the report will look when copied to Excel.

% Raw data layout: Select this option if you want the data to appear in the Excel
worksheet with columns and rows unformatted regardless of the formatting in the
original Peachtree report. See the Example box for a preview of the report in Excel.

In the Help index, look up “Excel, copying Peachtree report to (overview).”

Look up “Excel, copying Peachtree report to (procedure).”
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Copying Peachtree Report Data to Microsoft Word

You can copy a displayed Peachtree report or financial statement ot the Windows Clip-
board. Then, you can past the report data into other applications such as Micosoft Word.

= |n Peachtree, display the report or financial statement you want to copy. (For informa-
tion on displaying a report, see “Accessing Reports” on page 294.)

% Copy and position the data: From the Peachtree Edit menu, select the Copy
option (or press (Ctri+C). Then open the other Windows application, and position
the cursor or arrow at the proper location.

2

% DPaste the data: From the application’s Edit menu, select the Paste option (or press
(Ct)+V). The Peachtree report data is displayed in the application. It may require
some formatting.

Outlook Contact Synchronization

You can enter contact information on your vendors, customers, or employees in either
Quantum or Outlook, and the contact information will be synchronized between the two
applications. You only have to enter contact information once to have it available in both
Peachtree and Outlook.

To initiate a sync,

= Select Sync with Outlook from the File menu, or click the Outlook button on the
Maintain Customers, Maintain Vendors, or Maintain Employees window. This will open
the Sync Now window. Simply click OK to start a synchronization.

i

Previous Sync

Click the Details button to see
Last sync occurred: 03312006 2:43 PM Details | the details of the last sync.

Click Settings to change

E_n}.fn-:n-:wl Settings Cancel | Help | settings.

Outlook Settings

The first time you use Outlook Sync, the Settings window will open so that you can
specify the folder in Microsoft Outlook where your contact information will be kept.
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F. Outlook Sync Settings il

Faldar ta sync with: IND folder selected

Browse

Outlook Contact Synchronization

x|

—Conflick Resolution

Select a method to resolve conflicks when a contact is updated in bath
Peachtree and Outlook between syncs:

f* Peachtree data overwrites Outlook data

™ Cutlook data overwrites Peachtree data

\

™~~~ Make your choices for contact

_|— resolution and formatting here.

—Conkack Formatting

Select a default Farmat For new Peachtree conkacts created Fr
conkacks:

% First narne First {1obn Smith)
= Last name Ffirst (Smith, John)

Cancel | Clear | Help |

Click the Browse button to open the list of folders in Microsoft Outlook. Select the main
folder where you want your customer, vendor, and employee contact information to be

stored.

Select Folder i

Select a location in Outlook bo create customer,
employee, and vendor contact Folders,

- C |
“H Calendar =Ance
Sl Conkacts i el
| Deleted Thems

| Crafts Refresh

ik

|

Click New Folder if you want to
create a new folder here.

If you had this window open and
made changes to the folder
structure in Microsoft Outlook, click
Refresh to see the changes here.
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When you complete your first sync, Outlook Sync will create three subfolders in the
folder you have selected. The folder names will be in this format: [company name] cus-
tomers, [company name] vendors, [company name] employees, as in the example below.

SICE Contacts
%= Bellwether Garden Supply Customers (Peachtres
%= Bellwether Garden Supply Emplovees (Peachtres

= Bellwether Garden Supply Wendors (Peachtres)

Outlook Sync Status Report

When a sync is completed, the Outlook Sync Status Reportwill appear, showing you the
changes made to contacts in Outlook and/or Peachtree.

& Outlook Sync Status Report =B = |EI|£|

Previous sync completed successfully.

Finished: 03/31/2006 2:43 PM

—The Following records have been synchronized

Outlook Peachtree

35 customers added 0 customers added
44 employees added 0 emplovess added
29 vendors added 0 vendors added

0 customers modified 0 customers modified
0 employees modified 0 employees modified
0 vendors modified 0 vendors modified

0 customers deleted
0 emplovees deleted
0 vendors deleted

SiEw error Ingl Close I Help |

In the Help index, look up “Outlook contact synchronization, how to.”

Look up “Outlook contact synchronization, field lists.”
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Using Write Letters

Write Letters is available from the Tasks menu, from the Select a Report or Form win-
dow (the Forms tab), or from Customer, Vendor, or Employee Maintenance windows.
Use the Peachtree Write Letters feature to create mailings or e-mail mailings from exist-
ing or custom Write Letters letter templates using your customer, vendor, and employee
information. You can create mailings such as newsletters, announcements, collection let-
ters, individual letters, e-mail messages, and other types of mailings. Peachtree integrates
with the Microsoft Word Mail Merge feature, using Word to edit and create custom tem-
plates, and generates your mailings using your selected Peachtree information.

Using Create a Letter Templates

A Peachtree Create a Letter template contains special Peachtree merge fields that work
with the Peachtree data. For example, you might have a merge field in a letter address line
called <last name> which will pull last names from your selected Peachtree data into this
field for each letter you are processing.

Peachtree gives you several sample letter templates to view, or you can edit a sample
template and save it with a different name, or just create your own new template.

Sample templates include the following:

Customers
< Collection Letter 1, 2, and 3

Detail Collection Letter

K2
*»*

K2
*»*

Prospect Discount Offer
Sales Reminder

K2
*»*

K2
*»*

Sales Special

Vendors
% Disputed Charge

% Request Credit Increase

Employees
% Employee Welcome

In the Help index, look up “write letters, overview.”

Look up “write letters, creating templates.”
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Using the Create a Letter Template Wizard

The Create a Letter Template wizard guides you through the process of creating, editing,
or copying letter templates to use later when you are ready to process a letter.

w From the Tasks menu, select Write Letters. Then select the type of letter that you
want to create (Customer, Vendor, or Employee). The Select a Report or Form window
will appear. Select the New Letter Template link (located above the Forms section) to
start the wizard.

A Welcome window appears. Click Next to continue.

A Select Group window appears. From this window, select the type of data (Customers,
Vendors, or Employees) with which you want to associate this template. For example, if
you select Customers, your template will be set up to use your customer data. Then select
Next to continue.

The Select Creation Method window appears.
x|

How Do You Want to Create This New Letter Template?
From the ligt below select the method by which you will create your letter template.
* Create a new letter template

" Copy an existing letter template

" Create a letter template from an existing Word document

Click Mext to continue.

< Back | Mext » | Cancel | Help |

From this window, select one of the following options for the type of template you want
to create.

% Select Create a new letter template if you want to create a new template that isn’t
based on an existing template. Then type in a name and description for the template.
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Create aLetter Template - Letter Template Name 3 1[

Name the New Letter Template

To create a new letter template, enter the name of the template below. Type a brief description to
explain the purpoze of this letter template. The description iz optional.

Mew Letter Template Name: (W ew Client

Description: || etter to intraduce our company|

Click Mext to continue.

< Back | Nest » Canicel | Help |

% Select Copy an existing letter template if you want to create a template by copying an
existing template. Select the template you want to copy; then type in the name and
description of the new template you want to create from the existing one.

Create a Letter Template - Copy Existing Letter Template i 1]

Copy Existing Letter Template

Select an existing letter template and give it a new name. Type a brief dezcription to explain the
purpose of thiz letter template. The description iz optional.

Letter Template ta Caopy

Mew Letter Template Name: |Copy of Collection Letter 1

Description: |Collection letter for overdue customers with the oldest outstanding
invaice falling in Aging Period 1.

Click Mest to continue.

< Back Mest » Cancel Help
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% Select Create a letter template from an existing Word document if you want to create
a letter template using the formatting for an existing Word file. Select or enter the
name of the Word document you want to copy from; then type in the name and
description of the new template you want to create from the existing document.

Create a Letter Template - Select Word Document s x|

Select Existing Word Document

Peachtree allows pou ta create a letter template from an existing Woaord document. Find
and select the Word document by using the Browse button. The description is aptional.

Yfard Document: |Haquest Credit Increase Browse

New Letter Template Mame: IEledit Letter

Description: |Letter describing increase in customer's credit hmlt.|

Click Mext to continue.

< Back Mext » Cancel Help
A Select Data Group window appears.
From this window, [ e ey =]

select each group of

available data you
want to use for your
mail merge; the data
groups displayed are

Select the Data Groups to Include in This Letter Template

Select one or more data groups that you may wart ta include in this letter template.
These groups contain infarmation about pour customers, vendors, or employees
Click, the List Figlds button for additional information about the data groups.

based on the mail Data Groups:
merge group you V¥ Company Infamation I~ Customer &ging
chose earlier. [¥ Basic Customer ¥ Customer Sales
™ Customer Histo ™ Customer Shipping

The group that
contains information
that must be included
in the mail merge for Ifyou aren't sure

| tf:je de;jta k‘:yzedls %— and want to see the < Back Mext » Cancel Help
selected and shaded. = el included with

Company each group, select

Information is the List Fields
selected by default; button to display

however, you can clear the fields.
the box if you don't
want to include this
information.

Click. Nest to continue.
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Create a Letter Template - Set E-mail Defaults x|

Set E-mail Defaults {Optional)

*rou can zet e-mail defaults to be aszociated with this Istter template. When pou use this
letter template to send letters via e-mail, these settings will be uzed as the default. Yiou
can change these setlings at any time before you send letters via e-mail

Enter a description E-mai Subjest: [welcomd

for the e-mail sl et O
. . -mail Delivery Option:
Subject line. S L
T Plain Test
"~ Attachment

Click Next to continue.

< Back Mext » Cancel Help

You need to have a default e-mail program set up before you can send a letter by
e-mail.

Note
Select the e-mail delivery option you want to use.

% Select the HTML option if you want to send your e-mail in HTML format. With
HTML formatting you retain formatting options such as bold, italic, etc.

% Select the Plain Text option if you want to send your e-mail in plain text, without
formatting.

% If you want to send the letter as an e-mail attachment, select the Attachment option.

Then proceed as follows:

1 From the Select Default Recipients window, select the filter options you want.
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Select the Print Order option that Select Include Customers with
you want to use when processing a a zero balance if you want to
mail merge. For example, you can sort include customers with zero

by zip code when mailing letters to balances.

areas that require more postage.
Select Do not

display blank lines
if you don't want to

display blank lines
for information that
wasn't included in a
data record, such as

Create a Letter Template - Select Default Recipients

Select Default Recipients for This Letter femplate

Frint Order,
an unused second : !
. ¥ Do not display blark lnes ¥ Include Customers with a zero balancs
address line.
Recipient Filter - Send letter to recipients who meet the selected ciitera:
Filter Type From To |

Customer |0 All s
Customer Type Al
Sales Rep 1D Al
Customer Zip Code Al ~|

Select the Create button below to go to Word to finish creating your letter template.

< Back | Create | Cancel | Help |

2 From the Filter Range group box, for each Filter option, select All, Range, or the
Equal To, and indicate the data fields for the Range, or select the specific data field for
the Equal To option. For example, you may want to select All for everything but the
State because you only want to send information to those in a specific state. So you
would select the state you wanted to use in the From and To fields instead of selecting
All.

3 When you are finished choosing your filter options, select the Create button.

This completes the wizard, and Word opens, displaying your new template. You can edit
the template text or merge fields in Word and then save the template.

In the Help index, look up “write letters, editing templates.”

Look up “write letters, copying templates.”
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Processing a Letter

You can create a letter from the Peachtree report selector window, and you can also create
an individual letter based on a customer, vendor, or employee record.

Before you process a letter, you should make sure you have a template set up that you

want to use as the body of your letter. See “Using Create a Letter Templates” on page 317

for more information on setting up a template.

Create a Letter from the Select a Report or Form Window
When you want to create a letter to go to more than one individual, you process the letter
from the Select a Report or Form window.

1 From the Reports & Forms menu, select Forms; then select the type of letter that you
want to create (for example, Customer Labels and Letters). From the Forms list on the
Select a Report or Form screen, choose a template you have created or edited as your
letter template.

& Select a Report or Form ol x|
Eis Edt GoTo Window Help
E@e D§§te ;I'u‘]ﬁ]y :gn
Templates you have Beots | Foms )
I Description:
created or eqltEd Fomm Types: anQl:‘Sa\estomwlaneltel
are marked with a PRAAICIES B

blue wrench.
Q\ B s
3 New Letter Template: N
To edit a template, select
To begin processing B ot 2! the template, and then

a letter, select a B Coori i : select the Edit Letter

12 Collection Letter :
template, and then IR Conlect TroeritolLoir = Template button.

|=] Customer Labels 1x10

select the Send S~ Customer Labels 3% 10

Letter button. (] Coot Is Confinuous

] Customer Shipping £307
12 Delivery Atternpt Hotiication
(23 Detail Collection Letter “\
E Sj:j:;nzi:i Send Letter Edit Letter Template
12 Member Fees Outstanding
15 New Customer Welcome
|| Overdue 31-60 Days - Medium
|| Overdue 61-90 Das - Fim j

Enhance vour pavioll with e-Fiing Advartage

2 With the template selected, select the Send Letters button located below the sample
letter image.

A filter window appears where you set up filter options and e-mail options (if you want to
send your letter by e-mail).
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. Accept the Print Order, or Accept the As of date, or enter a
Accept Do not display select a new print order option. new one. This is the start date of

blank I|ne§ or clear the the date you want to use.
check box if you do not

WanF to Suppre§5 blank Select Hecjpient:i E-mail Options ]
lines in your mail merge v
Prirkt Order: - Ag of: |Mar 15, 2007
letters. Select Include ~ ik Order: | Custamer 1D =] s o [ar | :Word
Customers with a \‘IU Do nat display blank lines ¥ Include Customers with a zera balance

. E-mai
zero balance if you mal

. v Exclude Customers who have purchased the selected item(s] after Fpr 1, 2007 j
want to include Cancel

customers or vendors Help
with a zero balance.

The Exclude
Customers... field will Recipient Filter - Send latter ta recipients who meet the selected criteria:
appear only if you have e 1172 AED Ie |
chosen a special Type Dt 1) Al j
: . Customer Type All
field ft%resgg::eDr;;JE Sales Rep ID Al From the Filter Range, accept the default
Recibients window Civstaa 2l et | settings, or select your filter information or
during ?he creation of T Al the fields listed. The template settings are

displayed by default; however, you can
change the filter settings temporarily for
this letter .

the letter template.

% If you are using Customer data and the Exclude customers who have purchased the
selected item(s) after <date> option is displayed, you can select this option if you
want to exclude those customers who have purchased an item after a specified date.
For example, you would use this option if you are supplying a lawn service (item) and
you want to send a letter about reordering the service to everyone that purchased the
service last year, but exclude the people who had already reordered.

This option will appear only if, as you were creating your Customer letter template
using Customer Sales data, you selected a Type field for Sold Items other than Not
Applicable in the Select Default Recipients window; see page 322. In the example
shown below, Range has been chosen as the type for Sold Items in the Select Default
Recipients window. This would allow you to select a default exclusion date, which you
could then change, if needed, while filtering the letter before launching it.
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Using Write Letters

Select Default Recipients for This Letter Template

. . Peachtree allows you to select default recipients and save them with the letter template.
C hoosmg an option When pou create your letter(z), the recipients you zet up here will be automatically selectad.
other than Not However, you can change the recipients before pou create the letter.

Applicable (for Prirt Order: W
example, Range) when
selecting default
recipients will allow you

Do not display blank lines W Include Customers with a zero halance

Exclude Customers wha have purchased the selected item(s) after FDI 1, 2007 : |

to filter the letter to Recipit Filter - S end letter ta recipisnts who meet the selected critera:
exclude customers who \Fw Type From To |
purchased selected Sl ALt Al =l
items after a given date. Sold Items ~A = |
Sold ltemz Date Range Mar 1, 2007 ar 31, 2007 J
Shipl Zip Code All j

Select the Create button below to go to % ord to finish creating pour letter template.

% To launch your letter using Word, select the Word button located on the right side of
the window. Word opens and begins processing your letter.

% If you want to launch your letter through e-mail, select the E-mail tab.

Enter a Subject line Select Fiecipients | E-mail Options | X )
for your e-mail - - Click the E-mail [
message, and select E-mail Subject: |2nd tr Sales Promotion] button to begin i
one of the Mail processing your letter | e

Merge E-mail E-mail Delivery Options through e-mail. The e- P E-mail
Delivery Options: " HTML mail addresses located pam—
HTML, Plain Text, or & Plain Tex Indyour Custcimer, o

Attachment. € Attachment vendor, or emloyee

maintenance records

are used.

Choose HTML if you want to send the e-mail with
text formatting such as bold or italic

Choose Plain Text if you don’t want the message to
include any formatting (or if your e-mail provider
doesn't offer text formatting)

Choose Attachment if you want to e-mail your mail
merge letter as an e-mail attachment (.doc file).

Create a Letter from a Customer, Vendor, or Employee Maintenance Window
You can create a letter from a Maintain window for the current open record.

Before you begin, make sure you have letter templates set up. To learn more about setting
up letter templates, see “Using Create a Letter Templates” on page 317.

w To create a letter from an open record,
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Chapter 17 Using Quantum with Microsoft Office

1 Click the Letters button on the toolbar; a Write Letters Template selector dialog
appears.

Write Letters i x|

Write Letters

Select the template that vou want to use bo create this letter,
Then select either the Word button to create the letter in Word
or the E-mail button to send the letter via e-mail,

Selected Recipient;  Cannon Heathcare Center

Custamer Letter Templates:
Sel | f Account Info Yerification
elect a template from Bellwether Sales Special
the list. —® |Collection Letter 1 il
Collection Letter 2
Collection Letter 3
Contract Transmittal Letter
Delivery Attempt Motification
Detail Collection Letter LI Help

Wwiard

Cancel

e

2 Select the Word button if you want to create a letter using the selected template. Or,
select E-mail if you want to create an e-mail mailing (the record you are using must
contain an e-mail address to send your letter by e-mail).

The data from the record is merged with the template fields. The specific data used from
the record depends on what type of fields are in the template.

If you chose Word, your letter appears in Word, where you can print or edit it. If you
chose E-mail, an e-mail message is sent with your letter included in the message content
using the selected template’s e-mail formatting.

Before e-mailing your letters, you may want to run the letter first using Word to see how
it looks.

You need to have a default e-mail program set up before you can send a letter by
e-mail.

Note

In the Help index, look up “write letters, processing from Select a Report window ."

Look up “write letters, processing from maintenance windows.”
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1099 settings 98

386 Enhanced mode
virtual memory 22

A
accessing reports 294
account aging 52
customer 80
vendor 96
account numbers 69
account register 246, 247
account segments 75
account segments, changing 75
account types 67
accounting methods
accrual accounting 50
cash-basis accounting 50
accounting periods 52
setting up or changing 248
accounts
balancing 249
chart of, entering 70
chart of, modifying 70
default general ledger 110
default payroll 134
necessary 68
numbering 69
out of balance 71
reconciling 249
required 68
accrual accounting 50, 51
action items
creating events 281
Event Log 280

overview 277

selecting activities 283
selecting transactions 284
setting alerts 278
setting up 282
start up options 285
To Do folder 279
viewing alerts 277
Activities Folder 283
activity items 115
adjusted gross 145
adjusting paychecks 235
adjustments, inventory 226
aging 52, 80, 96
alerts
setting 278
viewing 277
allocating net assets 255
allocating with memorized transactions
256
allocations 254
analysis, business 306
annual payroll reports and forms 241
applying
labor burden 170
assemblies 226
attributes, item 117
automatic field completion 272

B
backing up data 286
balancing accounts 249
bank reconciliation 249
bank records, manually matching 253
bank records, matching 253
bank statements
importing into Peachtree 251, 253
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batch
posting 247
unposting 247
batch posting 52
batch printing of forms 302
beginning balances
customer 91, 168
employee 151
general ledger 67
general ledger, entering 71
inventory 119
vendor 104
billing time/expense tickets 276
bills
paying electronically 218
bills of materials 116
Build/Unbuild Assemblies 226
bulk sales and purchases 107, 124
business analysis 306
cash manager 306
financial manager 308
payment manager 307

C
calculating adjusted gross 145
cash manager 306
cash sales 192
cash-basis accounting 50, 51
changing
prices 120
changing bill of materials 228
charge items 115
charges
imported 252
chart of accounts
entering 70
modifying 70
setting up 56
checks
vendor 216, 217

vendor, printing from the Reports

window 216
closing payroll year 240, 242
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collection manager
description 307
companies
adding new 50
consolidating 58
logging in to 268
company
adding new 53
company data
converting 24
converting overview 23
converting procedure 23
company information
entering 55
consolidating companies 58
contacts
synchronizing with Quantum and
Outlook 314
conversion
DacEasy 24
One-WritePlus 24
QuickBooks 24
Quicken 24
converting company data
before you begin 23
installing the upgrade 23
reports 22
starting 24
cost codes
definition 159
cost types
definition 160
costing 110
costing, jobs 164
Create a Letter template 315
Create a Letter template wizard 316, 317,
318, 319, 320
creating
companies 50, 53
form letters from maintenance win-
dows 323, 324
form letters from Select a Report 321,



322
purchase orders for multiple vendors
199
quantity discounts 107, 122
credit 90
Credit Card Information window 193,
195
credit card readers 195
credit cards
entering sales 193
processing transactions with a card
reader 195
credit memos
customer 197
vendor 220
custom fields
customer 80, 90, 161
customers 97
employee defaults 140
employee labels 140
employees 149
inventory 112, 116
job labels 164
customers 78
beginning balances 91, 168
credit memos 197
custom fields 80, 97, 161
maintaining 87
payment terms 79
payments 190
releasing retainage 172
setting up retainage 171

D

DacEasy conversion 24

data
backing up 286
converting 23, 24
converting overview 23
restoring 288

decimal entry options 269

default accounts

Index

payroll 134
default information 78, 94
defaults

customer 78

employee 140

general ledger 74

inventory 109

statement and invoice 82

vendor 94
deposits 195
description only item type 115
desktop

Peachtree 31

starting Peachtree from 30
direct deposit 129
disbursements 216
discounts, quantity 107, 122
dunning messages 83

E
electronic 218
electronic payments 218
employee fields 150
EmployEE Paid Taxes button 141
employees
beginning balances 151
custom fields 149
customizing information 140
default information 140
general information 149
pay information 149
paying 234, 237
paying a group 239
payroll fields 143
raise history 153
salary 150
salary information 149
sick time 135
tips and meals 133
vacation time 135
withholding information 150
employer fields 146, 151
EmployER Paid Taxes button 142
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entering
beginning balances, customer 91, 168
beginning balances, vendor 104
cash sales 192
customer credit memos 197
quantity discounts 107, 122
receipts 190
revisions 228
vendor credit memos 220
work tickets 230
error messages
cannot open options.dat 22, 23
cannot open status.dat 22, 23
cannot read or copy file 22
Event Log
using 280
events
creating 281
expense tickets 275, 276

F
Fast Add 40
fields
automatic completion 272
custom, employee 140
employee 150
employee payroll information 143
employees, custom 149
employer 146, 151
payroll 144
payroll explanation 130
fields, payroll 137
finance charges 81
financial manager 308
financial statements 299
after conversion 22
form letters
creating from maintenance windows
323, 324
creating from Select a Report 321,
322
creating templates for 315, 316, 317,
318, 319, 320
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processing 321, 322, 323, 324
forms
payroll tax 303, 305
Print-n-Sign payroll tax 303, 305
forms, Peachtree 301
frequently asked questions
installation 21

G
general journal
entering transaction in 244
memorized transactions 245
general ledger
accounts out of balance 71
accounts, default inventory 110
accounts, hide 269
beginning balances 67
beginning balances, entering 71
changing account segments 75
entering default information 74
rounding account 75
global options 269
Accounting tab 269
automatic field completion 272
color scheme 273
decimal entry 269
General tab 271
hide general ledger accounts 269
improve performance 271
line item entry display 272
recalculate cash balance automatically
270
secondary sort order 270
Smart Data Entry 272
Spelling tab 273
use Timeslips Accounting Link 270
group
paying 239

H

help
menu 34
online 44



What’s This? Help 44
hide

inactive records 270
history

inventory 116
hourly pay rates 142

|
imported charges 252
imported interest 252
importing
bank statements into Peachtree 251,
253
improving Peachtree performance 271
inactives
hiding 270
in-house payroll 128
installing
Peachtree on peer-to-peer network 12
Peachtree on peer-to-peer workstation
14
Peachtree on terminal server 16
Peachtree on terminal server (manual-
ly) 17
insurance
vendors 103
interest, imported 252
inter-fund transfers 257
inventory
adding items 225
beginning balances 119
bill of materials 116
changing item prices 120
changing prices 121
costing 110
custom fields 112, 116
default general ledger accounts 110
default information 109
history 116
item attributes 117
item prices 112
items in purchase and sale transac-
tions 224

Index

ordering information 109
price levels 107, 120
serial numbers 118
inventory adjustments 226
invoices
defaults 82
sales 186, 189, 191
item attributes 117
item multi-packs 125
item prices 112
item types, activity 115
item types, charge 115
item types, description 115
item types, labor 115
item types, non-stock 115
item types, service 114
items
adding 225
changing prices for multiple 121
in purchase and sale transactions 224
maintaining 113

J
job costing 164
elements 157
job ID
definition 157
jobs
custom fields 164
default information 164

L
labor burden

applying 170

setting up 170
labor item 115
levels of pay, defaults 142
licensing Peachtree users 267
locality and tax rates 133

M
Mail Merge 315
E-mail 323
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Mail Merge templates 315
Maintain Chart of Accounts 70
Maintain Customers/Prospects 87

Custom Fields tab 90

general tab 89

header fields 88

History tab 89

Sales Defaults tab 90

Terms and Credit tab 90
Maintain Global Options 269
Maintain Inventory Items 113
Maintain Vendors 100

General Tab 102

header fields 101

History tab 102

Purchase Defaults tab 103
maintaining

customers 87

items 113

vendors 100
manager series 306
manually matching bank records 253
matterials, bill of 116
meals, employee 133
memorized transactions 256

general journal entries 245
memory

error messages 22
menu bar 33
menus

options 34
Micosoft Outlook. See Outlook
Microsoft Outlook. See Outlook
Microsoft Word

and the Write Letters Feature 315
multi-packs

enable 124

set up 125
multiuser

registering 18
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update registration 20

N

net assets, allocating 255

network
considerations 22
error messages 23
peer-to-peer 12
workstation install 14

new company setup

New Company Setup wizard 53, 58
Chart of Accounts window 56
Company Information window 55
consolidating existing companies 58
convert existing company 58
copy settings from existing Peachtree

company 58

navigating 54
starting 54

non-stock items 115

numbering accounts 69



o
One-Write Plus conversion 24
online banking 251
imported interest/charges 252
matching bank records 253
online help 44
options
action items/Event Log 282
ordering information 109
organization name
registering 18
update registration 20
out of balance 71
Outlook
contact synchronization with
synchronizing contacts with 314
Outlook conact synchronization
Outlook Sync
Outlook Sync Status Report 314
Outlook® Contact Synchronization 312

P
pay information 149
pay levels (rates) 142
pay methods 81
paychecks
adjusting 235
printing 238
printing from the Reports window
239
voiding 239
paying employees 234, 237
payment manager 307
payment terms
customer 79
vendor 95
payments 218
customer 190
customer terms 79
select filter 200
vendor terms 95
payroll
checks, printing 238

Index

default accounts 134

direct deposit 129

entering 234, 237

fields 137

how calculated 130

in-house 128

initial setup 133

locality tax rates 133

overview 128

prepare annual payroll reports and

forms 241
prepare quarterly payroll reports and
forms 241

processing for a group 239

selecting to pay 238

set up 131

setup options 128

tax tables 131

transactions 234

voiding paychecks 239
Payroll Entry 234
payroll fields

assigning for employee paid taxes 141

assigning for employer paid taxes 142

employee 150

employer 146, 151

explanation of 130

fields, payroll 130

setting up 144
Payroll Setup wizard 131
Payroll Tax Form Viewer 305
payroll tax forms 303, 305
payroll year 240
payroll year, closing 242
Peachtree

account types 67

data, backing up 286

data, restoring 288

help 44

menu options 34

online help 44

registering 18
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reports 294

required accounts 68

starting 30

uninstalling 21
Peachtree Accounting

frequently asked questions 21

starting 30

troubleshooting installation 21

update registration 20
Peachtree Credit Card Service 193
Peachtree menu options

Analysis 34

Edit 33

File 33

Help 34

Maintain 33

Options 34

Reports 34

Services 34

Tasks 34

Windows 34
Peachtree Partners

security level 273
Peachtree Payroll Service 128
Peachtree Today

Setup Guide 62
peer-to-peer network

installing 12

workstation install 14
performance, improving Peachtree 271
periods

accounting 248
periods, accounting 52
phases

definition 158
posting 247
posting methods

batch posting 52

real-time posting 52
previewing reports 297
price levels

set up 107, 120
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prices
changing for individual item 120
changing for multiple items 121
prices, item 112
pricing
quantity discounts 107, 122
print options 82
printing
forms 301
forms in a batch 302
paychecks 238
paychecks from the Reports window
239
sales invoices from the Reports win-
dow 186
vendor checks from the Reports win-
dow 216
Print-n-Sign tax forms 303, 305
processing
allocations 254
inter-fund transfers 257
processing a form letter 321, 322, 323,
324
purchase defaults 103
purchase orders
creating for multiple vendors 199
select for purchase orders 201
selecting items for 199, 200
Purge wizard 291
purging data 291

Q
quantity discounts 107, 122

Quantum

synchronizing contacts with 314
Quarterly Earnings report 241
quarterly payroll reports and forms 241
QuickBooks conversion 24
Quicken conversion 24

R
raise history 153
real-time posting 52



receipts 190
applying to sales invoices 191
reconciling
accounts 249
records
adding 40
Fast Add 40
matching bank 253
working with 38
registering Peachtree 18
registering Peachtree Accounting
update 20
register, account 246
registration number
enter 18
update 20
report groups 298
reports
accessing 294
after conversion 22
previewing 297
Quarterly Earnings report 241
Yearly Earnings report 241
Reports window
printing sales invoices from 186
required accounts 68
restoring data 288
retainage
processing for vendors 171
releasing for customers 172
releasing for vendors 172
setting up 171
setting up for customers 171
reversing transactions 245
revisions, entering 228
roles
creating 264, 265
listing 265
setting custom access for 266
rounding account, set up 75

S
salary 150

Index

entering information 149
pay rates 142
sales
cash 192
credit card 193, 195
sales defaults 90
sales invoices
applying receipts to 191
printing from the Reports window
186
voiding 189
sales representatives
paying a group 239
sales tax agencies 84
sales taxes 84
agencies 84
setting up 84
security 262
in account register 247
licensing Peachtree users 267
roles, creating 265
setting custom access for roles 266
security in 247
segments, account 75
Select a Report window 294
creating a form letter from 321, 322
Select for Deposit 195
Select for Payroll Entry 237
selecting
items for purchase orders 199, 200
payment filter options 200
purchase orders to create 201
to pay 238
serial number
register 18
update 20
serial numbers 118
server, terminal 16, 17
service items 114
setting up
action items 282
alerts 278
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labor burden 170
quantity discounts 107, 122
retainage 171
units/measures 124
Setup Guide 62
shipping methods 111
sick time
employees 135
Smart Data Entry 272
sort order options 270
Start screen 31
turning on/off 31
starting
Peachtree 30
Peachtree from the desktop 30
starting Peachtree
from My Computer 30
from the taskbar 30
statement and invoice defaults 82
statements
bank, importing into Peachtree 251,
253
defaults 82
print options 82
subcontractors
insurance 103
swap file
settings 22
synchronization. See Outlook, Outlook
Sync
synchronizing
contacts in Quantum and Outlook
contacts with Quantum and Outlook

314
T

tax categories, for inventory 111
tax rates 133
tax tables 131
technical support
registering your product 18, 20
troubleshooting installation 21
templates, form letter 315, 316, 317, 318,
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319, 320
terminal server 16, 17
terms 90
time and billing 275
time tickets 275, 276
hours 150
Timeslips Accounting Link, using 270
tips, employee 133
To Do folder 279
tracking
raise history 153
sick and vacation time 135
transactions
action items 284
editing in account register 246
entering in general journal 244
involving items 224
payroll 234
reversing 245
transmitting electronic payments 218
troubleshooting
installation and starting Peachtree 21

U
uninstalling
Peachtree 21
units/measures, set up 124
unposting 247
upgrading
converting existing data 23, 24
from previous versions 23
User Roles window 264
user security 262
licensing Peachtree users 267
roles, creating 265
setting custom access for roles 266
User Security window 264

users
creating roles for 265
licensing 267

v

vacation time 135



vendors 94
beginning balances 104
creating purchase orders for multiple
199
electronic payments 218
insurance 103
maintaining 100
payment terms 95
processing retainage 171
releasing retainage 172
virtual memory
Peachtree requirements 22
voiding
paychecks 239
sales invoices 189
vendor checks 217

w
What’s This? Help 44
withholding 150
wizards
New Company Setup 53
Payroll Setup 131
Purge 291
Year-End 290
Word
using to edit Create a Letter templates
320
work tickets, entering 230
workstation, peer-to-peer
installing 14
Write Letters 315, 316, 317, 318, 319,
320, 321, 322, 323, 324
W-2 Setup wizard 305

Y
year-end procedures
payroll, prepare annual reports and
forms 241
payroll, prepare quarterly reports and
forms 241
Year-End wizard 290
Yearly Earnings report 241

Index
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