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Contents of the CD(s)

If you purchased Peachtree Complete or higher, you received an installation
package that contains two CDs; if you purchased Peachtree First Accounting
or Peachtree Pro Accounting, you received a package with a single CD. The
contents of each CD are as follows:

CD1 + Program Installation
% Maintenance (remove or repair Peachtree)
CD2 % Crystal Reports 2008 (Peachtree Premium and
higher)

Peachtree Products

Peachtree comes in several different versions, depending on the level of
accounting power you might need--First Accounting, Complete Account-
ing, Premium for Construction, and so on. This book tells you how to use
all of the features for all of these products and most of them are marked in
the book for you. Below is information on the features specific to the various
versions that Peachtree Premium comes in, with page references for these
features.

Manufacturing and Distribution | < Quantity Discounts

(page 136)
+ Multi-Packs (page 138)

<

% Work Tickets (page 260)
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Construction «¢ Insurance for Vendors
(page 115)
+ Billing and Retainage
(page 186 and page 194)
+ Labor Burden (page 187 and
page 193)
% Progress Billing (page 224)
+ Revisions (page 258)

Non-Profit +¢ Allocations (page 288)

«» Inter-Fund Transfers

(page 291)

Quick Tips for Upgraders

If you are upgrading from an earlier release of Peachtree, 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 com-
pany data to Release 2010, 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 2010.

% Peachtree Release 2010 uses Pervasive 10.12. You should experience no
problems from the conversion to Release 2010.

Frequently Asked Questions

Q: Can I place my company data on an external drive [external storage]
connected to the server as another part of the system?
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No. If the external drive is set up as a mapped location to the server (even
though it is physically attached to the server), you will not be able to install
Peachtree.

Q: Can I just install Peachtree on the server following the defaults and
then copy the files to the location I want and edit the .INI file?

This is inadvisable since Peachtree sets registry entries on the local computer
when it installs. Peachtree will not function properly if these registry entries
are not set.

Installing Peachtree on a Single/Stand-Alone Com-
puter

This section is for users who are installing Peachtree on only one computer
and that computer will hold both the Peachtree program files and the
Peachtree company data files. For help as you go, click the Help button on
any of the windows you see during installation.

Be sure to follow directions for any notifications regarding your
firewall or anti-virus programs. Certain Peachtree files may trig-
ger these softwares but you must allow those program files to

Note run.

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

If the Autorun window does not automatically appear, do the follow-
ing: 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.)
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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 Peachtree 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 message informing you of the name of that software. Read
this warning carefully and follow any directions. This will ensure that
Peachtree installs and runs correctly on your computer. Click OK when
you have completed the instructions.

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

9 Next, the Standalone or Network window appears. Select Yes. This will
ensure that you install correctly for single user setup. Click Next.

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

11 The Set Peachtree Program Files Location window appears, asking you
to specify where you want to put the Peachtree program files. Enter the
appropriate path here or leave it set to the default. Click Next to con-
tinue.

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 If you are installing Peachtree Premium - Accountants’ Edition, the
Components window appears. It lets you select certain Peachtree com-
ponents for installation. Follow the onscreen instructions, then select
Next to continue.

14 Finally, you can review the locations of your program and company
data files. Click Install to install Peachtree.
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files that you must allow to run for Peachtree to run properly. If
you receive any warnings from your firewall software, be sure to
select Allow or Unblock for these programs.

: During the install process, you will see a list of programs and

Warning

15 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.

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

If you have Peachtree Premium Accounting, Crystal Reports 2008 is avail-
able on your Peachtree installation compact disc 2. For information about
getting started using Crystal Reports with Peachtree, from the Peachtree
Help menu, select User Manuals and then Getting Started with Crystal
Reports Guide. The document will open in the Adobe Reader software.

Installing Peachtree on a Network

Use this section if you are installing Peachtree on a network, using multiple
computers.

network, you probably need to add our database engine to pro-
grams allowed by your firewall. Consult your firewall software
documentation for instructions. See the document at http://
www.peachtree.com/support/firewall_install_tips.cfm for more informa-
tion.

Q If, after installation, you have trouble accessing Peachtree on a

Note

Quick Tips for Network Install
Use the following tips to help you install Peachtree on a network:

% Always install Peachtree FIRST on the computer that will store your
Peachtree company data files; that is, those files that record your Peacht-
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ree transactions and records. You MUST install the entire Peachtree pro-
gram on the server.

Install Peachtree on each workstation. Each computer that will have
Peachtree operating 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 loca-
tion on the "server” computer. All other computers operating Peachtree
should be mapped to this computer and access this ONE set of Peachtree
company data files.

Because Peachtree First Accounting and Peachtree Pro Accounting are
not multiuser-compatible, these instructions are intended solely for
Peachtree Complete, Premium, and Quantum users.

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.

K3
<

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 primary server
for the data. In other words, you don’t want your Peachtree company
data on everyone’s computer, only the primary server (such as the admin-
istrator’s computer).

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

Client/Server: This is a network with a traditional server acting as a cen-
tral 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
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workstations. Examples of client/server networks compatible with
Peachtree include Windows 2003 Server and Windows 2008 Server.
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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.

10



Installing Peachtree on a Network

% 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 company data files. Be sure to follow directions for any
notifications regarding your firewall or anti-virus programs. Cer-
tain Peachtree files may trigger these notifications. If so, you
must choose to allow these Peachtree files to run.

Note

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

If the Autorun window does not automatically appear, do the follow-
ing: 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 Peachtree 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 message informing you of the name of that software. Read
this warning carefully and follow any directions. This will ensure that
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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 Peacht-
ree 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 If you are installing an Accountants’ Edition of Peachtree, the Compo-
nents window appears. It lets you select certain Peachtree components
for installation. Follow the onscreen instructions, then select Next to
continue.

14 Now, you can review the locations of your database engine and com-
pany data files. Click Install to install Peachtree.

that you must allow to run for Peachtree to run properly. If you
receive any warnings from your firewall software, be sure to
select Allow or Unblock for these programs.

: During the install process, you will see a list of programs and files

Warning

15 Next, Peachtree will display the Sharing Peachtree Company Data win-
dow. You will 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 highlighted.

17 Right-click the folder and select Properties. Click the Sharing tab.
18 Specify that you will Share this folder.

12
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19 Click OK on the Sharing window.

20 On the Sharing Peachtree Company Data window, 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 com-
puters 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.

firewall or anti-virus programs. Certain Peachtree files may trig-

Q Be sure to follow directions for any notifications regarding your
ger these softwares but you must allow them to run.

Note

1 Insert the Peachtree compact disc in your CD ROM drive. The Peachtree
Autorun window 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 Peachtree installs and runs correctly on your
computer.
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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 message informing you of the name of that software. Read
this warning carefully and follow 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 Peachtree 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 upgrad-
ing, the path of the current installation should appear here automati-
cally. 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.

computer and search for it manually. For instructions on map-

Q Note: If, for some reason, it is not in this list, you can click Find a
ping a computer, see “Mapping a Drive to the Server Computer” on

Note  page 20.

14 If you are installing an Accountants’ Edition of Peachtree, the Compo-
nents window 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.

14
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that you must allow to run for Peachtree to run properly. If you
receive any warnings from your firewall software, be sure to
select Allow or Unblock for these programs.

: During the install process, you will see a list of programs and files

Warning

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 installa-
tion.
% 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 installation.

When installation is complete, see “Registering Peachtree” on page 22.

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.

on the computer where the Peachtree company data files will be

Q Important Note: You must first install the Peachtree program files
stored. Then, install Peachtree on each workstation.

Note

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

firewall or anti-virus programs. Certain Peachtree files may trig-

Q Be sure to follow directions for any notifications regarding your
ger these softwares but you must allow them to run.

Note
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1 Insert the Peachtree compact disc in your CD ROM drive. The Peachtree
Autorun window 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 Peachtree 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 message informing you of the name of that software. Read
this warning carefully and follow 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 con-
tinue.

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.

16


www.peachtree.com/support/firewall_install_tips.cfm

Installing Peachtree on a Network

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

Note

14 If you are installing an Accountants’ Edition of Peachtree, the Compo-
nents window 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.

that you must allow to run for Peachtree to run properly. If you
receive any warnings from your firewall software, be sure to
select Allow or Unblock for these programs.

: During the install process, you will see a list of programs and files

Warning

16 Next, Peachtree will display the Sharing Peachtree Company Data win-
dow. You will need to share the folder where the Peachtree company
data is stored on this computer.

17 Click Share the Folder to open Windows Explorer with the Peachtree
folder highlighted.

18 Right-click the Peachtree folder and select Properties.
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 com-
puters 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.
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22 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.

firewall or anti-virus programs. Certain Peachtree files may trig-

@ Be sure to follow directions for any notifications regarding your
ger these softwares but you must allow them to run.

Note

1 Insert the Peachtree compact disc in your CD ROM drive. The Peachtree
Autorun window 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 Peachtree 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 message informing you of the name of that software. Read
this warning carefully and follow 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 Peachtree knows you are installing in a network environment.
Click Next.

18
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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 upgrad-
ing, the path of the current installation should appear here automati-
cally. 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.

puter and search for it manually. For instructions on mapping a

Q If, for some reason, it is not in this list, you can click Find a com-
drive, see "Mapping a Drive to the Server Computer” on page 20.

Note

14 If you are installing Peachtree - Accountants’ Edition, the Components
window appears. It lets you select certain Peachtree components for
installation. Follow the onscreen instructions, then select Next to con-
tinue.

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

that you must allow to run for Peachtree to run properly. If you
receive any warnings from your firewall software, be sure to
select Allow or Unblock for these programs.

: During the install process, you will see a list of programs and files

Warning

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 installa-
tion.

% 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.
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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 Computer. This will open the Microsoft Windows Map Net-
work Drive window.

2 Select the drive and folder on the server that you shared when you
installed Peachtree'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.

4 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.
Select Settings.

Select Control Panel.

Select Add/Remove Programs.

Select Add New Programs from the sidebar.

N o vl b~ w

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.

20
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Follow the steps of the Peachtree Installation on page 6. If the Install
wizard does not begin automatically, browse to the CD-ROM drive, and
select Setup.exe or Autorun.exe from the root of the CD.

start Peachtree immediately. Deselect this option so that
Peachtree does not start. You must complete the steps of the
Add/Remove Programs routine on the Terminal Server first.

: At the end of the Peachtree install, you will have to option to

Warning

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 installation CD.

1
2
3
4
5
6
7

8
9

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.

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

Press the ENTER key on the keyboard.
Type Change user /query at the prompt.
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 on page 6 for installing Peachtree.

At the end of the Peachtree install, you will have the option
& to start Peachtree immediately. Deselect this option so that

Warning
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Peachtree does not start. You must complete the steps of the install rou-
tine 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 com-
mand correctly.

Registering Peachtree

Please register your copy of Peachtree as soon as
& Want to learn more || possible after installing the program. Registra-

about registration? tion is very important because it ensures you of
Look up “registering,
Peachtree” in the
Peachtree Help index.

timely program updates and upgrade offers,
exciting new product information, payroll tax

update service information, customer support
options, and a variety of other benefits. (The
Payroll Tax Update Service is not available with First Accounting.)

you must register. If you purchased single-user licenses, you must
register each copy of Peachtree that is installed. If you purchased
a multiuser Value Pack license, only one registration is required.
For more information on multiuser licensing, look up “multiuser” in the
Peachtree Help index.

Q You can use the software only a limited number of times before

Note

1 Do one of the following:
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% After your initial sessions working with Peachtree, when you start the
program, the Register Peachtree Accounting window appears.

OR
% If Peachtree is already running, select Peachtree Registration from the
Help menu.
_ =
7 peachtree Registration -

Please register your product. You have 10 unregistered uses left.

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

Number displayed below.
Serial Number: |

Website: www.peachtree.com/reqgister Registration Mumber:
Phone:  1-800-840-7329 Customer 10:

[Cutside the L5, TF0-992-63337

(Optional) Recommender 1D:

Where do I find my recommendsr's 10?7

Customer support is available for your Peachtree product at: 1-800-609-4012.

* Please refer ko the support insert within the box for coverage detals.

QK I Register Later Help

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

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

% Call Sage toll free using one of the following phone numbers:

Peachtree First Accounting and Peachtree Pro 1-800-388-4697
Accounting

Peachtree Complete Accounting and 1-800-840-7329
Peachtree Premium Accounting

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 Cus-
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tomer 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.

3 Enter an optional Recommender ID. This is the individual or company
that recommended Peachtree to you. Click the link if you need to look
up the ID.

4 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 mes-
sage will display the remaining number of uses. If you have no remain-
ing uses left and choose not to register, Peachtree will shut down. If you
start Peachtree again, you will be prompted to register again.

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 reinstall the product.
Warning

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 sep-
arate, licensed copies of Peachtree for each computer on which the program will
be installed. 1f you purchased and registered a Peachtree Complete multiuser
license (Value Pack), you are not required to update your Peachtree Regis-
tration information for each new user. For information on purchasing mul-
tiuser solutions, open Peachtree Help, and search for “multiuser” in the
online index.

1 Start Peachtree.

2 Select Peachtree Registration from the Help menu. If you purchased
and registered a Peachtree Complete multiuser license (Value Pack),
Peachtree Registration will not appear on the Help menu.

3 Enter your new Peachtree serial number. Your serial number is located
on the Peachtree CD holder. Or, enter the serial number provided with
your new multiuser license.
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4 Enter your customer ID and product registration number. To obtain a
customer ID and registration number, do one of the following:

% Visit the Peachtree Web site at www.peachtree.com/register/. After

completing a short questionnaire, you will be provided a registration
number.

% Call Sage toll free using one of the following phone numbers:

Peachtree First Accounting and Peachtree Pro 1-800-388-4697
Accounting

Peachtree Complete Accounting and 1-800-840-7329
Peachtree Premium Accounting

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 Cus-
tomer 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.

5 Enter an optional Recommender ID. This is the individual or company
that recommended Peachtree to you. Click the link if you need to look
up the ID.

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

ID, and registration number(s); and keep them in a safe place in

Important: Write down your Peachtree serial number, customer
& case you ever need to reinstall the product.

Warning

Uninstalling Peachtree

If you need to remove Peachtree, follow the steps below.
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When you uninstall Peachtree, all components (including program files,
predefined reports and forms, and sample company data) are removed from
your system. Your personal 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, I received the error, “You
must have full administrative rights to your computer.” What's that
all about?

This is a Windows message that may appear, especially if you are operating
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 I 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 rea-
son, we strongly suggest that you back up your data to diskettes before con-
verting 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 I 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 Peacht-
ree on your server, following the steps under the section “Installing Peacht-
ree on a Network” on page 8, selecting 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: 1 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 Sup-
port for a replacement.
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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 can-
not 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 connec-
tion to remote network drives.

Peachtree requires that you have a minimum of 256 MB of physical RAM
installed on your computer; 512 MB of RAM is highly recommended. 512
MB is also required for multiple users.Restarting your computer will also
reset your memory.

Q: I'm having problems using Peachtree and my large system fonts.
Peachtree does not support large system fonts in your Windows display set-
tings. 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 can-
not find the files to load. First, check your network connections. You may
have to restart your computer 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 Peacht-
ree. You should also check the system requirements for your Peachtree prod-
uct to make sure you are using supported network software.

Upgrading Peachtree

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

Because of fundamental changes in the 2004 release of Peachtree
First Accounting, you cannot convert from Peachtree First

Note
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Accounting 2003 and earlier to Peachtree First Accounting 2010. (If you
have First Accounting 2004, you can convert to First Accounting 2010.)

Converting to a New Peachtree Release Format

After installing a Peachtree upgrade or update,
the first time you open your company in © Want to learn more
Peachtree, the Data Conversion wizard may about conversion?
Look up “converting a
company” in the Peacht-
ree Help index.

appear automatically. The wizard only works for
company data created in prior Peachtree releases

of equal or lesser versions. For example, you

won’t be able to convert a Peachtree Complete
Accounting company to Peachtree Pro Accounting format or First Account-
ing format, even if that First Accounting or Peachtree Pro Accounting for-
mat is newer.

Before you launch the wizard, there are some precautionary tasks you may
want to perform.

# Turn off screen savers, disable anti-virus software, and close all other
applications. This will speed up the conversion process and avoid errors.

< 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 converting. For example, if your com-
pany 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.

Also, while the wizard requires that you back up your company data during
the conversion process, you can do so beforehand too. In either case, back-
ing up company data is highly recommended. Never overwrite an existing
conversion backup. For more information, see “Backing Up Your Data” on

page 311.

To convert Peachtree company data, do the following:
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= 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 x|

Welcome to Peachtree's Conversion Wizard

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

This Data Conversion wizard will step vou through this easy process ta convert your existing
Peachtree company data to the new format.

e

Click Next to continus.

Click Help for more infarmation on any window.

coek [ Hets | caneel [ Hee )

The Data Conversion wizard walks you through converting your Peachtree
company data to an updated format. At every point in the process, the wiz-
ard makes your options clear and tells you the consequences of every action
you might take. Data Conversion Wizard - Introduction window informs
you that your company data needs to be converted. If you need additional
information or instructions, click Help 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 balances. If you re using Peachtree
First Accounting, you won't be able to convert QuickBooks or DacEasy data.

= To convert existing QuickBooks, QuickBooks Pro, Premier, or
Enterprise Solutions data, look up “QuickBooks conversion” in
the Peachtree Help index.

= 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 Open the folder on your hard drive where Peachtree is located.

2 Then, open the Doc folder. The PDF is located there.
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Peachtree gives you control over your business. It keeps track of the money
you earn through selling products and services to customers and the money
you spend buying what you need from other companies (vendors). It keeps
track of the inventory that you sell, reordering items as they are sold. It
makes it easier to pay your employees and track their benefits and taxes.
Through reports, it also provides you with data for making important deci-
sions about your business.

In this overview, we'll walk you through the most common processes in Peachtree,
using Bellwether Garden Supply, a sample company provided in Peachtree. Because we
are doing a walkthrough in a Peachtree sample company, you can open Peachtree and
follow along by actually entering information in Peachtree as you read this chapter.

= To open the Bellwether sample company, start Peachtree, select Explore
a Sample Company, and select Bellwether Garden Supply.

Selling Goods and Services

We'll begin where all business begins--selling goods and services to your cus-
tomers. Customers can be individuals or other businesses who pay you
money. In accounting and in Peachtree, tasks and reports that pertain to
customers are categorized as Accounts Receivable (AR). Accounts Receiv-
able includes business tools such as Quotes, Sales Orders, Invoices, Receipts,
and Deposits for banking purposes.

Let's imagine that a new customer, Thompson & Associates, calls a Bellwether sales-
person to place an order. Because Thompson is a new customer, the salesperson will
need to create a new customer record in Peachtree. This customer record will keep
track of Thompson's address and phone number, as well as its contact and credit infor-
mation. Once the customer record is created, the salesperson will create a Sales Order.

Creating a Sales Order

A Sales Order tracks the items that a customer has ordered from your com-
pany. Usually, you use a sales order if there is going to be a delay between
the time a customer orders the goods or services and the time you actually
deliver them.
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= To enter a Sales Order in Peachtree, use the menubar to select Tasks,
Quotes/Sales Orders/Proposals, and Sales Orders.

s sales Orders

=loixi|  Select the customer
Fle Edt GoTo Window Help .
9 ¢ o & 2.6 B. T B & B and. ..
Close New List Save Nt E-mail  Delete Row Mote _Jo ayout FRepots  Help
e = S Sales Order [{][7]
Billto: Shig ko © Date: [Mar 15, 2009 |
Thomspon & Associates Copy = | [Thomspon & Associates Ship by:[Mar 15,2008 [=
1313 Meadowcreek Rd. 1313 Meadowcresk Rd. 50 No.:| 10342
pdress e 2 e Lol O gose 5o [ oropshin
Customer PO Ship via Terms Sales rep AJR account
ene ™ [oece [afuow 4
Quantity Shipped Item Description GLAccount  UnitPrice Tax  Amount b )
10.00 ]| eqwr-15110] Belra Heary Duty Gard] s0000-£0 EER 200 ... enter the items
(Garden Hose - 50 ft Sales - Equipment Reqular .
) B E==E) [ et e Y —— i+ that the customer is
Kentucky Bluegrass Seeds 5 b, Sales - Seeds Regular Job Description o
Sales bax: 0.00 ‘ Q| orderlng
Sales order katal: £99.70

Sales orders are optional. If your business sells items over the
counter or you ship items and create a bill for the customer (an
Nt invoice) immediately, you may not need to use sales orders.

At this point, the employee from Thompson has placed the order.

The following illustration shows you this process.

The customer calls The Peachtree user creates a

to place an order. customer record.
The customer waits for their I)hz sa\esgerso? createj the Sales
order to be processed and e " fer ant pn? S andoi etL
shipped. 7 2 confirmation to send to the e

| ‘ customer

To learn more about entering sales orders, see “Entering Sales
Orders” on page 203.
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Billing Your Customers

In most businesses, customers pay for products and services only after they
receive them. To notify them that their goods have been shipped and that

they owe you money, a bill, or invoice, is created and sent, sometimes with
the goods or sometimes separately.

Sales Invoices show the goods that were shipped and how much the cus-
tomer is being billed for them. They are usually used for customers who are
given a certain number of days to pay, that is, customers who buy on credit.
Invoices show the customer name, shipping address, invoice number, pay-
ment terms, and items that were shipped, including a total and any sales tax.

Businesses that sell services rather than goods can create and use “Service”
type inventory items on Sales Invoices. Peachtree also has a library of service
business forms, such as a service invoice form, that you can use to print your
invoices just the way you want.

To learn more about forms, see “Forms” on page 328. To learn
more about service items, see “Managing Inventory” on page 43.

Continuing our example from Bellwether, Thompson's order has now been processed
and packaged and is ready to ship. It is time to bill Thompson for the goods that were
sold. For this, the billing department will create a Sales Invoice.
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= To enter a Sales Invoice in Peachtree, select Tasks from the menubar,

and then Sales Invoicing.

@ Sales/Involcing
e ek @ o

[_[CIx]

0 X B e o5 & B B0 0
Erbl DS o S8 b el Even Lt Aol i o
Costone Tnvoice MBI
it Thorson. socotes S [ Trompeon V| oste[Maris 209 [
et v
it Tronpson socates P ]
515 ek Rl O
s 2
Rt EIEED
Gariy
Cusanereo shpve  apane toms sosrep
Tone = D &
Apply to Sales Order No.: 10522 ] [ porly to 535 0.0 ]
Ttem Remaining _ hippeg Description Unitprice Tax__ Amount b
tgire [ 000 ok [ oy G s 9] 1 )
Secnaoin | 2000] o 6o croKentucky Suegrass Seedh STb.bag | 19.99] 1 90
[ ey ticketsfexpenses Sales ta: 45,98 | GADEKALE ]
Freight: 0.00
Customer Account as of Mar 15, 2009 Other applied credits 0,00 748.68 Invoice total
soeer 50
Creditlmit; 50,0000 [3] Amourt paid a sale 0.00 748,68 Net dus
N s, oty v L

\
The Apply to Sales Order No. tab enables
you to specify what sales order you are
filling when you enter the sales invoice.

If any money was paid at the time of
sale, you can enter it here.

In Peachtree, you can print a hard copy of an invoice to mail to the
customer or send with the goods; or you can e-mail the invoice in

Note

PDF format if you send invoices separately. Just click Print or E-

mail on the Sales Invoicing toolbar.

Here’s the process of filling an order and sending an invoice:

a The goods are packaged and
prepared to ship.

The invoice is put in the
package or sent to the

customer.

9 The billing department is notified
and creates the invoice
in Peachtree.

The customer
receives the goods

m
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Once Bellwether issues the invoice for Thompson's order, it is recorded as a receivable,
and reports, such as Aged Receivables and Customer Ledgers, will show that Thompson
owes Bellwether money.

To learn more about entering sales invoices, see “Entering
Sales Invoices” on page 207.

Receiving Money

Receiving money into your business is what it’s all about. Without funds
coming in, you can’t pay your employees, pay your bills, or purchase sup-
plies. Peachtree helps you to record payments from your customers and cre-
ate bank deposit slips. In Peachtree, these customer payments are called
Receipts. Receipts are records that track any sorts of money received from
customers.

When Thompson's payment for the goods is received, Bellwether's Accounting depart-
ment will process the payment by creating a receipt.

= To enter a Receipt in Peachtree, select Tasks from the menubar, and
then Receipts.

® Receints LB
Fie Edt GoTo Window Help
B H E S85: 6 =8 B & E. 6§
£ 8 HEeLHEJE L8
Receipt [€][®]
Depost teket 0 Reference: [12 T—
= = [Fegulr Checting Account [v
Customer 10 || [THOMP =) =]

Date: [Mar 15, 2009
Thompson & Associstes

1313 Meadowcreek Rd Receipt amount: 733,
Atlnt s, 6A 30001

If you are entering over
. oment metos e E| | the counter sales, you
Use creit cord svige [Process rod card | can use the Apply to

De=n | Revenues tab to select

e s i dﬁ the items that were
K | shipped. When you
\ LIl print the Receipt, it will
\ show the items and
If the customer is paying invoices, amounts.

use the Apply to Invoices tab, since
this is where open invoices will
appear.
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If you are a cash-and-carry business that sells over-the-counter, you
can use Receipts to specify the customer, the items that were sold,

Nete  and the amount paid. You don’t have to use Sales Orders or Sales
Invoices. You can also create a customer called “Retail” for retail
sales, so you don’t have to keep track of specific customers if you
don’t want to.

Here’s the process of receiving money:

c The customer sends money
for an invoice or pays for
goods at the time of 9

purchase.
A e e e e
VA D

A deposit slip is created
and the money is taken

J

To learn more about entering receipts, see “Entering Receipts
(Customer Payments)” on page 215.

Creating Deposit Slips

Once payments made in cash or by check have been entered into the system,
they can be taken to the bank for deposit. Peachtree’s Select for Deposit
window allows you to group multiple customer receipts onto one deposit
slip, streamlining the process of reconciling your bank accounts.

A bellwether employee creates a deposit slip to take checks and cash to the bank.

= To create a deposit slip, select Tasks from the menubar, then Select for
Deposit.
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Select the bank account that Click Print to print a deposit slip
you are depositing for the bank.

a items to.
|

e
S A )

Deposit
AccountYp: (10200 Regulr Checking Account Depost TicketDate: [ 15, 2009
Mar 2, 2009 _| Everly Property Management AMEX Ccono3 149.97 ]
Mar 2, 2009 | Kenton Golf and Tennis Center Check CH31703 160.50 ]
Mar 5, 2009 | Holland Properties, Inc. Check CHs000 26.50 ]
Mar 7, 2009 _| Chapple Law Offices. Mastercard coool Es ]
Select the items ou Mar 7, 2009 enter Ched fec— 15874 oA
are depositing. [ ——

To learn more about creating deposit slips, see “Select for
Deposit” on page 221.

Purchasing Goods and Services

Every business needs to make purchases and spend money, whether it is
buying items for inventory, purchasing equipment and supplies for internal
use, or just paying utility bills and taxes. These purchases are made from
other businesses and individuals who are called vendors in Peachtree. Each
vendor has its own record that tracks addresses, phone numbers, payment
terms, and so on. In accounting and in Peachtree, tasks and reports that per-
tain to vendors are categorized as “Accounts Payable.” Accounts Payable
(AP) includes business tools such as Purchase Orders, Purchase/Receive

Inventory, and Payments.

The following example shows a business using the main Accounts Payable
tasks. A business may not need or want to use all tasks. For example, if you
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have a service business, you probably won’t need to enter purchase orders or
invoices for cash purchases.

You print and send a purchase Your vendor sends you the items

order to your vendor. a you ordered and an invoice.

You “receive” those items and e
turn them into a purchase
invoice.

You print a check and make
a payment to your vendor. e

Entering a Purchase Order

Purchase Orders are a way to track items that have been ordered from ven-
dors. They include the vendor name and address, date, a unique number,
payment terms, and a list of the items being ordered. Often, they are used
for larger purchases (over $2,500, for instance) and for controlling a budget.
Also, they can protect both the purchaser and the vendor in the case of a dis-
pute over price or items shipped. In many businesses, only certain individu-
als are authorized to issue purchase orders and they must initial or sign an
order before it is sent out.

Bellwether needs to order several items that are low in quantity on hand. The purchas-
ing agent will order these items from one of Bellwether's suppliers, Akerson Distribu-
tion. The agent calls Akerson to verify the prices of the items she wants to purchase and
creates a Purchase Order in Peachtree.

= To enter a Purchase Order in Peachtree, select Tasks from the menubar,
and Purchase Orders.
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 Purchase Orders o x|
fie it GoTo Windon bep
@ O & ) 8. & B = &, 6. @
e New Lt Fin ¥ Emal Ok Fow” Auofl Note loamsl Even Liyow Repotl Hep
Vendar ID: [AKERSON Purchase Order [€][®]
Remit to: [frai o [v] shete v Date:[Mar 15, 2009_[]
‘Akerson Distribution Belwether Garden Supply ‘Good thru: [ Apr 14, 2009 [
24 Bathany Drve 1505 Pavion Place PO Mo [1212 ]
Sute 77 Address Line 2 O close PO,
Dl [EAEER Norross A 300353203 Dloreesho
=S =3
Customer 5O No. (Customer invoice No.  Discount amount. Terms ‘Ship via. AP account.
T 512 7% 10, et 305avs | e I I |
Quintty Recened _em Desarpton G Accout_Unikprs At b
1000] [BooK-11010 [ som ooowsssssespasq 12000 | 50 s200]
855 Gardening Handbook Invertory
Z000] Q15130 | Catsog # Foteos: Feeend 1200 | 50 Ton00]
s sprayer Invertory ob Desorption
endor balance on ar 15, 2009 [3] 14,577.95 oD 30

Here’s an illustration of the Purchase Order process:

o A purchasing agent calls a
vendor to verify the price
and availability of items to 9

be ordered. A Peachtree user creates a

Purchase Order and sends it
to the vendor. If necessary, e
a signature is obtained prio
torelease. i

The purchasing agent
waits for the items to
arrive and to receive an

invoice (bill). %

To learn more about entering purchase orders, see “Entering Pur-
chase Orders” on page 231.

Entering a Bill (Purchase Invoice)

When businesses want money for the goods and services they sell you, they’ll
send you a bill (invoice). This invoice could be for items on Purchase Orders
or other types of bills, such as utility bills. In Peachtree, bills from vendors
and receipt of inventory are recorded in Purchases/Receive Inventory.

The bill will show what items were received, how much they cost, and the
total amount that the company now owes the vendor. The Purchase Invoice
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is usually used for items bought on credit or for services that allow the com-
pany some time to pay, for instance, utility bills.

entered in Peachtree.

Bellwether has received the items it ordered from Akerson and the bill arrived with the
package. To track this bill (its amount and due date) and to update the quantity-on-
hand of the inventory items that were received, a Bill, or Purchase Invoice, will be

w To enter a Bill in Peachtree, select Tasks from the menubar, and Pur-

chases/Receive Inventory.

® Purchases/Recelve Inventory

Fle Edt GoTo Window belp

~=lolx|

=

r =) =] - = & #, By 0
LLEFEXER R E & &l 8

(]

Vendar I0; [AKERSON &

Purchase [€][®]

Remit to: Akerson Distibution shipto;
245

Oate:[r 15, 2005_[]

Sute 77 Bellwether Garden Supply
Duluth, GA 30084 USA

Invice o[22t ]

1505 Pavilon Place

O oroeship

adress Lne 2

O waiting on bill

Norcoss 6 [so0s3208

Ush

Customer invoice No,

Ship via AJP account

Terms
o710, et 5055 [ o [ [z

Y]

Apply to Purchase Order No.: [12a1 TS [ oo o Purchgsesi .00

]

woorciioi0 | 1000] oo e coorassesids ocs Gardering ] 12000

T s s200] |

Eorr-i5130 | 20100 | 920,00 Coabog # Foness: Hose End Sprayer | 12000

[ sw] Tor00] 1

Other payments and credts:

Amount paid af purchase:

vndr bdrcecn i 200 3] 19,7755

om0 156.00 Invaice total

156.00 Nt due

»

If this purchase invoice records
items received from a Purchase
Order, use the Apply to Purchase
Order # tab. In this way,
Peachtree knows how much of a
Purchase order has been filled.
Plus, you can compare the actual
quantities and prices against
what you ordered.

If any of this bill was paid for at
the time of purchase, you can
enter it here.

To learn more about entering bills, see “Receiving Inventory/
Entering Vendor Invoices (Entering Bills)” on page 233.
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Cash Requirements report.

check, the clerk will use Payments.

After the bill from Akerson has been entered, the items will be available for sale and the
amount Bellwether owes Akerson will be updated. The Accounts Payable clerk or
department can see how much money Bellwether owes using the Aged Payables or

Several days have passed since Bellwether received the bill from Akerson. Since Bell-
wether receives an early-payment discount of 2% if it pays in 10 days, the Accounts
Payable clerk will cut a check and send it out to take advantage of the savings. To cut a

Making a Payment

In Peachtree, payments you make to vendors are recorded using Payments.
A Payment is any amount of money sent to a vendor for goods or services
purchased. It could be made in cash, by check, or with a credit card.

= To enter a Payment in Peachtree, select Tasks from the menubar, and

then Payments.

—1of x|
Fle Edt GoTo Window e
® ¢ F-EB-8-X B 8. & EH & O I @
Cose  New Lt ~ Gave © Pt © Deleie Fecw How  Delal Jownal Event Repor Atiach Help
Payment [€][®]
Belivether Garden Supply Check numer
Date Cosh account
[erson —— d
Reqular Checking Accaunt
Five Thousand Two Hundred Twenty-Eight and 50{100 * " polers  §[s2zem0]
Paytothe [iaiTo v
apiothe [ I Cosh account balance
Ahersan Disrbuton
sy e =]
Sate 77
Dulith IENEZE)
[=) Vemo: [356591 ]

Aopl o Tovoice: 522050 [ mtgereesom

O erepayment.

Invoice  DateDue  Amount Due Descript

‘“‘ ]

Discount

|

Amount Paid_Fay)
5,075.62 L &
15285 |84 +

o]

f D |
oz ol tseoo]
Discount account [B55f0_——[]

f

If an invoice is being paid, use
the Apply to Invoices tab and
specify the invoices being paid.
Early-payment discounts are
tracked and calculated.
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If you are paying any other type
of bill, for instance, a utility bill
or another bill that did not have
an invoice associated with it,
use the Apply to Expenses tab.
You can also enter deposits sent
to vendors here.




Managing Inventory
The following diagram illustrates the process of entering and paying bills.

The vendor sends the bill to The bill is received and a

the company. Peachtree user enters it.
N
ﬂ =

The vendor receives e

the payment.
)

\

When the bill is coming due,
a payment is entered and a

check is printed
for the vendor.

To learn more about making payments, see “Paying Vendor Bills”
on page 237.

Managing Inventory

Different types of businesses buy and sell different types of things that can
be managed as inventory. Retail businesses, such as clothing stores, maintain
stock items that are purchased and sold, and whose cost and quantity are
tracked. Service-oriented businesses, such as day care centers, sell services
that have fixed costs and prices, such as fees per hour or per day. These types
of businesses don’t sell merchandise; instead, they sell services. Professional
businesses like consulting and law firms track employees’ time and expenses
as they carry out projects and then bill their customers based on the time
and expense accrued. Peachtree’s inventory management system can manage
a wide variety of different “classes” of items, so that it meets the needs of a
wide variety of businesses.

Bellwether has decided to stock several additional gardening handbooks. These need to
be added to inventory so they can be bought and sold.

= To enter an inventory item in Peachtree, select Maintain from the
menubar and then Inventory Items.
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Ditterent typeS ' Maintain Inventory Items I (=3
. Fle Edt GoTo Window Help
of items are =—— = =
i E@ List s Dglgl thaed N V\Q Reor Auﬂ h HO\
created using o= LEt Sevs Delle ChageD New  Nole Repos Attach  Help
em D: [BVRY10120 E® & e
the Item Class \Descugh”" i ouse Fea T2 Fomm U [ —
field. The value Iten Class: [ 5100k fem =] Seldefauts
in this field General || CustomFiekds | History | Bioitateias |
determines what Desciptior: __ [Fiedwood 12 Floom Bird House. ANracts Purpls Mattins, BIusbids and wians. Mounts on 12 1t Houss Pole
inf ti for Sales ¥
Information you Piice Level 1: (8399 [+] GL Sales et (4000048 [&] Sales - Aviary
track for each BL Inwentory Acct: 12000 [ ventary
“item.” Last Unit Cost: [35 5 GL Cost of Sales Acct, (5000044 [C4] Product Cost - Aviary
. Cast Method: [FF0 = Item Tax Type
UPL 7 SKU! |:| Oty on Hand: Oty Available: Minimum Stock:
400000 400000
Oy on 50= ity on POs Fieorder Quantiy,
ftem Type: [SUPPLY =] 000000 000000
Location: [BISLE 1 - =
Stookmo Ut For Preferred Vendor ID: [DEJULIA
ocking ool 2
=
‘Beginning Balances: [+]

Depending on your type of business, you’ll need different Item Classes. A
few samples are below:

% Retail business: A retail business that buys and sells inventory will use
Stock Items. These are items that can be bought or sold and whose cost
and quantity-on-hand are tracked. Peachtree keeps track of the cost of
these items as you purchase them.

0
o

Service business: A service business will mostly use Service items. These
are items that can be sold but have a fixed cost, entered by you. Some ser-
vice businesses will also use Stock items because they also sell merchan-
dise. A beauty salon, for instance, sells various services but sells supplies as
well.

% Consulting firm or professional business: These types of businesses, ones
that track time and expenses and bill on this basis, will use Activity and
Charge items. Activity items are different types of time, phone calls,
meetings, etc., that is spent on projects; and Charge items are different
types of expenses incurred during the course of performing a project.

To learn more about inventory items, see “Item Maintenance” on

page 127.
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Using Items on Sales and Purchases

Items to be sold or purchased are listed on the grid section of the task (Sales
order, Sales Invoice, Purchase Order, and so on). Here’s an example from
the Sales Order window.

Quantity  Shipped Item Description Unit Price  Tax Amount Job
5.00 AYRY-10100 Assembled Redwood 12-Room Bird 12999 1 649,95
I 4.00 AYRY-10130 4 |b. capacity tubular plastic thistle 19.99| 1 79.96

Once the item has been created using Maintain
Inventory, you can select it. Peachtree will
automatically display the Description and Unit
Price of the item.

To learn more about adding inventory items to purchases or sales,
see “Using Inventory Items in Purchase and Sale Transactions” on
page 254.

Paying Employees

Peachtree offers a full-service payroll management feature that allows you to
maintain employee records, set up deductions and taxes, pay employees, and
generate tax documents for quarterly and year-end reporting.

Once you have set up payroll by creating deductions and taxes and employee
records, you can use Payroll Entry to print checks for employees for either
paper distribution or direct deposit.

If you don’t want to bother with processing payroll, Sage can do it
for you. See www.peachtree.com/payroll for more information.

Note

The payroll clerk needs to cut a bonus check for a Bellwether salesperson. This check
will include deductions for income taxes.
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= To open Payroll Entry, select Tasks from the menubar, and then Payroll

Entry.

Just select the employee you want
to pay and Peachtree will auto-
matically call up the employee’s
hours and calculate the correct

deductions and taxes.

~=lolx|

Pegroll Enkey T4 [0]
Belivether Gerden 5uppl
PRl CheckNumpers [ 7 Cash Accourt
st [ 15, 2005 [i] || (P2l Cheeng acert[v]
Engloyee ID: [ACHESTER N e
Cash Account Balance
Eight Hundred Thirty-Two and 76/100 o 571009 ]
Paytathe  Amanda W. Chester Pay period Ends
Order of: 4599 West Paces Ferry Road
i M 5,200 [}
WosksinPay ered

Fiours Warked

Hourly Felds Hours

Name

Taxes - Banefts - abiltes

Amount__ Mema|

Regular 0.00

Fed_Income

11109

Overtime. om0

Soc_Sec

O -
944 | O

Special om0

Wedcare

=]

State

567 | O

Kao1

480

=

‘£dd another pay type GrossPay:  1,120.00

Change order of payrol fields

page 264.

If this is a handwritten
check, enter the check
number. Otherwise,
leave the field blank.
Peachtree will assign a
check number when you
print the check.

To learn more about payroll entry, see “Paying an Employee” on

Using Reports to Make Decisions

Being able to see how your business is doing--who owes you money, who
you need to pay, what items need reordering, and so on--is integral to run-
ning your business. Peachtree includes a wide variety of standard reports that
show you what you need to know about your business to make key business

decisions and keep the cash flowing properly.

= To open the reports for an area of Peachtree, select Reports & Forms
from the menubar, and then select the area of the program you want to
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The access window for reports is the Select a Report or Form window,
opened using the steps above.

Click Print to print the report to If you want to attach the report to an e-mail,
paper, or click Display to view the generate a Microsoft Excel spreadsheet with
report on the screen. the report data, or generate the report in PDF

format, click Send to.

@ Select a Report or Form —(ol x|
Fle Edt GoTo indow Help

® X @ 8 & |2 T A @ o = @
Close  Delete  Group Fiint Display Optiens Columns  Fonts Send Te §iles  Copy  Help
oo [ ) I AR G

& Accounts Receivable

Accounts Receivable: Customers and Sales

[ Accounts Payable

[B% Custom Aged A/R

Eg, payron =] Aged Receivables Customers with autstanding invoices sorked by aging category.
) General Lodger [ Cash Receipts Journal Money received from customers displayed i journal Format (showing debits and credits).
[ Customer Ledgers Customers with detsl transaction information and otstanding balances.
[ Financial statements . . N s s
. Contact information For every custemer, induding name and telephone number, The
=] Customer List Customer Master Fle List has additional detal.
& Inventory
(2] Customer Management Detail Insices that are due with customer credit and balance iformation
Job Report:
[ 20b Reports ] Customer Master File List Detall information For every customer.
[ Account Reconciliation [ Customer Sales History Sales history for each customer, including cash sales (receipts)
) Time/cxpense Reports [ Customer Transaction History Invoices and related transactions, by customer
B report [ Invaice Register Insice st showing date, Quote umber, cuskomer name, and invaice amount, L
7 Company Reports
[ Ttems Sold o Customers Quantiey, smount, cost of salss, aross prafit, and gross margin of items sold to customers,

Crystal Reports
il cry: P Items on open sales orders and proposals, Used to pul items to fuFil a sales mvoice. Can

include drop shipments.
i) Report Groups —

[ Picklist Report

(] Proposal Register Propasals and their open or closed status.
I P Open, accepted proposals showing the proposal amount, previously billed amount, and -
gl i
On the left, you see the general On the right, you see the list of reports
areas of the program, with the and a description of each. Double-click
current selection highlighted. to display a report.

? To learn more about reports, see "Accessing Reports” on page 318.
CJ

The AR clerk wants to see who owes the customer money. She will print the Aged
Receivables report.

You can modify these reports to suit your needs. For instance, you can
change the “filters” that are used. Depending on the report, the fields or data
that you can filter will vary. For the Aged Receivables report, you can change
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the date range and select from values for several fields, such as Customer
Name, Customer Type, and Aging Category.

The Aged Receivables report will be filtered to show only customers who have balances
over 90 days overdue.

= To change the filters, select Options on the toolbar of the Select a
Report or Form window.

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 Sorting and Sulnmary Other Options

Date: [This Feriod =] Sart by: [Customer 1D =] ] Colurms

A Fonts

As oft Mar 31, 2007 - ™ summarize report
Filters

Select afilker: Select an option:

Customer Type -]

Sales Rep 10

Sales Rep M

Castomar 70 tember =

When you select a Filter here... ...your options for that filter display here.

You can also change which columns of data appear on each report. If certain
columns that appear on a report are not pertinent for your company, you
can choose to remove them from the report. In addition, you can add col-
umns for information that is not normally shown on the report.

Now, the Aged Receivables report will be modified so that it no longer shows the tele-
phone number.

= To change the columns of information that show on a report, select Col-
umns on the toolbar of the Select a Report or Form window.
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Aged Receivables

Show: All Nore

Showt !?
Cust

To add or remove data,
check or uncheck the Show

box for the column.

column break?

Customer Name

Contact

/ﬂm

Telephone 1

Imwoice/Ch 3

-~

| N ==

Net Invoice Amount as Aging

)

[ Foele |
[+

B[S [SHSSIS]

Amount Dug

= |w

Customer Limit

P.0. Number

Invoice Date

0|0 0| 0| 50 s ] D 0

Inwoice Terms

Tancel
Apply

Filters

Help

Tilehk |

on page 319.

Checking the
Column Break
option sends this
field to a new
column.

To move a
column, select it,
then use these
buttons.

To learn more about modifying reports, see “Modifying Reports”

You can also save these changes to filtering and columns by clicking Save in
the toolbar. Simply, give the report a new name and new description and

you’re donel!

Now that you’re done with this overview, you’ll want to get started with
Peachtree and your own company data. The first thing you’ll want to do is
create your company. This will include the basic information about your
company, such as name, address, accounting method, and accounting peri-
ods. This is discussed in this book in the next chapter.

To get more training on how to use Peachtree, look up

Note

.peachtree.com/training in your Internet browser.
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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 com-
pany. 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 decisions 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 dif-
ferent accounting methods reflect the way you record income and expenses.
In cash-basis accounting, you recognize income and expenses only when you
receive or spend cash. In accrual accounting, you recognize income and
expenses when you send or receive an invoice/bill, even though the cash has
not yet been sent or received. You will enter transactions for the cash receipts
or disbursements when you get money from your customers or when you
pay your bills.
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In cash-basis
accounting, you
recognize revenue only
when the money actually
comes in.

In accrual accounting, OO
you recognize revenue
as soon as you invoice

the customer, even
though the customer

H has not paid you yet.

Invoice

Ordere by Purchase

You should use Accrual Accounting when. . .

% You sell traditional inventory items (called “stock items” in Peachtree).
This includes any merchandise you sell. The IRS requires this.

% You grant or receive credit from customers or vendors.

% You are required to follow GAAP (Generally Accepted Accounting Princi-
ples). For example, publicly traded companies are required to follow
GAAP and issue their financial statements using accrual based account-
ing.

Otherwise, you are largely free to choose which method you use.

We highly recommend that you consult your accountant, if you
& have one, before making a choice. If you make the wrong

Warning _ choice, there is NO WAY to change it afterwards.
arning

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

% Tax benefits: If income is not recognized until cash is received, you
would have less income to report in a given year. Income not reported for
December would be reported in January of the following year, resulting

55



Chapter 3 Creating a Company

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 informa-
tion 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.

% Easier cash management: Because revenue and expenses are only recog-
nized when cash changes hands, it is easier to obtain a truer picture of
your cash position.

Benefits of Accrual Accounting
Businesses with inventory or that work on credit should use Accrual
accounting. Some of the benefits are

% Better reporting: You get a truer 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.

% Tax benefits: Expenses are recognized in the year they are incurred not in
the year they are paid. For instance, expenses incurred in 2008 can be
used as deductions on your 2008 taxes even if you don’t pay the bills until
2009.

Posting Methods
Another thing to think about is your favored
& CONCEPTS method of posting transactions. There are two
Posting: Posting is the options: batch and real-time posting. In batch

process of updating the
General Ledger's chart of
accounts to reflect all
journal entries that have

posting, the transactions you enter are saved to a
temporary holding area, where you can review
them before posting the batch to the General

been entered into the Ledger. In real-time posting, the transactions
system. Posting also you enter are both posted and saved when you
updates all GL and other click the Save button. In batch posting, transac-
accounting reports. tions are just saved; posting is a process you do

separately. Check with your accountant, if you
have one, to see which method you should use.
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While you need to make a choice between posting methods whenever you
create 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, mak-
ing 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 Peachtree 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 busi-
nesses choose to age accounts payable by due date and accounts receivable by
invoice date. The way you age invoices is established in Vendor and
Customer Defaults.
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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 column shows balances for the oldest (or most overdue).

Bellwether Garden Supply
Aged Receivables

As of Mar 31, 2007
Fiter Criteria inclucies: Report order s by ID. Reeport is printed in Detail Format

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

Contact

Telephone 1

EVERLY 10205 8,887.32 8,897.32
Everly Property Managern 10208 504.22 504.23
Lee Everly

T70-555-GBE0

EVERLY 504.22 8,897.32 9,401.54
Everly Property Manage

FRANKLIN 10326 2,021 66 2,021 66
Franklin Botanical Garden 10328 1,348.01 1,348.01
George Franklin 10340 37.45 3745
7705559598

FRANKLIN 3,407.12 3,407.12

Franklin Botanical Garde

If you want more information:

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 columns. 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 information you enter; you need to enter all information
the wizard asks for. However, depending on how you complete the informa-
tion, you won’t see all of the windows mentioned below.
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At a minimum, Create a New Company asks you to supply the following
information:

Company Name State Employer ID

Country Chart of Accounts

Federal Employer ID Accounting Periods

Fax Number Accounting Method (Cash or
Accrual)

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.
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Click here to move
back one step.

'

« Back I Mext = I

Creating a Company

Click here for
assistance.

'

Cancel | Help |

Click here to movef

forward one step.

Click here to stop
the setup process.

Cancel | Help |

/' < Back I Finish I

This is the toolbar ¢
that appears on the
last setup page.

Click here to save your
company settings

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:

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

OR

1 From the File menu, select New Company. If you're working in an
existing company in Peachtree First Accounting or Peachtree Pro
Accounting, a warning message tells you that opening a new company
will close the current company. If you're working in an existing com-
pany in Peachtree Complete Accounting or Peachtree Premium
Accounting, you will be asked if you want to keep the current company

open.
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2 Click OK or Yes or No depending on which message you received.

If you want more information:

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 5[
Enter your company information # required field

* Company Mame: l— Business Type: Im
Address Line 1; Federal Employer ID: I
Address Line 2: State Emplayer ID: I
City, State, Zip: l— Ij l— St. Unemplayment 1D: I—
Country:
Telephore: [ webske: [
Fax: E-mail: I—

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

< Back I Mext > I Cancel | Help I

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

2 From the list in the Business Type field, select your business type.

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:

< Corporation

% S Corporation
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< Partnership
% 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 complete list
of all account names used
in the General Ledger.
Each account is associated
with an account ID to help
locate it when recording
data. Accounts are used to
classify transactions for
reporting purposes.

has on file.

Create a New Company - Setup

Select a method to create your company

% Use a sample business type that dosely matches your comparry (Most companies choose this)
' Copy settings from an existing Peachtres Accounting company
" Convert a company from another accounting program

7 Build your own chart of accounts {Designed for accountants and advanced users only)

P r ,/ " Consolidate existing Peachtree Accounting companies
.Z
e

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

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

< Back I Mexk = I Cancel Help
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Essentially, you are choosing a general ledger chart of accounts. Each
account you set up in your chart of accounts contains an identifier (known
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
structure, 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##.

If you want more inform

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 compli-
cated chart of accounts.

Create a New Company - Business Type 5[

Select abusiness type

Each business type has a recommended chart of accounts, which is the list of categories
{"accounts”) ta which you assign transactions. Accountants sometimes refer ta the chart of
accounts as the general ledger.

- Select a business type Chart of Accounts
simplified types - 1010 - Cash on Hand -
iZonstruction Company 1020 - Checking Account
Distributor 1100 - Accounts Receivable
ManuFacturing Comparry 1150 - Allowance For Doubtful Account
/ Retail Compan 1200 - Inventary

§ 4 1400 - Prepaid Expenses
£ L Detailed bypes 1500 - Property and Equipment
N Construckion Company j 1900 - Accum, Depreciation - Prop&Eqt LI
- Note: You can edit accounts after

view detalls ahout & business type
your company is created.

< Back I Mext = I iZancel Help

Simplified Types
If you're setting up a retail, service, construction, manufacturing, or distri-
bution Company, you have thC option to set up your Company using a sim-
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plified 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 busi-
ness 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 modify these elements to suit
your new company.

Convert a Company

If you choose to convert a company, you will not make any other Chart of
Accounts selections. You will go directly to the window where you choose
your accounting method.

Build Your Own

If you choose to build your own company from the ground up, you won’t
see any more Chart of Accounts windows unless you’re working in Peachtree
Premium Accounting. Then you’ll see a window that lets you decide if you
want to divide your account IDs into segments. You have the ability to cre-
ate 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 the appropriate segment from a drop-down list. Seg-
ments are useful if you departmentalize your chart of accounts or use any
other parts of your account ID to define different parts of your company.

If you want more information:

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

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

If you want more information:

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

Consolidate Existing Peachtree Accounting Companies

If you’re working in Peachtree Premium Accounting, you can consolidate
companies. A consolidated company is one that combines the charts of
accounts of a number of existing Peachtree companies to create a new con-
solidated chart of accounts. The new consolidated company created in this
way will let you see consolidated financial statements for a number of sub-
sidiary companies operating under an umbrella organization.

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

new consolidated

company, select it here.

Create a New Company - Subsidiary Companies 1[

Subsidiary Companies

This scieen will sllow you to choose the subsidiary cofnpanies to be consolidated. You may select
companies from outside your default Peachtree datapath by using the "Browse for More Companies”
hutto

Awailable Peachtree companies: Selected subsidiary companies:

Stone Arbor Landscapin
ore
= Remove e

Belwether Garden Supply

...It will appear in the
Selected subsidiary
companies list box.

Browse for More Companies. . I

« Back. | MNext = Cancel Help

Accounting Method Window

This one’s easy; you have only two choices: Accrual or Cash. Hopefully,
you’ve made the decision already based on your accountant’s advice, if you
have one. For information about choosing the right accounting method, see

“Accounting Methods” on page 54.

65



Chapter 3 Creating a Company

New Company, you can’t change the method used for this com-

Once you choose the accounting method and finish Create a
& pany. So be sure to choose the right one.

Warning

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 method, see “Posting Methods” on page 56.

If you want more information:

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

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

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

Choose the first period of your fiscal year

choose ko start their year in anather month.

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

A Fiscal year is your accounting year, defined by when vou open and close the books, Most
companies start their Fiscal year in January, Companies with a more seasonal business may

006 «| (Most companies start in January)

x|

< Back I Mexk = I Cancel I 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 Peacht-

ree 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 Periods” on page 280.

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

Specify the structure of your fiscal year

choose ko start their year in anather month.

A Fiscal year is your accounting year, defined by when vou open and close the books, Most
companies start their Fiscal year in January, Companies with a more seasonal business may

Period From To |
1. How mary accounting 1[3an1, 2006 | Jan 31, 2006 &
periods da wou want in E -I ! 2
your fiscal yar? 2|Feb 1, 2006 |Feb2a, 2006
3| Mar 1, 2006 | Mar 31, 2006
4| Apr 1, 2006 | Apr 30, 2006
2. M;hat is rthe s‘tart :Late Jan 1, 2006 pr 1, pr S0,
OF your Fiscal year? 5| May 1, 2006 | May 31, 2006
6[Jun1, 2006 |Jun3n, 2006 |

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

x|

< Back. I Mext = I Cancel I Help

1 Tell Peachtree how many accounting periods you want in the fiscal year.
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Chapter 3 Creating a Company

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 Peacht-
ree 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 Periods” on page 280.

Once you finish New Company Setup, you won‘t be able to
change your accounting periods. Make sure you have these set

Warning Correctly before you select the Finish button.

If you want more information:

In the Help index, look up “Create a New Company wizard, fiscal year,
monthly.”

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 follow 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 that helps you enter customer records at the same time as
you enter transactions. It’s important to remember, though, that your state-
ments and reports will not be complete or accurate until you have entered all
records that have balances as of when you start using Peachtree. To make it
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Setup Guide

easier for you to complete the setup of your company, Peachtree provides a
Setup Guide that you can use.

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 on the Navigation
Bar, 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 (Note that in Peachtree First Accounting, you won’t see the

Jobs link shown below).

Click one of the links =)
to begin settingup 4 Setup Guide

“The Setup Guide helps vou get started it Peachiree. IFs best to use this guide before entering any

the parts of that area Saniadions o Pasires

Of Peac ht ree e recommend that you follow the order below, but i's OK to skip a step if it deesnit apply to your business.

To continue, dick on an icon or the name of & section below,

/

Each link will open a B et o el dtocr st
window with several ., b

é The revenuss and expenses associated with specic projects you do for customers. For example,
an event planner might set up a é-manth job fer the Jones' wedding ko track revenue an
expenses for it

easy to follow steps
for setting up that
area of the program.

vendors
The peaple or businesses thak you buy products or services from.

It ii Inventory and Service Items
8 s that vou purchase, manufcture or assentle), and sel o customers, Tnverkcry Rems can
also include the services that you provide to your customers.
o  Employees
The pcpls wha work o yaur busines,

. Chart of Accounts
& ote of sccomesto whicn You assign transactions in your business.

#)  SetUnSecurit
[E=] Setup user nemes and passwords for other Peachtres users.

@ What should I do after Setup Guide?
Common tasks that peopls typically do after completing stup.

When you select one of the links to an area of the program, a second win-
dow opens. Follow the steps to set up that part of your company.
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= vou can close this win-

dh Customers dow at any time by
clicking the x in the top
A customer is an individual or organization that purchases products or services From your company, ri g ht.

In this section you can enter as many of your customers 55 you want. IF you dont set up all your customers now, you
can alnays add more later.

To proceed to the next
step, click Next.

Wl you ks to erter custamers now?
@ Yes, 1 wank to enter customers now

€ Mo, Twill do this later

Help Hext>
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& Setting Up Your General Ledger &

il

Fle Edit GoTo ‘Window Help
@ lose Tynew [TlList []save giisavesNew 38 Delete 5ifjchange 1D [[E|Reports ~ (7}

Maintain Chart of Accounts

*account 10 |10200-00 j 4| ™ Inactive
Deseription: [10100-00 Cash on Hand Cash
. 10200-00 Regular Checking Account Cash
Account Type! | 10300-00 Payroll Checking Account Cash
10400-00 Savings Account Cash
Period History | 11000-00 Accounts Receivable Accounts Receivable
Mar 31, 2000 11100-00 Contracts Receivable Accounts Receivable
! 11400-00 Other Receivables Accounts Receivable
Feb 28, 2009 11500-00 Allowance for Doubtful Account Accounts Receivable
12000-00 Inventory Inventory
Jan 31, 2003 14000-00 Prepaid Expenses Other Current Assets

Dec 31, 2003

S‘Z c® I Fq"a Nedt  Hel
Blow 30, 2008 ance n o =P

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.

Balance Sheet =] |

File Edit GoTo ‘Window Help

- iS5 = >
Close jrﬁl D;tﬁ’ns SEIIT;ID E& E{;;T/éﬂ Exﬁt:ej F%IF Find Help
Bellwether Garden Supply -
Balance Sheet
March 31, 2009

ABSETS
utrent. A ssets
Peity Cash $
Cash onHand 1,850.45
Regular Checking Account 23,386.02
Payroll Checking Account 3,711.09
Bavings Account 7,500.00
Accounts Receivable 181,616.18
Other Receivables 7,681.84
Allowance for Doubtful Account (3,000.00)
Inventory 23,601.76
Prepaid Expenses 14,221 30
Employee Advances 3,000.65
Notes Receivable-Current 11,000.00
Other Current Assets 120.00
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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.

INITIAL DECISIONS

When you set up a company, you can select to either copy one of the
Peachtree charts of 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
During startup, you’ll enter begin-
/ \ ning balances for your general led-
) ger accounts. Peachtree checks to
f; r:/ make sure your beginning-balance
- — entries balance—that the sum of

assets and expenses equals the sum
of liabilities, equity, and income.

If you want more information:

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

Look up “account, beginning balances.”
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Selecting Account Types

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

Account You Are Setting Up  Account Type to Select

Credit Card Accounts Payable

Line of Credit Accounts Payable

Bank, such as checking account Cash

Asset Other Current Assets, Fixed Assets,

or Other Assets

Accounts Payable, such as Accounts Payable
accrued expenses

Income/Sales Income

Expense, such as salary expense Expense

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.
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Required Accounts in Peachtree

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 dis-
tribution 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 program are listed below:

Accounts Receivable Accounts Receivable (Accrual only)
Cash Received
Discounts Allowed
Sales Tax Payable
Interest Income (for Finance Charges)
Freight

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

Payroll Cash Account
Salaries and Wages
All Deductions (Payable)
All Allowances (Expense)

General Ledger Retained Earnings Rounding Account (for
customized Financial Statements)

Inventory Sales Revenue

Inventory
Cost of Goods Sold

If you want more information:

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

Look up “account type.”
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Chapter 4 Setting Up Your General Ledger

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 setting up a numbering system for your chart of
accounts, you should be aware of the following:

% Account numbers can contain any printable character except *, +, and ?.

% 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 number-
ing scheme in which an account number can
consist of a main number combined with depart-
ment codes and/or sub-account codes. Most of
the time account numbers containing these spe-
cial codes will not require any special treatment.
However, at report-printing time, you will need
to be aware of how you can use your own num-
bering system to generate departmental reports.

& CONCEPTS

Account Segments: In
Peachtree Premium
Accounting, you can
use a feature named
account segments to
view totals by account
for department, divi-
sion, or whatever sub-

grouping you require.

See page 82.

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 Earn-
ings account type.

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.
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Entering or Modifying Accounts

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.

Setting Up Bank Accounts

-ioix
File Edit GoTo Window Help
@Close ‘T_]New [ List Save élsave & Mew %Delete Fh change ID [E|Reparts + O
Maintain Chart of Accounts
*accqunt I0; [10200-00 =l af e I Inactive
4

Descripti IReguIar Checking Account

#account Type: ICESh j Account Beginning Balances

Period H\s}f’y Debits Credits Period Activity Running Eane =
Mar 31, 200° 80,754.63 -67,046.34 13,705.29 23,366.02
Feb 28, 20}{9 4,767.16 -40,000,00 -35,212.54 9,¢77.73
Jan 31, 2#09 33,564.02 33,564.02 44,#90.57
Dec SI,ﬁUUE 111326.55
Nov 3¢ 2008 llI,SZE\.SS
oct fl 2008 1#,326.55
585/30, 2008 ll1,326.55
A}{g 31, 2008 {1,326.55 B
AI‘ 1, 200

You can only view totals on this
You can select or add another window. Select the Account

account ID here.

Beginning Balances button to adjust

balances.
Bank accounts are set up just like other et =] @[]
Cash-type asset accounts. They should P

follow the numbering scheme of your chart
of accounts.

If you want more information:

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

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 beginning balance entry.

= 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 balances, and click OK.

Click or tab to any of the white cells in the grid to change or add an amount.
You can add a new account

from this window
X

@ v o @
S T Hep

Prior ear Adjustments as of Befare January 1, 2006

Liabiliies,
. Account 1D Account Description Account Type Assets, Enpenses | Equity, Income
The Trial
10000-00 Petty Cash Cash 100,00 | =
Balance 10100-00 Cach on Hand Cash 185045
should be [Toseag0 Fiegular Checking Account | Cash 1132655
zero When 10300-00 Payroll Checking Account Cash 6.566.66
10400-00 S anAagount Cash 750000
assets and
11000-00 Accounts FiecelmETE\ Accounts Receivable 3.098.44
expenses 1110000 Contracts Recaivable fs Feceivable =]
equal The Trial Balance iz made up of the balances of Al
q . accounts. In order for the Trial Balance to be in balance, E!DB,?DE w RS
liabilities the sum of Assats and Expenses should equal the sum of Trial Balance: 000
K ! Liabilties, Equity. and Income. [Difference posts to Beg Bal Equity]
equity and Net Income s the difference of Income and Expense  Income - Expenses: fo0 0o
income account values. The Income and Expense values
. making up Net Income are already included in the total Met Income: ooa

(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 run-
ning 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.
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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-bal-
ance amount.

Peachtree Accounting E

The Trial Balance must be zera [0.00] to save beginning balance tranzactions. If pou
press DK, Peachtree will adjust vour Trial Balance by creating an account called
Beginning B alance Equity with a balance of $179.00 (your current Trial Balance amount].

Cancel |

This account will be named Beginning Balance Equity, and its type is

Equity—Doesn’t Close. This account does not appear in the Beginning Bal-
ances 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 cor-
rect it if possible. (Select Cancel when the warning message appears.) If you
are entering beginning balances 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 entering 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.

If you want more information:

In the Help index, look up “prior-period adjustments.”
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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.). In
Peachtree Premium and higher, you can also filter by account segment. In
Peachtree Complete and Peachtree Pro Accounting, you can filter by depart-
ment mask. Maintain Budgets is not available in Peachtree First Account-

ing.

You can create budgets with data for up to four fiscal years (the two open
years and the year before and after). When you close the year in Peachtree,
your budget automatically "rolls over." For example, if your current year is
2009, you can enter budget data for 2008, 2009, 2010 and 2011. If you
close 2009, the available budget years are 2009, 2010, 2011, and 2012. The
budget data for 2009, 2010, and 2011 will remain the same as it was before
the year was closed. The budget data for 2012 will be blank. You can then
tweak the budget data as needed.

You can filter the accounts that display by You can quickly build a
account type, accounting segments (if budget by copying an existing
used), or fiscal year. budget or using actual data.
# Maintain Budgets =10l x|
File Edt GoTo Window Help
@Closs [yhew [save Fipaveass Siprint $Enelete [ Rename [ Import & Autofil [ Excel [Frhote [ Cale [FReports - [ Attactments @
Maintain Budgets
Sudgettane: Revsedudget @
Description: [Revised Budget
‘Account Filers
Type:[Income Statement dccourts [*] | Gegment A1 [+] Equai e =] 1 shoninactive
View Fiscal Year: | 01/01/2008 - 12/31/2008 |+
[Taccount 10 [account ame I Total| 1jatos]  zfzafos]  ofayjos|  4pojos|  sayos]  ejaojes]  7jsifos]  efara
_4UUUU'UU Sales 0.00 0.00 o, 0.00 0.00 0.00 0. 0,00 o
74[I[IEIEI'AV Sales - Aviary 115,500.00| 38,000.00 §,000.00 7,000.00 850000 7,000.00 700000 7,000.00 7,000
74ﬂDDD'EK Sales - Books 25,800.00( 2,800.00 3,000.00 2,000.00 200000 2,000.00 200000 2,000.00 2000
[[|+n000-ce Sales - Ceramics 0.00 000 0.00 0.0 000 0.0 000 0.00 o
[[|a0000-£q Sales - Equipment 394,400.00| 77,300.00 27,300.00 35,100.00 40,100.00 90,100.00 ¢0,100.00 40,100.00 35,100
_4UUUU'FF Sales - Food/Fert 33,000.00f 2,500.00 2,600.00 2,600.00 300000 320000 300000 3,000.00 3000
74[I[IEIEI'FU Sales - Furniture 0.00 0.00 0,00 0.00 0.00 0.00 0.00 0,00 0
74ﬂDDD'HT Sales - Hand Tools 35,750.00| 2,750.00 3,000.00 3,000.00 320000 3,200.00 320000 3,200.00 3,200
[ |40000-15 Sales - Landscape Servic  108,450.00| 1,000.00 8,500.00 9,000.00 12,500.00 16,500.00 16,500.00 16,500.00 16,500
[[|a0000-m1 Sales - Miscllanecus 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 il
_4UUUU'NU Sales - Nursery 242,300.00( 2,600.00 22,000.00 3%,500.00 35,800.00 3%,800.00 35,800.00 35,800.00 22,000
74[I[IEIEI'P0 Sales - Pots 35,500.00 3,100.00 1,000.00 4,200.00 420000 4,200.00 420000 4,200.00 3,100
74ﬂDDD'SE Sales - Seeds 23,500.00 80000  3,000.00  3000.00 3,400.00  3,400.00 3,400.00 3,000.00 1,200
[[|40000-50 Sales - Soil 28,980.00| 70000 4,100.00 4,100.00 4,100.00 4,100.00 2,300.00 2,900.00 2,000
[[|a0o00-sT Sales - Statuary 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0
_4UUUU'TO Sales - Topiary 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 o =
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Building a Budget

When creating a new budget, you can use actual data to quickly build a bud-
get, then adjust amounts as necessary. You can also copy amounts from
another budget (Peachtree Premium and above) or from the open budget.

When you EIETTES =
SeleCt to Fill In a Budget
build a
budget from
actual
amounts,
you can then
select a
range of
accounting
periods to

copy from. < Back | Mest > I Cancel I Help |

Budget Mame:  Revised Budget

Description:  Revised Budget

How would you like to fill in this budget?
% Use actual amounts from Peachtree
" Copy amounts from the open budget

€ Copy amounts from another Peachtres budget

New Budget (Peachtree Premium and above): Click the New but-
ton to create a new budget for projections or comparisons.

O Mew

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

Bl 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.
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Chapter 4 Setting Up Your General Ledger

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.

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

General Ledger Defaults

Help

Ed
I__E Ei Account Segments ]
Founding Account
Mumber Description
[33005-00 Retained Earmings _ teneel_|

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 (Peachtree Premium Accounting)

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 produce 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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Entering General Ledger Defaults

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

General Ledger Defaults x|
FRounding Account I Account Segments .
- Account S egment
ak
Segment Description Length  Separator
Cancel
Enter your v 1 |Accnunt o} IE_ - j ;I
Segment 2 |Depa|tment |2_ - j Help |
descriptions, — 3 [ =
lengths, and 4 l_ =
separators in the B l_
approprlate Taotal Account Length [
fields.
Account Structure PO
[Total includes the sum of the lenaths plus the segment separators.
Masimum account length iz 15.]

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 Premium when you print reports and financial state-
ments. You can use this feature for printing reports that are filtered by
department, division, account ID, or any other segment you create. When
you initially create your company in New Company Setup, Peachtree Pre-
mium gives you the opportunity to divide your Account ID into segments
(see “Build Your Own” on page 64) but you can do it here as well. If your
chart of accounts is already set up and you change the segment structure,
Peachtree Premium 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 descrip-
tions, lengths, and separators for up to five segments.
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Chapter 4 Setting Up Your General Ledger

If you do not use account segments, Peachtree will still allow you to filter

General Ledger reports and financial statements using the department mask-
ing feature (see Mask, Department Masking in Peachtree’s Help Index).

If you want more information:

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

Look up “account segments.”
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& Setting Up Customers

D)

Customers are the people whom you sell your products and services to. You
can set up both default and specific customer information. Default informa-
tion is good for a// of the customers you deal with, but each customer will

need special treatment too.

Customer Default Information

Customer Defaults

Custom Fields

bosount Aging |

| Finance Charges |

Pay Methads

Standard Tems

Sets Default Terms, Credit Limit, and Credit Status

oD
" Prepaid

* Due in number of daps

Met dug in IE_D days
Discountin [10 days
Discount Percent: [200
Credit Limit: [50,000.00 |
Credit Status: | Motify Over Limit ¥

Sats Default Accounts for new Customer Records, the
Sales Account can alio be changed in each Customer Recard

6L Sales Account [40000-00 Sales
Dizcount GL Account [43000-00

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

GL Link Accounts

Sales Discounts

ok

Cancel

Help

Setting up customer
default information helps
streamline the process of
entering customer
transactions and

populates customer

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

Maintain Customers

SaaTo

Statements

o wa B

—
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To reach Customer Defaults

Customer Default Information

= Select Maintain, Default Information, Customers.

x
Customn Fields I Finance Charges I Pay Methods
Standard Terms Setz Default Termns, Credit Limit, and Credit Status
©coD i
i Het duein W days Cancel
 Prepaid . . _I
Discourtin 10 daps
& Due in number of days Help |
 Due on day of nest month Discount Percent: [2.00
= Due at end of manth Credit Lirnit: |ED,DDD oo
Credit Status: |Motify Ower Limit =
Sets Default Accounts for new Customer Records, the
GL Link Accounts Sales Account can aleo be changed in each Custamer Record
6L Sales docount [40000 Siales
Discount GL Account |4QUUU Sales Discounts
The Customer Defaults window lets you tell
Peachtree what you consider standard payment & CONCEPTS

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 Cus-
tomers window and tell Peachtree you want a

certain customer to be covered by them.

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
overdue each invoice is.
So it might be smart to
age customer invoices by
invoice date and vendor
invoices by due date.

If you want more information:

Look up “customer defaults, account aging.”

In the Help index, look up “customer defaults, overview.”
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Chapter 5 Setting Up Customers

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 customers 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 categories will automatically update the
reports.

Bellwether Garden Supply
Aged Receivables

As of Mar 31, 2007
1 order iz by ID. Report iz printed in Detail Formst.

Invoice/CM # ( 0-30 31-60 61-90 Over 90 days)

Al 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 additional contact people or additional phone numbers, e-mail
addresses, and so on. If so, you can set up custom fields to track this infor-
mation. Then, when you set up an individual customer, on the General tab
of the Maintain Customers window, you could enter the appropriate infor-
mation for that customer.
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Customizable Figlds

In Maintain Customers,
you can then enter
information for those
labels that is specific to
that customer.

___>

Customer Default Information

In customer defaults, check
the Enabled box for the
Custom Field Labels you

‘ need; then, enter the

Label name in the field
next to it.

1. Second Conkact

2, Lawn Care Srve?

I\"es
3, Monthly Service?
I\"es

Since Peachtree reports are customizable, you can add any or all of your cus-

tom fields to many of the accounts receivable reports that Peachtree offers.

Finance Charges

If you assess late charges on your
customers’ invoices, you will want to
access this tab first. Here, you will set
up the terms and percentages for
calculating finance charges. You can
also specify whether or not these
finance charges are compounding.
Enter your defaults here. If you have
customers that you don’t want to bill

i Finance Charge:
[¥ Charge finance charges
days overdue, up to: $ [10,000.00
Annual interest rate: [18.00 %
On balances above that [21.00 %

Fdinimum finance charge: $ |U.SDUDU

™ Charge interest on finance charges

On invoices: lﬁ

Finance Charge GL Account: |454DU

finance charges, you can modify their records on the Payment and Credit

tab in Maintain Customers.

If you want more information:

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

Look up “customer defaults, pay methods.”
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Chapter 5 Setting Up Customers

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 you want a deposit
ticket ID applied to a receipt. If
you select In Receipts, Peachtree

Aszzign Deposzit Ticket [Ds:

& |nRecsipts
' In Select for Deposit

will auto.matica!ly fill the field in ‘ The Deposit Ticket
the Receipts Window. Deposit Ticksk 1D: ID automatically

generated is a text
If you select In Select for field depicting the
Deposit, the Deposit Ticket ID current system date.

field on the Receipts window will
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,

= 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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Customer Default Information

Select the options that

match the way you want to
print statements. For ]
mstance,l if you do not W'?nt - etivity and Balance Prirt Options——————————————
to print statements with
negatIVe balanCeS., SgleCt [ Any activity since the last statement was printed
Never on this fleld- ¥ Balances at least: § 1.00
¥ &tleast one invoice | 15 days pastdue

Dunning Messages ]

Print statements for customer accounts with:

Then. ..

In addition to the above options. print statements with:

Megative balances: IA\ways j

Zein balances IIZInIy when the above options appj
-.select the Default Set Default Statement Type o
Statement Type and the & Balance Fornad
Company Print options. If  Openltem
you use preprinted forms for
your statements, leave the
Company Print options
unchecked.

r Company Print Option
[¥ Print your company hame, address, phone number,
and 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 cus-
tomers of overdue bills.

If you want more information:

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

Look up “dunning message, overview."
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Chapter 5 Setting Up Customers

Statement/Invoices Defaults
Statement Print Options Dunning Messages I

r Dunning Meszag

Mark the number of days
Invoices < [T days overdue overdue for each category and
IThanks far your business then type in your message.
Depending on the status of
your customer’s unpaid
invoices, Peachtree will print

Inwaices ¢ |3D days averdue:

|You may have fargotten this bill. Thanls for your at

Invoices ¢ [60 | daps overdue the appropriate message on
|F'Iease attend ta this payment a: z0on as possible, new statements f()r the
Al ather invoices: customer.

Dunning message is 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 number 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 cus-
tomer’s record and automatically call up the correct sales tax when you cre-
ate orders, bills, and so forth, for that customer.
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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 taxing bodies, such as the state you do business in, a par-
ticular county or city, or a special tax (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 I'm notsure

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:
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Chapter 5 Setting Up Customers

£
@ Add Sales Tax Agency
Enter the
You are usually required to report the taxes you've collected ko one or more state, locality, or ather taxing agency. N
Enter the break down here a p p ro pn ate
Sales Tax Agency 1of 2 information in the
fields and click Next.
Sales tax agency name:! |Georgia Skate Sales Tax |f
ou have auto
which wendor do you send the taxes you've collected to? [GAREVENUE - y
create IDs turned on,
* How are sales taxes calculated for this agency? [by single rate - Peachtree will

R 4. L0000 automatically create

the ID for you. Select
* Select an account to track sdles taxes: [23100 - a vendor to receive
the tax and specify
the percentage of
* = required field
the tax.
Help concel | <beck | mext> |

If you want more information:

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

T tax amounts for sales to customers.

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

Account I Date Reference  Jrnl  Trans Description Debit Amt Credit Amt Balance
Account Description
23100-00 3T Beginning Balance -13,697.37
Sales Tax Payable 3T 10225 54 Seawright Sod and 231.82

3T 10225 A Seawright Sod and 115.98

3T 10225 SJ Seawtight Sod and 57.98

3T 10226 SJ Armstrong Landsc 169.56

3T 10226 54 Armstrong Landsc 33912

3107 10227 54 Freemond Country 1918

3T 10227 SJ Freemand Country 38.32

When you are done creating agencies, you will create the tax. Enter the
appropriate information on the Sales Tax Entered window.
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Set Up Sales Taxes x|
e ———

I@ Sales Tax Entered

‘You have successfully entered sales tax agencies for this sales tax, Enter an 1D and a name, then click Finish to save.
After you cliek Finish, the sales tao: wil be nd can be used on invoices, quotes, and other Forms.

* Sales teox I [GA Visw existing sales taxes EnteranID and name
Sales tax name: fcherckes Counts
L for the tax. Then,
Do you charge sales taxes on freight? [No -

specify if you pay

——— IR0 [ sales tax on freight.
Cherokee County Sales Tax CHEROKEE o When you are done,
click Finish.

Peachtree will save
the information and
create the tax.

Total bax Rate: 6,00000%

* = required field

Help concel | <pock | Fesn |

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/Ship-
ping” on page 123. When an inventory-item tax type is exempt, no sales tax

is calculated for the item amount.
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Chapter 5 Setting Up Customers

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 [_[olx]
e Edit GoTo Window Help
@ciose yhew st [save {575avesion JC0elete Gl Change D TjEvert [ALog [ Letters [EjReports » [ Attachments @ _

B - ] |
S e vy
Gereral | contacts | Aceresses | Hstory | ks nfo | Payment &cred |

Bilto contact:  Tony Aldred
Account number:
Biling address: [+12 Sever Rd

—
B T Y e
1

Country:
Sales ta: [cAGWINN =
Copy to Ship Address 1

Customizable Fields

Custamer type:
Telephone 1
Telephone 2;

Fax:
Emall

ieh site:

Balence as of M 15, 2009

Maintain Customers

T Prospect

T~ Inactive

o]

=
=
=

$5.55.91

1. Second Contact

2. Lawn Care Srvc?
fres
3. Monthiy Service?
fres

4. Qurly Maiing?
[res
5. Referral

finternet

Custonize thes ields for vou busness

Quotes |

ﬁ

Invoices |

Receipts

Customer Reports

e T T T R
wm et G
[ o
b wn
"
ws [ "
I 1o
L an
"
wans G e o
Vb [
L o
"
W \ g o

[

You can view or enter basic information about your clients in the Maintain

Customers/Prospects window. Customer information is contained on six
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Customer Maintenance

tabbed folders, only one of which is visible at a time, though you can view

another tab by clicking the tab label.

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

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

#"Maintain Customers/Prospects
Fle Edit Gofo Window

@cose Tyfew st

ve fiisave kNew 35

Frospect

™ Inactive

General | contacts | Addresses | History | Sales Infa | Payment & Crecit |
Bil-to contact:  Tgry Aldred
Accout number

iling address: [{

City, T, Zip:

Helete il Change 10 o Event [ALoa [ Letters = Reports ~ ] Attachments

Customer bype: [LAND F
Telphore 1: [r70550684
Telphore2: [r705068s

N

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

@ .

Maintain Customers

E-mail: [raldred@sample. peachtree. com &
Web site: [wwm peachires.com 9

Country:

Sales tax: {[GAGWINN ~ Balance as of Mar 15, 2009: $5,556.91
Copy ko Ship Address 1
Customizable Figlds
1, Second Cantact 4, Qtrly Maiing?
1es
2, Lawn Care Srvc? S, Referral
[Yes Internet
3. Monkhly Service?
Yes Customize these fields for usiness
I &
Use the Addresses and Use the Sales Info tab Use the Customizable

Contacts tabs to keep
track of contacts and
shipping addresses for
each customer.

To open this window,

to enter customer sales
information, such as
shipping methods and

pricing.

Fields area to
customize customer
information with five
fields, which you can
add to reports.

= 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.

General Tab

On the General tab, you enter basic information on the customer, including
billing address, phone numbers, and account number.

97
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In addition, you can use the dynamic Customer
Type field to classify your customers. When you
print Accounts Receivable reports, you will be
able to filter your reports using this field.

Customer Type: L.':-. HD - l

LAND

PROSPECT
RETAIL

| Cugztomer Type |F|ange LAMD

PROSPECT |

Contacts Tab

Use this tab to enter contacts for this customer. You can specify such infor-
mation as the contact’s name, title, address, phone number and E-mail

address.

General [Caritacts | addresses | History | Seles Info | Payment & Cred |

Contack Selection

|VSE\E:la(unLacl: [aldred, Tony =l New Contact | Save[nntactl Deletecontact'

- Contack Information

Address Information

Company name:[Hdred Bulders, Inc
412 Sever Rd
Job title
Norcross, GA 30092
Telephone 1: [770-555-0654

Contact pame |me ITDny IMl IMdred ISufhx
address: [Bil To | Hew pddress
Edit Address

Telephone 2: [770-555-0655 Notes:
Fax: |770-555-0856
E-mail; [taldred@sample. peachtree.com _,&I

Use Chrb+Enter to move to the next line,
Gender; -

I~ This is the default ship-to contact for this customer.
This is the bill to contactfor this customer.
Use [Company Mame | in'the ship-to address.

Addresses Tab

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

Biling address: 412 Sever Rd Billng sales tax:  GAGWINN

Morcross, GA 30092

Copy biling address to: [Ship to Address 1 x| Copr

[ stipto [ address Line 1 | nddress Line 2 | iy |sT [ zpcode
|t |41z Sever rd |morcoss e [anoez

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

Note
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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.

Sales Info Tab
Here, you enter a variety of sales infor-
Sales rep: IDGROSS -

mation, such as Sales Rep, Sales

: |4UDDD—DD - ..
- A Account, shipping method, and the
Open PO number: I price level this customer will receive.
ship wiat IUS Mail - I
Selecting a price level will ensure that
Resale number: I

your customers always receive thC correct

icil : IPrice Level 1 I . H 1
Fricing level: ~1  price when you invoice them.

In addition, you can specify Form Delivery 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.

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
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select Customize terms for this customer from the drop-down list and
change the remaining fields.

- Gredt Card Information ~Terms and Crecit
Cardholder's Name: [Tony Aldred Custamize terms for this customer = |
H Address: [412Z Sever Rd
Enter credit card — & con,
information for this o 51,205 [rroors R [T o e s xoonlElem
customer here. Country [——— " Due at end of month
Credit Card Number:  |S400000000000000 % Use discounts
ExprationDater [12 /o8 () Discourtin| 10 | days
Discount: Percent: 2.00
~Rereipt Settings |
[V Use payment method and cash account From last saved receipt. [¥ charge Finance Charges
oot othod: [t 3] S
ot e [FE0E ] N |

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

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 passwords for all users and limit
access to this window.

If you want more information:

In the Help index, look up “Maintain Customers/Prospects, header fields.”

Note

Look up “Maintain Customers/Prospects, General Tab."

In the Help index, look up “customer defaults, terms and credit.”

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 balances 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
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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 History tab.
x

L = Qg = =
Close 5!8 F?r’?d N‘éa Eﬁd Remowve H‘eT;:

Inwoices for: ALDRED Aldred Builders, Inc. l Customer Balances l
|Cust. 1D Amount
Aldre i

743467

ARMSTROMNG Armnztrong Landscaping 32.080.00
CAMMON Cannon Heathcare Center £85.89
CHAFPLE Chapple Law Offices 237.08
CLUMMINGS Curnmings Construction 3.680.87
DaSH Dazh Business Systems 393.90
EVERLY Eveily Property Management 9.401.54
FRAMKLIM Franklin Botanical 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. 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 x|
= g B

O & X
Class 5a.ve S AR Hop

) _:i Customer Balances ]

| Iresoice Mumnber | Date | Furchase Order Number Amount AR Account

| 54334 [Decr 2005 | 500.00 | 11000-00
Fill in the fields with information For accrual-based companies,
from your outstanding customer the A/R Account field is used so
balances. When you are done Peachtree knows which account
with one customer, select the to decrease when you receive
next customer from the payment.

Customer Balances tab.

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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Setting Up Vendors

Vendor Default Information

Standard Payment Terms
Account Aging

Custom Fields

1099 Settings

Vendor Maintenance

Header Fields

General Tab

Addresses Tab

History Tab

Purchase Info Tab

Insurance Tab(Construction Only)

Entering Vendor Beginning Balances
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& Setting Up Vendors &

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

Vendor Default Information

¥Yendor Defaults

Account &ging I Custam Fields I 1099 Settings l

Standard Terms Sets Default Terms for Purchases. Default for Credit Limit oK

=
o Coo. Metduein  [30 days
Cancesl
Help

€ Prepaid Digcount in lﬁ days
& Duein number of days i
¢ Due on day of next manth Discount % 200

¢ Due at end of month Credit Limit: 5,000.00

Setting up vendor default
Sets Default Accounts for new Yendor Records, the information hel ps
GL Link Accounts Expense Account can akso be changed in each Yendor |
streamline the process of
Expense Account lm Supplies Expense enterin gve ndor

Discount GL Account |29500-00 Purchase Disc- Expense ltems tranSaCtiOnS 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
L1
L -
Aging Reports
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Vendor Default Information

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 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 114.

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

iy CustomFields | 1099 8ettings ||
Standard Terms Sets Default Terms for Purchazes, Default for Credit Limit
© CoD. N Metduein Tﬁidays]\
H - T T \
€ Prepsid biscount in 10 days N
* Due in number of days ; N
' Due on day of next month iscaunt |2'DD \ \
™ Due at end of month C er{it Lirnit: |5,DDD.DD
\
Choose standard terms. If you \\ AN
choose Due in number of days _— — = — /3
OR Due on day of the month,  Due on the 30 restmorth
you'll enter the exact number of
days OR day of the month too.
If you want, you can specify a Use the Lookup buttons to choose
default expense account and the desired Peachtree accounts.

default account for collecting
vendor discounts.

Expensze Account I <Undefined Account:

Dizcount GL Account ISSEDD-D i Purchase Dizc- Expense ltems

105



Chapter 6

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

page 230.

Setting Up Vendors

Once you've set up standard terms, these terms
will automatically 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 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
overdue each invoice is.
So it might be smart to
age customer invoices by
invoice date and vendor
invoices by due date.
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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 sec-
ond shows invoices 60 days or under; the third
shows invoices 90 days or under; the fourth
shows invoices over 90 days. The column head-
ings match.

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



Vendor Default Information

1 CustomFields | 1099 Setings )

&ge Invoices by

 Inwoice date 1. Choose whether you want
& Due date —— 10 age invoices by invoice
date or due date.

—&ging Categorie:

# of . .
days Column Heading 2. Sgt aging categories. The
IstCounn [0 030 ch0|ceslyou make here
| determine how Peachtree
2nd Colurnn IBD |31 -E0 . . . .
reports display invoice-aging
3rd Column |gu |51 .90

information.

4th Colurn IDver 90 days

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

Bellwether Garden Supply
Aged Payables

As of Mar 31, 2007
Filter Criteria includes: Report order is by ID. Report iz printed in Detsil Format.

Vendor ID Invoice/CM # ( 0-30 31-60 61-90 Owver 90 I:Iays) Amount Due
Vendor

Contact
Telephone 1

ABMNEY Bioo0 7a.00
Abney and Son Contracto

Wesley Abney

770-555-0000

75.00

ABNEY 75.00
Abney and Son Contract

75.00

If you want more information:

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

Look up “Maintain Vendors, Customizable Fields.”
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Chapter 6 Setting Up Vendors

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—facil-
ities, and that’s important because of tax requirements. You might want to
set up custom fields to reflect these vendor locales. Then, when you set up
an individual vendor, on the General tab of the Maintain Vendors window,
you could enter the appropriate names of the locales for that vendor.

In Vendor Defaults,
set up default
custom field labels

Payment Terms T Account Aging T

Field Labels Enabled that will be good for
- v
1. InState & all vendors.
2 |Dut-0f-8tate v
3 |Intemati0nal F‘— Click the Enabled
4, [TanFree I box for each label
you want to set up;
5 | r .
then type in the
Custom fields can be used to enter extra label

infarmation about Yendors. se the fields
above to label them on all pour Yendor
screens. The enabled box must be checked
far text to be entered.

Customizable Fields
1, Office Manager

|Michae| Avery
2. dccount Rep
IMichaeI Avery

3, Special Moke

When you set up individual

o vendors in Maintain Vendors, you
can enter information specific to
each of your default custom fields.
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Vendor Default Information

If you’d like to see your custom fields show up in
reports, Peachtree reports are customizable, so @ Want to learn more
you can add any or all of your custom fields to about customized reports?
any vendor report you choose—for example, the || Look up “report,

. designing” in the
Vendor List report. Peachtree Help index.

Imported Bliss, Inc. - Importers

Yendor List
Fiter Criteria includes: Report arder is by D, / \
Vendor ID  Vendor Contact Telephone 1 ( In-State Out-of-State International \
THOM1 Thomas Industries Mary Beth Jenkins  TOB-354-2121 Wgusta, Georgia  Louisville, Kentucky  Seoul, Knry

1099 Settings

The 1099 Settings tab in Vendor Defaults lets you determine how 1099 cal-
culations 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 con-
siders 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 inter-
est-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.

If you want more information:

In the Help index, look up “vendor defaults, 1099 settings.”
Look up “1099 form."
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Chapter 6 Setting Up Vendors

Payment Terms T Account Aging T Custom Fields T 1099 Settings l
G/L Account 1D G/L Account Description 1093 Settings |
20000-00 Accounts Payable INT Bowx 1 ar MISC Boxﬂ;l
23000-00 Accrued Expenses il -
23100.00 Sales Tax Payable REAMELEAS | |
23200-00 ‘wWages Payable 1033-MISC. Box
2330000 401 K Deductions Payable Lt
23350-00 Health Insurance Payable IMT Box 1 or WSE Box 7
23400-00 Federal Payroll T axes Payable IMT Box 1 UI%ISE Box 7
23500-00 FUTA Tax Payable IMT Box 1 U/MISE Box 7
23600-00 State Payroll T axes Payable IMT Box 1,& MISC Box 7 LI
Reset Default |
To reset all General Ledger Use the drop-down list to
accounts to the default setting, choose a 1099 setting for each
INT Box 1 or MISC Box 7, click account. You can also choose
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.

,h INITIAL DECISIONS

E¥ e These 1099 settings are important come tax time, so it's a good idea to take
¥ care when establishing 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 independent contractors? (For tax pur-

poses, this means you pay them more than $600 a year.) Your accountant, if you have

one, can give you direction.

-

o “'Q
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Vendor Maintenance

Vendor Maintenance

The Maintain Vendors window stores information about the businesses you
purchase goods and services from. It’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 ven-
dor records.

i

Fle Edt GoTo Window Help
@ ose {yhew [TlList [JSave £575ave thew FEDelete Fchange 1D [RjEvert fLog [5Letters [[jReports « [j Attachments @ -
Maintain Vendors

*endur ID: ,h _QI_DI I~ Inactive
Heme: [pbrey and Som Cortrators
General | addresses | History | Purchase Infa | Tnsurance |
Contact: [Wesiey dbney Vendor Type: [REPAIR v,
Accourt Humber: [BELD0S 09 Type: e -]
*Experse Acsaurks [74500-00 -
Maling Adchess: [pzs0parklane Tephone 1: [rosssoon
poea Tekphone 2: [rosssonee
Cty, ST,z [orrna  [GA [sooaD Fax: rosssoolm
comiry: Josm Emall: [ocbrey@sanpls.peachtree.com | 0
Copy to Remit To Address 1 webSte: [rempeatiescon | Q)

Balance as of Mar 15, 2009:  §75.00

Customizable Fields

1. office Manager 4, CoD Only
pichael avery 1/11/1999
2, Actounit Rep 5, Offers Delivery

ichael very
3. Special Note
Customize these fields for vour business

—

Purchase Orders Vendor Reports

— -

Purchase Invoices e
Payments T
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Setting Up Vendors

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 clicking the tab label.

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

® Maintain vendors
Fle Edt §oTo Window Help

Eclose

General | addresses | History | Purchase Info | Tnsuance |

Cortagg: [wesiey Abney

Customizablp Fields

New [=JList [fsave Eiisaveunew 3Dgkte Flchange D [ Event

Copy to Remit To Addred 1|

Use the Insurance tab*
to track insurance
information for vendors
and contractors.

Use the Header fields
above the tabs to set
up vendor ID and
vendor name.

—iBix|

Log [Letters §5PReports ~ (1l Attachments "
Maintain Vendors

I~ Inactive

Vendor Type: [SLPPLY =
1098 Type: [fone 7]
. T

Balance as of Mar 15,%Q07:  §1,470.00

IM\chae\ Avery
2. Account Rep

3. Special Hote

1, Office Manager

Michael Avery

4. COD Onty
o
5. Offers Delivery

[ne
Customize thess fields For your busine

Send payments l

from within Peachires.

Use the Addresses tab
to enter multiple
addresses for this
vendor.

Use the Purchase
Info tab to enter
vendor purchase
information, such as
expense account
number and terms.

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

*The Insurance tab is available only in Peachtree Premium for Construction.

To open the Maintain Vendors window:

= From the Maintain menu, select Vendors.
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Vendor Maintenance

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 alphanumeric characters; it must be unique to each
vendor. Lists and reports sort on vendor IDs, so the code you use is impor-
tant. Note that numeric characters sort before alpha characters.Note as well
that the vendor ID is no# case sensitive, so jim is the same as JIM to
Peachtree.

General Tab

Here, you can enter a contact name and vendor mailing address informa-
tion. To save you time typing, there’s also a Copy button that lets you easily
copy mailing address information to the remit-to address 1 for a vendor.

Besides name and addresses, on the General tab you can also specify a cus-
tom 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 exam-
ple, you might use SUPPLY or SERVICE as your different vendor types.
The field is case sensitive; that is, Supply and SUPPLY are treated as two
different words.

% 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
the 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.

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
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Chapter 6 Setting Up Vendors

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

Maiing Address: 3280 Park Lane
Site s Select default addresses for the Following transactions:
Smyrna, GA 30080 Payments: [Mailng Address -
UsA
Purchase Orders: [Maling Address -]
Shipments: [Mailng Address -]
Copy Mailing Address ko IRem\t to Address 1 x| copy | Lipments 9

| Remitto | recpient | addressiine 1 | Address Line 2 | ity |51 |zpcode | country |-

|1 | abrey and ... [P Box 1748 | B [en  [s0080 |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.

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 standard terms you set up in Vendor Defaults? (See
“Standard Payment Terms” on page 105.) If you want to set up different
ones for this vendor, select Customize terms for this vendor; you can do the
same for any of your vendors.

Terms and Credit

(Custamize terms For this vendor =

& con ™ Use discounts

" Prepaid

 Dugin number of days Discourtin | O days
€ Due on day of next morkth Discount Percents | 0.00

" Due at gnd of month

Credit Limit: 5,000.00

To change payment terms for the current
vendor, select Customize terms for this
vendor, and then enter the new terms.

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.
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Entering Vendor Beginning Balances

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

Form Options

Eatch Delivery Method: €% Paper Form ¢ E-mail

E-mail purchase rep when using batch processing to send
r forms

™ Replace Ttem ID with: € LUPC/SKU €0 Part 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 (Construction only)

The Insurance tab allows you to set up and track insurance information and
policy expiration dates for your vendors or subcontractors. You can enter
information for the following 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 expira-
tion date, and a note. In addition to tracking this information, a Vendor
Insurance report is also available. This report lists all vendor insurance infor-

mation and highlights expired policies.

If you want more information:

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.
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Chapter 6 Setting Up Vendors

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 76.

To enter vendor beginning balances,

1 Select Maintain, Vendors.

2 Click the Vendor Beginning Balances button on the History tab.
x|

T

H & % =
Close 553 F‘}d Mext Add  Remove }:él’;l

PBurchases from: ABMEY Abney and Son Conbiactors I Yendor Balances l

Amount

Narme

‘kerson Dis n
Caldwell Tools Compary 21,304.10

Cline Construction, Inc. 30065
Clooney Chemical Supply 32145
Cloudet Property Management 0.00
Daniel Lawn Pro, Inc. 75.00
Delulia Wholesale Suppliers 4 826.30
Georgia Department of Revenue 0.00 ﬂ

Current Accounts Papable 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 begin-
ning balances.

The Vendor Balances tab will show you a list of your vendors and their cur-
rent balances.

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

Note
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Entering Vendor Beginning Balances

¥endor Beginning Balances 1'

gl S @
Claze  Save Fir?d Mest Add  Remove Help

Invaice Mumber Date Purchase Order Number Amaunt A/P Account
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 so
balances. When you are done Peachtree knows which account
with one vendor, select the next to decrease when you enter

vendor from the Vendor

payments.
Balances tab.

The beginning balance amounts should not include any vendor bills entered
in Purchases/Receive Inventory. Be sure that the total amount of your ven-
dor beginning balances 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 pay-
ment before you can adjust the beginning balance entry.

If you want more information:

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

Note

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

Inventory Default Information

General

Ordering

GL Accts/Costing
Taxes/Shipping
Custom Fields
Item Prices

Item Maintenance
Header Fields
General

Custom Fields
History

Bill of Materials
Item Attributes

Serial Numbers

Inventory Beginning Balances
Set Up and Maintain Price Levels
Set Up Quantity Discounts

Buying and Selling Inventory
in Bulk or Multi-Packs
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& Setting Up Inventory &

Inventory stores information for various types of items, services, and activi-
ties that you buy and sell. You can set up both default and specific inventory
information. Default information is good for a// of the items you set up, but
each item will need special treatment too.

Inventory Item Defaults x|

] Ordering ]ELAcclstnstmg] Taxes/Shipping T Custom Fields ]( Price Levels

uPC / SKU

oK
™ 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. . .

Price Levels created here will
be transferred automatically
to all new inventory items.

-

Inventory Reports
Maintain Iltems O T T 1R
e M i P Aot fad

s h

"

"
wos kO 0w

]

H
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Inventory Default Information

Inventory Default Information

The Inventory Defaults window lets you tell Peachtree if you want to allow
duplicate values 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 spe-
cial 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 determine. First, what costing method do you use for items? Sec-
ond, which sales, wage, and cost of sales accounts should be used for distri-
butions 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 certain fields. You can also select a default item class.

Item Class

Drefault Item Class: I vl

If you want more information:

In the Help index, look up “item class” for general information.

Look up “item class: select for your business” for suggestions for different
types of businesses.
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Chapter 7 Setting Up Inventory

Ordering
On this tab are a number of Quantity Available
important options that affCCt [ Include purchase arders when calculating quartity available

how Peachtree calculates the Select this check box if you

quantity available for sale on want Peachtree 1o include
orders and invoices. You have outstanding items on
the option of selecting whether purchase orders when it

calculates the quantity of the

or not you want Peachtree to ; ) i
item that is available.

count items on outstanding
purchase orders when it calcu-
lates the quantity available for an item. Once this is done, you can set how
you want Peachtree to notify you that quantities are low when you try to sell
the items.

Sales Invoice / Receipt Out of Stock Waining Message

' Do not wam me Specify here how you want
@ W if inventary item is out of stack based on quantity on hand Peachtree to warn you when stock
Wl if inventary item is out of stack based on quantity available . . . .
is low. These options will provide a
Sales Order / Proposal Out of Stock Warning Warning only; you will be allowed

£ Do not wa me to continue with the transaction.
@ \wlam if inventany item is out of stack based on quantity on hand

© Wam if iventam item is out of stack based on quantity available

Finally, you can specify whether or not you want
Peachtree to automatically create purchase © Want to learn more
orders for items that are ordered on sales orders || about Automatic Pur-
chase Order Creation? See
“purchase order, auto-cre-
ating, overview" in the
Peachtree Help Index.

and invoices. Peachtree will calculate the
amounts that you are currently deficient and cre-
ate a purchase order for them, using the vendor
listed in the Preferred Vendor field for the items.

This is a feature of Peachtree Complete and
Peachtree Premium only.

GL Accts/Costing

Since Peachtree stores several different types of “inventory” items, including
stock, service, 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 cre-
ate, saving you a great deal of time when you add your items. Depending on
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Inventory Default Information

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 assem-
bly items, and a dedicated costing type called Specific for Serialized items
(available in Peachtree Premium only). Activity and Charge items are used
with Peachtree’s time and billing features (available in Peachtree Complete
and Peachtree Premium accounting).

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.

Select or enter Stack tem 4000000 |hJooo0o S000000 [FIFD B
account Master Stock item 40000-00 12000-00 50000-00 FIFO
numbers for 5 sislizen Stock itern 4000000 1200010 EIN00ON |Specii
o Non-stack item 4000000 AN Enn000n
each field in the =
Deserption enly
columns. Service 4000000 RS0 5700000
Whenever Labar 40000-00 F750000 57000-00
enever you
add a new |tem, Azsembly 40000-00 F7800-00 50000-00 FIFO

Serialized Assembly 40000-00 7750000 50000-00 Specific -

these IDs will be

entered Select the Costing method for the applicable item
automatically types. This method will be applied to new items as

into the they are created. Note: Once an item is saved,
corresponding you will not be able to change the costing
fields for the item method. You should select the same cost
record. 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 cus-
tomer and vendor records, as well as on most customer and vendor transac-
tions. Also, you can create up to 25 different tax categories for items. Use
these tax types for classifying items for sales taxes.

123



Chapter 7 Setting Up Inventory

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.

Custom Fields

Item Tax Type Ship Methods
1 Regular CA =] 1 MNone
2 E xempt _ 2 Courier
3 E wempt (-] 3 Hand Deliver
} Exempt _ 4 Cust. Pickup
5 E xempt _ 5 UPS Ground
B E wempt (-] E UPS Blue
7 Exempt _ 7 UPS Red
8 E xempt _ 8 | USMai
9 E wempt (-] FedEx
10 Exempt O - % Bestway

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.

As with customers and vendors, you can create up to five labels for custom
fields, additional 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.

vide only five price levels and they cannot be calculated by the

: Peachtree Pro Accounting and Peachtree First Accounting pro-

system.
Note
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Enter the Level
Name and check

Inventory Default Information

Lewel 1 List Price A | Mo Calculation *

the Enabled box Level2 | Price Level2 G | Mo Calculation ’
for the price levels Level3 | FiiceLevel 3 LA | No Caleulation .
you need. Level 4 Frice Level 4 LA | No Calculation b

Level 5 Price Level 5 GA | Mo Calculstion 4

. Lewvel B Price Lewvel 6 GA | Mo Calculation 4

YOU. can assign a Level 7 Frice Level 7 GA | Mo Calculation b
particular level to Leveld | Pice Level 8 G | NoCalcustion ;
each customer, so Lewel 9 Price Level 9 LA | No Caleulation »
that the customer Level 10 | Price Level 10 GA | Mo Calculation 3

will automatically
receive items at
that price.

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 win-
dow. Use the options to create your calculation. This calculation will be
applied by default to all inventory items, but can be customized or overwrit-
ten by a non-calculated price, if necessary, for individual items.

Default Price Level Calculation x|

Caloulate Price for: Price Lewvel 1

Frice Calculation

Use |Last Cost

Bound Frice ISpsc\hc Cent j

j and Ilncreass by Percent j

| 5000 3%

|n a3

LCancel | Help I

Select the base price for
the calculation. For Price
Level 1, you can select
Last Cost only. For other
price levels, you can also
select Price Level 1 as the
basis.

Select how you want to adjust
the price and what to adjust it by.
If you want to have Peachtree
automatically round the price,
select the basis for 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
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Chapter 7 Setting Up Inventory

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.

If you base your item prices on Last Cost, Peachtree will not update the
price of an item automartically if the Last Cost should change. You must
either use the Multiple Price Levels window in Maintain Inventory and click
Recalc, or you must use the Maintain Prices routine. For instance, if the Last
Cost of an item was $10 and your sales price is calculated as Last Cost*1.5,
the sales price will be $15. If you purchase the item at $20, making the Last
Cost $20, your sales price will remain $15 until you click Recalc in the Mul-
tiple Price Levels window in Maintain Inventory or until you use Maintain
Prices (for more information on Maintain Prices, see page 134) to update
the prices of items.

If you want more information:

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

Look up “price level, default calculations.”
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Item Maintenance
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.

& Maintain Inventory Items =] E3
i GoTo Window Help

@ o 8 =m0 E. b
Close Lt Sove Dole Dhwged New  Delsl VEIE Repors _ Aftach

ltem ID: [AVRY-10110 EME I~ Inac

Setting up inventory item

B r sz information helps streamline
[ Ty Er—— T the process of entering
General || CustomFields | History | siloivsteias || inventory transactions and
D':;,;::n = Thies-Section pole that will place the bird house 12 t. abave ground ) pOpUlateS inVentOry repOrtS.
e v T oA For instance. . .
L R = -
Last Unit Cost: [15.55 GL Cost oMgales Acct: [50000-44
L T — | fem T [ el — [l -
e mame~_ wd The Description for Sales will
15.00000 1 . .
Pattunbec[ ] o s automatically be entered in
lemTope: [SOPPLY =] R I .
e E—— 000000 the Description field on
referned Y endor ID: | DE.
e — T e Quotes, Sales Orders, and
“weight : .
j— Sales Invoices.
Sales Inventory Reports
= T
W e e
Adjustments Tiabis it “.E "
N T I
elriivse b
e m
] s e e w
otatsse” n
o "
Purchases T IR
e "
W
"
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Chapter 7 Setting Up Inventory

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 custom-
ers and charge them for. You can enter price levels for these services so that
Peachtree will automatically call up the 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 war-
ranty 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

tem ID: [8¥RY-10110 =] (@] [#] [~ Inactive
|

Description: ‘Elrd House-Pole 14 Ft [~ Subject to Commission

ltern Clags: | Stock item 'l Set defaults

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 commission
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 com-

missions for your sales people.

If you want more information:

In the Help index, look up “Maintain Inventory Items, overview."

Look up “setting up, inventory items.”
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General

Item Maintenance

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 version of Peachtree you are using,.

Enter extended descriptions for sales and
purchases here. This information will appear in
the Description field for transactions.

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.

Descrlpnnr\ ThreeSection pale thalwil place the bird house 12 ft. above giound
[forsaes =]
Fiice Level 1:[43.33 [*] GL Sales Acct [#0000-47 T Sales - Aviary
GL Invertory Acct: [12000-00 O] Inventory
Last Uit Cost: [13.95 GL Cost of Sales Acct [500D0-2Y 0] Product Cost - Aviary
e
UPC / 5KU |:| Qty pHand Qty Available: Minimum Stock:
T 500000 15.00000
Oty on SOsfProposals Oty on PO Reorder Quantily
ftem Type: [SUPPLY =l 0.00000 0.00000
Location: [4ISLE 1 -
Stosking UM: [Fa fered Yendor (D: [DEJULIA
ocking ac) - 2
@
N L —
Beginning Balances: El

Enter various data for each

item here.

To make sure automatic
purchase order creation works
properly, complete these three

Custom Fields

fields.

Here you can enter information for the field labels you created in Inven-
tory 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. This tab
is not available in Peachtree
First Accounting.

History

Perind History | #Units Sold | Sales (§] # Units Riec'd Costs ($] ‘
Mar 31,2007 300 |y 32.00 212420 ﬂ
Feb 28, 2007 17.00 220983

Jan 31, 2007 2800|947 20000(  11,180.00
Dec 31, 2006

Nor 30, 2008

Oct 31, 2006

Sep 30, 2006
Aug 31, 2008
Jul 31, 2006 ~|
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Chapter 7 Setting Up Inventory

Bill of Materials

When you select an Item Class of Assembly (or Serialized Assembly if you
are using Peachtree Premium), 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 Waterials '
Item D Deszcription Quantity Needed |
AVRY-10110 Bird House-Pale 14 Ft 1.00 ~ Add |
AYRY-10120 Bird Houze-Red 12-Faom Unit 1.00
i I Femove

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 or, if you are using Manufac-
turing or Distribution, you can use Work Tickets. (see “Build/Unbuild

Assemblies” on page 257 or “Entering Work Tickets (Manufacturing and
Distribution only)” on page 260).

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,

N/ you must assign a new Item ID to the assembly and save it, effec-

tively creating a new inventory item.

If you want more information:

In the Help index, look up “Maintain Inventory Items, General tab.”

Look up “assemblies, bill of materials.”
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Item Attributes

You can use this tab when the item is a Master Stock Item. This tab is avail-
able only for Peachtree Complete and Peachtree Premium Accounting.

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.

v

Prirnary Attribu!es— Secondary Attributes
Name Name
D Description D Description
[ Add [ Add
- [ 3 |
WHTE -'Wwhite
- -
Created Substock Items:

Item 1D Height Calor Gty on Hand Inactive ‘
AVRY-10200-21-GRM 2 feet high Green O =
AVRY-10200-2R0 2 feet high Red —
AVRY-T0200-2tWHTE | 2 feet high “wihite: —_
AVRY-10200-4f-GRM 4 feet high Green _
AVRY-10200-4fR0 4 feet high Red O -

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.

Serial Numbers

Serialized inventory, a feature of Peachtree Premium Accounting, 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.
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Serial Numbets
- Find View [ =]
Erter the ssfisl number b finck
Serial Number [ Status [ wanany
| Find | 17635251 Fletumed [
17BEZ7-LM Sold Active
1 7B Awsilabls N
- Wharranty Petiod: ——————————————— | 4753500 M Awailabls N
¥ This ltem is cavered under a warranty. 17EEALM Awsilabls N,
Wananty expires 1 [[Vears ] fiom sale

When you purchase or sell a serialized item, you must specify a serial num-
ber for every item that is received or sold. Here is an example of selling a
serialized item:

E
L

Aft.er.you ?nt?r the Ssility Tyme a sefial rumber of sehect from the lst
serialized line item on the [ |
sales invoice and specify Select [ SerialNumber 7| Status

. . a 1763528LM Avalable
the quantity, click the [m] 1763529LM Awailsble

o 1763830LM Avalable

Serial No. button in the
toolbar. The Serial

Number Selection /
window opens.

Check the boxes of the
o serial numbers you are
selling. Peachtree will
require you to check the
same number of items as
are indicated on the line ok 0K/ Nest o] Heb
item. Click OK.

If you want more information:

In the Help index, look up “master stock item, setting up.”

Selestedt: Serial Number O of 2 for EQLW-14210

Look up “serialized inventory, entering serial numbers.”
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Inventory Beginning Balances

Inventory Beginning Balances

en you first set up Peachtree, you will want to enter the quantities o
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

= Click the Beginning Balances button on the Maintain Inventory Items
window; then, follow the steps below.

Click the item that you want to Enter the Quantity and
a enter quantity and cost for. Unit Cost for the item. This
is the quantity on hand as of
the day you start using
Peachtree. Peachtree will
display the Total Cost.

Inventory Beginning Balances x|

& = e &3
EQEI Ok F‘}d Nﬁ Serialtlo "r?fl;

Huantity ’umt Cost Total Cost
| 10.00 | 2000 | 200.00

Diescription

Guantity Unit Cost  Total Cost

Ein
VF!Y 1 EII]EI] LG HTL Prefabricated Eudhn S

. - 0.00 0.00 0.00
A0AY-10050-5M-C5 L Prefabricated Birdhouse 0.0 000 noo
£4RY-100590-5M-EFL Prefabricated Birdhouse 0.00 0.00 0.00
A4AY-10050-5M-HTL Prefabricated Birdhouse 0.00 0.00 0.00
&A1 0050-5M-FF Prefabricated Birdhouse 0.0 000 noo
AWRY-10100 Bird Housze Kit 0.00 0.00 0.00 LI

Beginning Balances: 18.598.19

|
Repeat steps 1 and 2 for each Click OK to save the data.
9 item. o The Total Beginning Balances
should equal the total
amount of all inventory
accounts.

Unlike customer and vendor beginning balances, inventory beginning bal-

ances should be entered before buying or selling stock to ensure accurate
costing.
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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 (Peachtree Complete and Premium only). This
method is more convenient if you are changing prices on a range of inven-
tory 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 dif-
ferent price levels per item (In Peachtree First and Peachtree Pro Account-
ing, you have five price levels).

Use item price levels to set different prices for the same item for different cir-
cumstances (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 win-
dow.
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Select from a wide
variety of criteria to filter
the items whose prices
you will update.

Set Up and Maintain Price Levels

Maintain Item Prices - Filter Selection 5‘
Select tems far price adustment, then click. K.
Fiter Type From To Fora|
Item Class Equalto 2l
Item D Al ﬂl
Item Type i Help
Freferred Vendor al
Location ol
Item Ta Type Al
Active/Inastive Equalto bctive
G/L Sales Account Al
Item Cost Al

= Make your filter selections and click OK. The Item Prices window
appears. Examine the list and make changes, then click OK to change

prices.

Select all the price
levels you want to
recalculate.

Select a method of

adjustment.

You can adjust using A
each level's current

calculation, set in
Default Information.

[Maint:
Ciose : sabet %t o g&éu Al i
Click the: Fiecalt” butlon to ereate new item piices, then cick Save’ o adiust selected tem prices
Select which levels ta adiust Select method of adiustment
% Levels cuntert caloulation, and new cost information
€ Levels defaul caloulation
€ Calculation selected below:
Use [NoCalcultion =] and [ |
Fiound New Valus to 5
/
ten  WlestCost | NewPrics | MNewPrice | NewPice | NewPrice | MNewPrce |Select]
Description/” Piice Level 1 | PriceLevel2 | Piceleveld | PricsLevel4 | Price Level5 |
anmin- o 0m 0m 0m 0m 0m um| GF il
wazmnﬁgmdmmuative [} [} [} [} 0
%v foosn | [ EE] EE] EE] EE] 938 | oA
Prefabricaled Bichouse 599 6393 EE] CE] EES
AVAY-1D0S0L G 1725 EE] EE] EE] 1095 1195 | oA
Prefabricaled Bichouse 79 EE] 939 L]
AVAY-TD0S0LGE] 1725 EE] EE] 939 1095 Cl=a
Frefabricated Bichouse Lk CE] 939 E] 11959 -
JE1 ] D

Oryou cansetup a
new calculation,
using the current
price or last cost, and
increasing or
decreasing this by a
percentage or dollar
amount.

If you want more information:

Clear the Select checkbox for
those items you don‘t want to

recalculate prices for.

In the Help index, look up “item price, changing.”
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Set Up Quantity Discounts (Manufacturing and Dis-
tribution only)

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 pur-
chased, 10% if 50 or more widgets are purchased, 20% if 100 or more wid-
gets are purchased (and so forth), until you've created up to five ranges of
discounts.

To open the Maintain Quantity Discounts window, do the following:

= From the Maintain menu, select Quantity Discounts.

136



Set Up Quantity Discounts (Manufacturing and Distribution only)

Enter an ID and a {®" Maintain Quantity Discounts =13l x|

File Edit GoTo Window Help

descrlptlon for the % & © ¥ O o
Quantlty DISCOUﬂt se  Save  Delete Changell  New Al Al Help
Uy Discourt ==
Desziptr: I Inaciive

General

Calculation Method: | Discount Percentage 52
Founding Method: |No Rounding |

From the Calculation
Method drop-down list,
choose whether you'd
like to take a percentage
or an amount off the unit

Quantities and Discounts Price Levels
price. If desired, select a Mirirmum Qty far Discaurt | _Discount Percent LevelName Selecled

. Clear 100.00 1.000 Fietail oA

Rou nd 1 ng Meth Od N Clear 200.00 15600 Distribution —_

Clear 300.00 2.000 Partners =

Enter the minimum || (S8R ] [ =

quantity a customer must
order in order to receive / You can also specify
the dlscounﬁ, adnd then which price levels
enter the discount you'd like to apply

percentage (or amount)
in the corresponding
field.

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 Quan-
tity Discount and apply it to whichever inventory items you choose. Quan-
tity 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.

= From the Maintain Inventory Items window, select the inventory item to
which you'd like to apply a Quantity Discount, enter or select the appro-
priate 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. Peachtree calculates the discount automatically when
you enter a transaction that meets the Quantity Discount criteria.
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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 calcu-
lated.

If you want more information:

| In the Help index, look up “discount, quantity, maintaining.” ‘

Q Quantity Discounts are calculated separately for each line of a

Note

Buying and Selling inventory in Bulk or Multi-Packs
(Manufacturing and Distribution only)

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/measure based on the stocking
unit, you can purchase and sell the multi-pack unit and the single units con-
tained 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 Inven-
tory Items. Check to make sure the Enable Multi-Packs and buying and
selling in different units/measures option is selected.
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Buying and Selling inventory in Bulk or Multi-Packs

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.

The Maintain Units/Measures window allows you to set up new units/mea-
sures (U/M), other than the Stocking U/M, for purchasing or selling inven-
tory 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 =10l |
Enter a U/M ID and Fle Edt GoTo Window Help
e i G ?
Description. For S H Kb 2
example, you might TR El=
enter BX-010 for a Description I Inasiive

box that contains ten e )
. General
items.
Number of Stocking Linits:

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 spe-
cific. For example if you sell various size boxes of items, like a box that con-
tains 10 items, you might create 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 inventory 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
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inventory item: one for sales and one for purchases. 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 win-
dow. 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.

Item Multi-Packs x|

Lok
L7 2

You can change the Stocking U/M
Stocking UM I Purchsss and sel in difsrsnt quaniites

here. The Stocking U/M is the "

. e -
smallest unit of this item that you e — T
bUy or sell. UM BX-200 contsins 200 Eachls)

el
Set up a sales multi-pack for this vPCsCE

item by selecting a new Unit/ W Ui e et
Measure. This will allow you select Saes Mt |
the multi-pack on Task vvindow_e,“ T e R [T
You can also enter a weight and B T )
UPC/SCC code, if necessary. 21

UPC/SCC: [10131205432102

I~ Use s default for all sales

|

Select this option to buy o‘r sell this item
in different units/measures than the
Stocking U/M. It also makes the
Purchasing and Sales Multi-Pack options
available for selection.

The selections that you make in the Item Multi-Packs window are
only saved 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
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Buying and Selling inventory in Bulk or Multi-Packs

windows: Quotes, Sales Orders, Proposals, Sales/Invoicing, Receipts, Credit
Memos, Purchase Orders, and Purchase/Receive Inventory.

You can now
select one of
three units/
measures set up
for this item:
stocking U/M,
purchasing U/M,
or sales U/M.

Apply to Sales Order: 0,00 | apply to sales: 9.99
Quantity Item um Description UritPrice  Tax_ Amounk Job
1.00 | EQFF-13120 [E#-020 s ]-Gro Al-purpase Plastic spravervister | 299 1 9.99

[Each
5200

et

Stocking Ut |

Eox of 200

[3]#pply Ticksts{Expenses

Other Applied Credits
Amount Paid at Sale

sales Tax:
Freight
000

0.00

0.00

0.00

9,99 Invoice Total

.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.

If you want more information:

Look up “setting up, multi-packs.”

In the Help index, look up “setting up, units/measures.”
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& Setting Up Payroll &

Peachtree First Accounting tracks basic information about your employees,
but it does not calculate payroll amounts.

Peachtree automates

your payroll process.
Once your employee
defaults, employee
records, and tax for-
mulas are set up,

Employee Record

Earnings N
Deductions[ |

Contributions
Taxes

Peachtree automati-

cally computes the

paycheck. Then, you
can print a batch of
checks for all
employees or print a
single paycheck, if
you like.

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.

™

~
>

i .'\5";{

Choice 1: Peachtree Managed Payroll or In-House Payroll?

Peachtree Managed Payroll: Let Peachtree professionals handle your payroll
needs. Peachtree Managed Payroll 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 the latest
information about this and other payroll options.
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What Are My 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 Simple Payroll: Sign up for Peachtree Simple Payroll today
and ensure that your Peachtree software stays up-to-date, and your busi-
ness is protected. Peachtree will send you the necessary updates to make
sure you are in compliance with ever-changing tax rates and regulations.
Also included in your subscription to the tax service are updated signa-
ture-ready payroll tax forms. For more information about what is
included in this subscription, go to http://www.peachtree.com/taxser-
vice/simple payroll.cfm.

Peachtree Select Payroll: Adds the convenience of electronic filing to
Peachtree Simple Payroll.

Set Up Your Own Tax Fields and Formulas: This option allows you to
manually enter tax amounts or deductions when entering payroll checks
or to manually enter tax 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.

If you choose to manually maintain your taxes and formulas, 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 documents provided by your state department of labor.

% You can have an accountant provide you with updated tax changes
throughout the year.
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Choice 2: Direct Deposit?

Another initial payroll decision is whether to give your employees the conve-
nience of having 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 Peacht-
ree Direct Deposit—the only direct deposit service that seamlessly integrates
with Peachtree.

If you want more information:

| Go to www.peachtree.com/payroll. ‘
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Overview: Setting Up Your Payroll

Overview: Setting Up Your Payroll

You'll follow these basic steps for setting up your payroll. These steps are dis-
cussed in more detail later in this guide, and even more detail in the
Peachtree Help file.

1 Set up company-wide parameters for taxes and benefits by
answering the questions of the Payroll Setup Wizard.
Peachtree will set up payroll fields and any associated
formulas* for you. (*See Step 4, below).

2 Set up any additional deductions in Employee Defaults.

3 Set up employee records, including
% address and contact information

% withholding amounts

% pay rates

< amounts and percentages for elective benefits, like retirement plans
and Flexible Spending Accounts, and for insurance plans and Health
Savings Accounts (if different from the norm)

4 If you chose not to subscribe to a tax update service, you would need to
set up payroll formulas for your taxes, benefits, and other deductions.

How Payroll Amounts Get Calculated

Peachtree has a very powerful and customizable system for calculating pay-
roll amounts, payroll taxes and deductions, 401K contributions, vacation
accruals, and other payroll-related amounts. This system relies on payroll
fields and formulas.
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What Are Payroll Fields? Define Payroll Ficlds
Payroll ﬁelds are to your Field Name | G/L Account | Cale Tax Mame Amount
employee records (ledgers) what boss =
led K401 230 ]

accounts are to your general led- P y——yrrs = A
ger. All the various payroll taxes Soc_sec | 2300 GA | Ficate
that your company or your \.:
employees pay must be defined

H f ld M Pay o Payroll Check
as payroll fields. Most common PN

payroll deductions, allowances,
and additions (for adjusted gross
amounts) are set up when you

answer the questions in the
Payroll Setup Wizard. Any addi-
tional fields you may need can

be set up in Employee Defaults.

Peachtree uses these fields to compute all the 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 defines how the field is
calculated. You can enter these formulas yourself, in User-Maintained
Payroll Formulas. Or, you can subscribe to one of the Peachtree tax services,
and have most of them updated for you (in Peachtree-Maintained Payroll
Formulas) as tax regulations change.

148



Payroll Setup Wizard

IFem "Thesze tables are for the zample data OMLY and should not be uzed for your own

company as the information may be INCORRECT "
AMNSWER = -PRORATE [TABLE [aNMUAL (ADJUSTED_GROSS) -
[EMP_FEDERAL_aALLOWANCES * 2350))) - EMP_FEDERAL_EXTRA

For examples of how to set up formulas and tables, open the sample com-
pany Bellwether Garden Supply. From the File menu, select Payroll Formu-
las, then User-Maintained. Select a tax that resembles what you are trying to
set up and note the formula and (if applicable) the tax brackets in the exam-
ple. These formulas and tables are only examples; you should verify their accu-
racy by checking the latest calculation rules from the IRS (www.irs.gov) or
your state or local tax agency, 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 fea-
tures of Peachtree. You should carefully evaluate this decision, perhaps in

consultation with your accountant.

If you want more information:

In the Help index, look up “payroll fields.”

Look up “tax table formula.”

Payroll Setup Wizard

Most basic payroll information and standard payroll fields are set up for you
when you fill in the information in the Payroll Setup wizard.

= From the Maintain menu, select Payroll, and then choose Payroll
Setup Wizard.

Once you have completed the wizard, you can still edit payroll
information there. But the name of the wizard changes to
Payroll Settings Wizard.

Note

Your first choice is between Peachtree’s full-service payroll, one of our tax
update services, or setting up and processing payroll yourself. See the previ-
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ous section, or click on the links on the Payroll Setup Wizard to learn more
about these choices.

Company Information
Once you’ve made your choices about how you plan to implement your
payroll, you arrive at the Company Information window.

P Il Setup Wizard x|

2 Payroll Setup Wizard

> Home Company Information

» Payroll Options
Companty name: QB

» Company Information
Federal Employer ID:
Fay Types
v tate Employer 1D
Benefits * State: -
State Unemployment 10 wihat s this?
Taxes
State Unemployment Rate: [ 0.00000 % What is this?

Setup Complete

This state will default when
Do yau want o record emslyee medls and o NC e @ w0y YOU are setting up
employees, but you can
change it if necessary.

Enter the unemployment
percentage the state

@ree el | stz | < gOVErnment requires your
company to pay. This is used
to create the calculation for
SUI (State Unemployment
Insurance) employer taxes.

On this screen, you enter basic information about your company. Based on
this information, Peachtree will begin setting up payroll fields and formulas.
For example, based on the State you enter, we'll set up payroll fields for cal-
culating your state unemployment and income tax. The rate you enter will
be used in the payroll formula for your state unemployment insurance

(SUI).
If applicable to your state, other state tax rate fields may display.

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 general ledger.
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= To go on to the next window in the wizard, click the Next button at the
bottom of the window.

If you want more information:

In the Help index, look up “payroll tax tables, overview.”

Look up “payroll tax tables, Peachtree-maintained.”

Look up “payroll tax tables, user-maintained.”

Pay Types

You can set up a maximum of 20 different pay level types for hourly pay
types and 20 for salary types. This means you can track overtime, bonuses,
or any other special types of pay.

The accounts you

Pay Types select here are
Enter the pay kypes (types of compensation offered to employees) and GL accounts you want to usua”y a wage or
use ta pay both hourly and salaried employees.

salary expense

G Wou can change the names and GL accounts of the pay types already listed below, You can

alsa change the GL account for individual employees later, account. They WI ”
be debited
Hourly !

Pay Type GL Account Number - (lnCreaSed) when
Regular 77500-00 - Wages Expense you post payro| |
Qvertime 77500-00 - Wages Expense
Special 77500-00 - Wages Expense .

Rate = As with much of
the default
salary information you're

Pay Type GL Account Mumber S Setting Up in the
Salary F7S00-00 - Wages Expense . d
Bonus 75100-00 - Salaries Bonus Expense wizar ! yOU can
Commission | 75200-00 - Salaries Commission Expense change the
Sl - account numbers

for individual

employees if

necessary.
Benefits

You can set up many different types of benefits in the Payroll Setup Wizard,
including:

% vacation and sick time
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< employee insurance, including medical, dental, vision, and long- and
short-term disability insurance

% retirement plans, including SIMPLE, 401 (k), IRA, Roth 401 (k) and
IRA, and 403(b)

% flexible spending accounts, including Medical Care, Dependent Care,
Health Savings Accounts, and Adoption Assistance

For each benefit, the wizard walks you through the process of setting up the
standard parameters for the benefit for your company. Your answers help
Peachtree create both the payroll fields (including company and employee
contributions) and payroll formulas.
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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 carn a specified number of hours each payroll period that
accrues throughout the year.

When employees go on vacation or are sick, the used hours are recorded on
their paychecks and are subtracted from their total hours allowed or earned.
The remaining hours are tracked throughout the payroll year.

You can use a custom
payroll formula to track
‘Yacation setkings are based on: the total and remaining

@ The answers to the questions below hOUrS Of VaCatiOn, or
just answer the

¥acation Current Formulas

My own formula

Employess are given | 80.00 vacation haurs per year. questions and let
opkalems i) Peachtree create

@& This amount can be changed later for individual employees.

formulas for you.
Employees receive these hours:
£ At the beginning of the calendar year Here, you're setting up
€ Accrusd over ach pay period the standard or most
common vacation rules.

Doss ths remaining time carry over to the next year?

 ves You can tweak this
& o information for
The maximum number of vacation haurs an emplayee can have at any time is: l— individual employees'
{Leave blank i na mairaum) on the Vacation/Sick
Time tab of Maintain
Employees.

If you want more information:

Look up “vacation time, tracking setup.”

Look up “sick time, tracking setup.”

153



Chapter 8 Setting Up Payroll

Insurance Plans: Medical

All insurance plans are set up similarly. We’'ll look at an example of setting
up a typical medical plan.

First, you answer the questions about who contributes to the plan. If both

the company and employee contribute, Peachtree will set up a payroll field
for each.

Some insurance plans must be given a name; this name is used on employee
screens and on reports. It must start with a letter, have at least 2 characters,
and cannot have spaces or special characters like asterisks.

. . Insurance Plans —Medical — Medical
Contributions can

be based on a
specific amount or

on a custom (user— & dallar amount per paycheck: § I 0.00

maintained) 0 My own formula: I vl Create a new formula
formula you create
to calculate the
amount.

Employee contributions are based on:

Do you want the employee contribution amount to display on the W-2 Form?
 Yes
@& No

Next, you can change whether contributions are taxable or not for this plan.
Peachtree selects the taxes that are usually affected for the benefit. Normally
you would not need to change these settings. However, for local or other
special, non-supported taxes, you may need to change them. You should
check with your taxing authority.
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Retirement Plans: 401(k)
While all retirement plans are set up similarly in the Payroll Setup Wizard,
we'll look specifically at setting up a 401(k) plan.

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 com-
panies, 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 contribu-
tions.

The ||ab|||ty account Retirement Plans — 401({k) Current Formulas
is usually a 401(k)

deductions payable
account. i~ A percentage of employee's contributions I 000 % up tol 0.00 %
" A dollar amount per paycheck. § 0.00 [Leave blank if no mazimum)

My own Farmula: ¥ Create & new formula

* an advanced farmula

Company conkributions are based on:

Contribution Farmula

Company contributes  [100.0 % of the emplovee contribution up ta I 4.00 % of gross wages,

The expense then [50.00 2% of the employee contribution over 4,00% of gross wages,
account iS USUa” a The maximurn comparry match is 600 % of the employvee's gross wages.
y

benefit, pension, or
profit-sharing plan
expense account.

Employee contributions are based on:

s A percentage of wages

i~ My own Formula: b Create a new formula

If your company contributes to the plan, you can enter a percentage or dol-
lar amount for that contribution. Enter each percentage as a positive num-

ber. (Enter 4.0—not 0.04—for 4%.) You can also use a custom formula to
calculate the contribution, or use an advanced formula.

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 con-
tributes 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%.
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General Ledger Accounts
You can change the general ledger account that tracks employee contribu-
tions for each deduction you set up. This is usually a liability account—a

payable to the benefit provider. You can even add a new account that is spe-
cific to a deduction; it just depends on the level of detail you need in reports.

You don't need to set up

Benefit GL Account Number

Employee GL accounts if  [medical b3350-010]

the deduction is pald for Dental 23350-00 - Health Insurance Payable
4016k} 23300-00 - 401 K Deductions Payable

by the company. The
employee contributions
screen can be blank if there
is no employee-paid por-
tion of the tax or benefit.

Setting Up Taxes

Here, you set the default or standard general ledger accounts for most pay-
roll tax liabilities and expenses. You can also set up any applicable local taxes
that you or your employees are responsible for.

These are the
most common
accounts for Payroll Taxes

taxes; you can Select the default GL accounts you wank bo use to track the amount owed (isbility)
. and the expense amount for payroll taxes,
adjust them for

Taxes

ind IVId uaI Tax liability acct no.: |234DD - Payroll Taxes Payable j What is this?
employees' or Tax expense acck no.: I?ZDDD - Payroll Tax Expense j
when
processing
paychecks. Local Taxes
Do you have any localities For which you collect taxes in the state of AL?
i ves
¥ Ho

Local Taxes: Select Yes if you or your employees are responsible for local
taxes. Then you'll be able to set up a Locality and Rate for these local taxes.
(This field only displays if your company's state has supported local taxes.)
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Assign Tax Fields

When you walk through the Payroll Setup Wizard for the first time, you
don’t see the Assign Tax Fields window. You can only access these windows
after you have completed the wizard. That’s because Peachtree will correctly
assign the tax fields that are set up within the Payroll Setup Wizard.

You would only have to assign tax fields if you a) create a payroll tax outside
of the Payroll Settings wizard, such as a labor tax or union dues; or b) move
your business from one state to another.

Assign Company-Paid Tax Fields 5'

For each company-paid tax field, pick the Payrall Field you want
to use on kax forms and reports. Toleave a field blank, choose None.,

We prOVide two State Tax Field: Payroll Field:
Special fields for unique Federal Unemplovrment (FUTAY: (R BNy e

state taxes you might State Unemployment {SUTA): W
have to add outside the Other State Unemplayment: Im

Payroll Settings wizard.
You would have to State Disability (s01): [Mone 7]
assign any tax fields like State Tralning Tax: m
State Special A: I_

that, in order for them to

display on your tax forms State Sperial B: INone -

(W-2s, 940s, etc.) and
certain payroll reports.

OF I Cancel | Help |
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Setup Complete

Once you click the Finish button on the Setup Complete page, then most of
your payroll fields and formulas will be created for you. You will still have
some setup work to do, though.

Employees You still need to set up information about your
employees, including their contact information, with-
holding, and pay rate. If you set up benefits in the
wizard, you may need to enter the percentages or
amounts each employee pays. This is usually done
on the Withholding Info tab of the Maintain Employ-
ees window.

Other Taxes Some local taxes may not be supported by
Peachtree. You would have to set these up in
Employee Defaults. If there is a calculation required
for these taxes, you would set this up in User-Main-
tained Payroll Formulas.

Payroll Formulas If you elected not to subscribe to either of the
Peachtree tax update services, you will need to
create payroll formulas for your taxes and deduc-
tions. You should review documents from the IRS
and your state and local taxing authorities for the
latest information on tax rates and limits.
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What Specific Payroll Fields Are Set Up Initially?

As you step through the Payroll Setup wizard, Peachtree can set up (depend-
ing on your responses) the fields in the tables below. These fields will show
up on your paychecks, so it’s important to know what they are for.

Naming Conventions

State and local tax table names are set up with wildcard characters. This
means that asterisks (**) 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/Locality column of the Withholding Infor-
mation 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.

Employer payroll fields and formulas have an C appended to them to desig-
nate company-paid taxes. (If you set up payroll in a previous release of
Peachtree, prior to version 2009, these fields will have an ER instead of a C
appended.)

Peachtree sets up employee-paid state disability insurance, state unemploy-
ment tax, and state training tax payroll fields if your state requires them.

If you want more information:

In the Help index, look up “Payroll Setup Wizard.”

Look up “payroll fields, setting up.”
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How Default Information is Used

Employee Defaults

= What are the Memo and Run columns?
= Rows that are disabled on this sereen can be edited in Pavroll Settings.

General Compary Fields | ReviewRalings | Emplopment Status
Field Mame | G/L Account | Calc Formula Amount  |Memo | Aun |Adjust
Fed_Income 23400-00 GA | AT o O Bz
Soc_Sec | 2340000 LA | FICAEE [y
Medicars | 2340000 | GA | MEDICARE =] E1D HEp
State 2360000 | CA | »sIT o e
KA01 2320000 LA | 401K EE [ gy
YAC_Aoci GA | VAT ADD v
WAL_Taken| — GA ||
WAC_Remai G | WAC_REM A O [+
= Do you need to add a new benefit or deduction? Tell me how

Employee defaults (set
up mostly in the Payroll

Setup Wizard) help you

—

Maintain Employees
[ 1 I I I |

Paychecks

160

enter employee
information. They also
define: how paychecks
are calculated, vacation
and sick time policy, and
what displays on reports
and payroll forms.

W-2s
Employggw
Reports
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Setting Up Employee Defaults

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 The Review Ratings and Employment Status tabs are
General tab available for you to set up review ratings and employment
to set up statuses (only available in Peachtree Complete and
employee Peachtree Premium Accounting).
custom field
labels, howy ==t
names di Spl ay General EnployesFields | CompenyFields | BeviewRatings | Employment Status
i i P -
on lists and P——— =

@ Fist name fist (Jobn O Doe)
€ Lastniame fist Doz, John @)

T —
reports, anda | | g

standard 2 [opmne
|0Ca||ty 4. |Emerg. Contact

Which screens are alfected?

EICICRCIE

Localiy

Localiy:

5 [Feventa

% More options are: in Payrol Settings

Use the Company
Fields tab for
employer-paid taxes
(such as state
unemployment) and
any employer-paid
portion of benefits or
deductions.

If you want more information:

In the Help index, look up “defaults, employee.”

Use the Employee Fields tab to
add or edit employee payroll fields
(taxes, benefits, deductions) that
can't be set up in the Payroll
Settings wizard.

Look up “employee defaults, general tab.”

161



Chapter 8 Setting Up Payroll

General Tab
You can set up a default locality (if applicable); choose to sort employees by
last name or first name in lookup lists and reports; and set up employee cus-

tom 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.

Enter your own field Custor Fielde Select the Enabled
labels to keep track of check boxes to allow
specific information. Field Labels E”ab';d/ access to particular
For example, you 1. [positen ¥ custom fields. If the
could enter 2 [Bithday i check box is not
“Birthday” as a field 2 [5pause 3 selected, you will not
label and maintain 4. [Emerg. Contact 4 be able to enter
employee birthday 5 [ReviewDate ¥ custom field data in
records. employee records.

Display Employee Name with: You can select whether to sort employees
alphabetically by first name or last name in lookup lists and on reports. So,
for example, when you're searching for an employee when creating a pay-
check or a W-2 form, the lookup list will be ordered by last name or first
name.

Locality: If your city or county requires a local payroll tax, enter it here. This
field is only required in certain states. If your employees live in different
localities, enter or choose the primary locality for most employees.

If you want more information:

In the Help index, look up “employee defaults, general tab.”

Look up “defaults, employee.”
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Employee Fields

You can set up default employee payroll fields (deductions and additions).
Most of these fields will be set up for you when you complete the Payroll
Settings wizard. But you may need to add or edit some deductions here.
(Note that most benefit fields cannot be edited here; they can only be edited
in Payroll Settings.)

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 General ] Company Fislds ] ‘Review Ratings ] Employment Status
payroll
fields reflect Field Name [ G/L Account [Cale | Formula | Amount [Memo] Fiun [Adiust
) Fed_incomd 2340000 | G| FIT = =] =

deductions, SocSec | 2340000 |G| Ficace =] =] |
additions, Medicars | 2000000 | G | MEDICARE [ ¢+ _beb |
and State 2360000 | G| ST [ =] D

. Kan 2330000 | GA | 401KEE (=] =10
tracking VAC_Acon o | VC_ADD 1 =10
information VAL_Taken = = =1
that appear VAL_Rema 2 | vAC_REM [ =l
on + Do you need 1o add a new benefit or deduction? Tell me how
employee « What are the bemo and Fiun cobimns?

+ Fiaws that are disabled on this scieen an be edied in Payrol Seltinas

paychecks.

Employee payroll fields serve three basic functions:

% Payroll deductions and allowances that combine with the gross to com-
pute net pay

% Memo amounts, such as Vacation/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

If you want more information:

Look up “defaults, employee.”

Look up “employee defaults, Employee fields.”
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However, you can use these fields to hold any amount, dollar or otherwise,
that should be accumulated and updated when you post payroll disburse-
ments. 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 in
defaulss. 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
employee payroll fields. You can enter a new name on any blank line that
describes the employee deduction or addition. 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 formula name to use
to calculate tax amounts. If you subscribe to one of the Peachtree tax ser-
vices, tax names and their formulas/tables are provided. If you don’t sub-
scribe to the tax service, you can enter a formula name here, but you must
set it up in User-Maintained Payroll Formulas before it 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 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 pay-
roll tax year.
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Calculate Adjusted Gross

If you select the Adjust button for a field from either the Employee Fields or
Employer Fields 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 tax-
able 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.

Ml Calculate Adjusted Gross |
Select the Use Disfine acjuster] s o the Medicare payrol fisld
check box next to Wy parol iskds ss “Aefsted (ross” when calculsting their respsclive amounts during paroll sntry. Adusted ross
g is s s hokal o s, piyrol Hiskds sl bislows. P sxsmiple, o sy want ertsin paprol fiskd smoLnts dsdiuctsd or
each payroll field a9 e e T ) el e B s e . e )
that should be Select the Use check box for sach payrollfield to define adiusted grass when caleulsting this payroll fiekd amount during
added together to payrol enty. The Medicare papral icld canct be selected
i Enployes Fisld Names: [ C FisldMamess |
determine mployee Figld Names: | ompany Field Names:
; Use | FieldName | Add |Deduct Use | FieldName | &dd |Deduct
Adjusted Gross = caal |
A | Gress =] | SecSectr | O | GF
for the payroll | Fedncome | O3 | GA 3 | Medcare eR | 3 | G2 Helo |
field you are 1| Sac_See =] 1 | FUTA_ER O| &
calculating T | Medicars =Rl [ 0| &
) ' 1| State [ =] 1 | k401_ER O | o2
1| K401 O | A |52 Unemp.c | I | 3
| VAT poons | T | O [ [ =]
1| VAC Taken (i | () { i
[ | vAC_Remain [ | () 08| 3
3 | SICK_Acciue 0|83 ~ () 08| 3

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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Company 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 a “C" extension indicate company-
paid payroll liabilities and expenses.

Field Hame Liability Expense Calc Formula Adjust
Company or | Soc_Sec ER | 23400-00 72000-00 G | FICAER y |~
employer payroII Medicare_ER | 23400-00 72000-00 LA | MEDICARE »
fields do not FUTA_ER 23400-00 72000-00 LA | FUTAER »
appear on | SULER Z3400-00 72000-00 LA | ~sUIER »
em ployee K401_ER 23300-00 73000-00 LA | 401K ER »
paychecks. They 5t2_Unemp_C| 23400-00 72000-00 LA | 25Ul ER »
are reflected in = 2
[} »
company payroll = =
reports and
employer tax = Do you need to add a new benefit or deduction? Tel me haow
forms. = Rows that are disabled on thiz screen can be edited in Payoll S ettings.

The Company Fields tab is very similar to the Employee Fields tab. How-
ever, there are slight differences. For one, you can only create ten fields on
the Company Fields tab.

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 infor-
mation will become inaccurate. These payroll field names are used in stan-
dard 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 Company payroll fields, you should
use the “_C” 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.
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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.

Calculate (Calc): Selecting this check box allows you to select a formula
name to use to calculate tax amounts. If you subscribe to one of the
Peachtree tax services, tax names and their formulas/tables are provided. If
you don’t subscribe to the tax service, you can enter a formula name here,
but you must set it up in User-Maintained Payroll Formulas before they will
calculate.

Adjust: Identifies how the payroll field should be
calculated in relation to adjusted gross. When & Want to learn more
you select the select the Adjust button, Peachtree || about adjusted gross?

displays the Calculate Adjusted Gross window. Look up "adjust.ed )
gross, calculating” in

the Help index.

Review Ratings tab

For users of Peachtree Complete Accounting and higher, you can create up
to 10 review ratings for your employees. These can be attached to an
employee’s record using the Performance Reviews window.

Employment Status tab

For users of Peachtree Complete Accounting and higher, there is the
Employment Status tab that allows you to create up to 10 statuses for your
employees. These are used on the Additional Information tab in Maintain
Employees.

If you want more information:

In the Help index, look up “employee defaults, employer fields.”

Look up “defaults, employee.”
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How Employee Information is Used

Maintain Employees & Sales Reps [_[O[x
Ele Edt GoTo Window Help

@ Close TNew [TList

Save {§15ave hiew 3 Delote G Changs 1D T Event [BlLog [letters [[E]Reports - [ Attachments @ -

Maintain Employees & Sales Reps

*Empioyee ID: [ACHESTER. 4 4| B| & Employes ™ Inactive

Narie: [manda (¥ [chester Fificnne | =P

{iGeneral | Additional Infa | Pay Info | Withholding Infa | Yacation/Sick Time | Employee Fields | Company Fields |

Address: [4599 west Paces Ferry Road Homephone: [104-555.7447 |
- workphone: [
City, ST, Zpy [Atanta e [aoaza Mobike phone; addphotn

Country:
E-mal: [achester@sample. peachtres com | (5 Social Security Now: [111-22-1337
Email 21 € Type: [aDrimn - Employee Baginning Balances

Custamizabie Fields

1. Position 4. Emerg. Contact
[office Administration [Rick Chester

2. Birthday 5. Review Date
fa0-ul 1-3n-03

3, Spouse

Cuskomize these fields For vour business

Enhance vour paveol with e-filng

940, 941 Employee Reports

W 25 o T M e oA 00k

-

tom: [ T TR
e

Paychecks —
SoaTe M1 el

o0 Soco "

| — o wons n s W b
"
"

2 "
R bl

"

Wi " 0 Vst [
[T 1

o0 L

"
wt " 5 bt e
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oo R ;;:@é W
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]
—

Swoal 3 20000

SeTax 31000
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Maintain Employees

You store critical information about your company employees and sales rep-
resentatives (reps) in the Maintain Employees/Sales Reps window. This
information is used throughout Peachtree, to calculate paychecks and pay-
roll 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 social security number. If you are setting up
your employees from a different system, you can also enter beginning bal-
ances 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.

Customizable Fizlds
1, Position 4, Emerg. Contact ‘

|Cffice: Rick Chester

s —— | In Customizable Fields, you can enter customized
5 spouse employee information with five user-defined fields.
s

You can use custom fields to sort and group
business-specific information in reports and forms.
The actual fields are set up in Employee Default
Information; see page 162.

Additional Info

You can use the Additional Info tab to store a variety of data on each
employee, such as emergency contact, demographic details, and employ-
ment details.

-~ Emergency Contact D hic Information
Mame: [ Bithdete: [ <]
Belsbonship: | Martalstatus: [ v]
prenets [ Genders [ 7]
prerez [ Ethnicorign: [ 7|
 Emplayment Dekalls
wbbe [ Employment status: | v]  Customizestatuses
Jobeoder [ Hredy [May 1, 2003 v |
Diwision; |~ | Terminated: =
Location: |~ Rehired: I~
Department: |~ 1-9 verification status: -
Supervisor: = 19 reverffication date: =1
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Pay Info

On the Pay Info tab, you specify how you pay specific employees. Although
the pay types are set up in Payroll Settings, you set specific rates for the pay
levels that apply to each employee here. The information you enter here
saves you time by appearing automatically when you are entering paycheck
information for the employee. You can still override the GL account, if nec-

essary, at the paycheck level.

If you want more information:

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

Look up “Maintain Employees/Sales Reps."

You have three options on the Pay Info tab 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.
(Available in Peachtree Complete and Peachtree Premium only.)
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Withholding Information

Payroll Figld Mames | Filing Status Allowances | Addl withhalding | StatefLocality | Percentage | CatchUp | FSA Amount |2
Single 1 0.00

State Single: 1 0.00 | GA

Local Mot Required 1] 0,00

Special 1 o 0.00

Special 2 1] non 7_

01| You can only select filing || These fields tell Peachtree which state or ||

“”35:)) statuses which are || local tax table to use when wildcards are |

405 . .

4570y | available for your state or [ used in the tax name, or when localities -
local area. — | use the same tax name. N

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 per-
centage of gross pay that the employee wants to contribute to any retirement
plans you offer. 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.

Vacation/Sick Time

The standard rules for vacation and sick time in your company are set up in
Payroll Settings. The Vacation/Sick Time tab lets you tweak the standard
rules for individual employees, as needed.

General | Pay Infa | withhoking Info  Yacation/Sick Time | Employee Fields | Company Fiekds |

¥acation Settings Vihy are these options disabled? Sick Time Settings Vihy are these options disabled?
v This employee uses the company default settings For vacation. ¥ This employee uses the company default settings For sick time.

This employee gets | 0.00 vacation hours per [year 2 This employes gets [ 0,00 sick howrs per [oaycteck ~

(Example: 8 hours = 1 day) (Esample: & hours = 1 day)

This employee receives these hous: To customize settings for
(O R either vacation or sick time,
just uncheck this box.Then

e L enter any changes.

{Leave blank if no masimure)

€ #ccrued over each paycheck

Current Formulas (for this employes) Current Formulas (for this employes)
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Current Formulas: Click on this link to see the formulas that are being used
for this employee. This link allows you to select a custom (user-maintained)
formula for this employee.

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 com-
pany-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.

General | Pay Info | Withholding Info | Yacation/Sick Time  Employss Fislds | Company Fieids |

Should I edit this information? How do I enter employee contributions?

Gross Payrall Arcount:  77500-00 Wages Expense

FieldName | Use Defauls Account | Calculted | Formula Adiust Amount
I 23400-00 F o [Fm > 0.00

Soc_Sec I 23400-00 F |FicaEE > 0.00
Medicars cd Z3400-00 ¥ |MEDICARE 0.00
State =4 23600-00 F |ssim 0,00 —
= = KEE 0.00
23,00
0.00
0.00
0.00
0.00 |«

|

If the employee requires unique setup for
a payroll field (different from what is set
up in Employee Defaults), clear the Use
Defaults check box and select the
alternate G/L account, formula name, or
payroll field amount.

v e e e e e

Company Fields

On the Company 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 company-wide employer fields estab-
lished in Employee Defaults. Or, you could have employees with special sit-
uations that you want to track with payroll fields. You can enter specific
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information for those employees using this Employer Fields tab of the
Maintain Employees/Sales Reps window.

If you want more information:

In the Help index, look up “employee, 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 enter-
ing your first paycheck.

= From the Maintain menu, select Employees/Sales Reps. In the Main-
tain 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

|
Close  Save

Help

Emploves ID[aCHESTER * #manda . Chester

1

2

3

Dates:

|Mar 28, 2007

Payroll Field

Total |

Gross

1120000

0.00

0.00

0.00

0.00

Fed_Income

-131.86

0.00

0.00

0.00

0.00

1,120 uulﬁi
93196

Soc_Sec

-B3.44

0.00

0.00

0.00

0.00

-B3.44

Medicare

16.24

0.00

0.00

0.00

0.00

-16.24

State

-48.44

0.00

0.00

0.00

0.00

-48.44

o o=

K401

-44.80

0.00

0.00

0.00

0.00

4480 |

Net Check:

i

a0g.22

0.00

0.00

0.a0

0.00

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 prop-
erly. 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 October 30, and you pro-
cess 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.
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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 manually 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.

If you want more information:

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

Look up “Maintain Employees/Sales Reps.”
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Track Employee Raise History (Peachtree Premium)

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 Main-
tain Employees/Sales Reps window, select the Pay Info tab, and then
select the Raise History button.

Raise History x|

- B
2, ¢ B-9

Emplayes ID: ACHESTER Employes Name: Amanda . Chester

Applicable Base Raise Raise New
Raize Date Rate Amount Amount Percentage Amount Notes|
Apr1.2007 |Regular 15.40 200 1299 17.40 [
Apr 1, 2006 |Regular 1400 1.40 1000 15.40 |[%
Mote: This window is for memo purposes only. To make the pay rate effective on adtual payroll
calculations, rate changes must be entered on the Pay Infa tab of the M ginfain Employee /
Sales Reps window,

Select the date of the raise, the pay rate you want
to base the raise upon, and the raise amount or
percentage. Peachtree calculates the new pay rate
and displays it in the New Amount field.

To enter comments,
click the Note button
beside the applicable
row.

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. (T'o 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 Over-
time, 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 in the New
Amount field.
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Track Performance Reviews (Peachtree Complete and above)
You can keep track of performance reviews for your employees. First, you

can create up to 10 Review Ratings (see “Review Ratings tab” on page 167).

Then, when you review your employees’ performance, you can enter review
information and assign ratings using the Performance Reviews window.

= To open this window, select the Pay Info tab and then click Perfor-
mance Reviews.

x
Employes ID: ACHESTER Emplayes name: Amanda W, Chester

Mext review date: [Dec 11, 2008 -

Customize iatings

Dale Rating Fieviewer Noles Attachments
Dec 11,2008 | Meets Expec... |41 L Duke Add
Hela Delete Save

Enter the date, rating, reviewer, and any notes and attachments
you have for this review. Then, click Save.

You can have up to 40 review entries and Peachtree will automatically select

the reviewer if the employee has the Supervisor field completed on the Addi-
tional Info tab in their record.
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& Setting Up Jobs &

Overview

Job Costing is an optional but extremely helpful feature available in Peacht-
ree. 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 information 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 rev-
enues 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.

The Elements of Job Costing

This section provides descriptive information on the elements of job costing.

Job ID

This is the only required element in job costing. A job ID is a unique identi-
fication code for each particular job or project that your company is under-
taking. For example, if you are a construction company involved in
residential and commercial construction projects, you can create job IDs as

follows:
Job/Project Job ID
Office Building COMO001
Apartment Home RES001
Phases

Phases give you the second level of detail in a job. Phases are simply a dis-
tinct part of the job performed. They are all phases that, in various combina-
tions, you may use in all the different jobs that your company does. They do
not need to refer to a time frame and need not be part of every job. Phases
can divide the job into stages:
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This is a job with two phases.
For example, site preparation
and sodding. By dividing ajob in
this manner, you can focus on
total costs related to a phase as
opposed to individual costs
within phases.

Overview

__Site Preparation

f) Phase ID: P1
-

&t \\X

\- ;\%/ HVX v

,fj Sodding
>~ Phase 1D: P2

Job ID 002
Plant Sod

rr}

You do not have to divide your jobs into phases. If you do not need that sort
of detail when you track costs for a job, simply use a job, as below.

This is a job with no phases
asociated with it, for example,
cutting shrubs, or parcel
delivery. Setting up jobs like this
just tracks expenses and
revenues at the job level.

Job ID 001
Cutting Shrubs

Before defining phases, you may want to think about the various stages of
different 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.

Cost Codes

If you need to track your job costs in even more detail than phases, you can
use cost codes. If your phases have associated costs that you want to track
separately, you should use cost codes in those phases. Cost codes identify a
specific category/task within a phase.
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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.

__ Site Preparation
) Phase ID: P1

This is a job with more &
than one phase, of S
which one has two <
associated cost codes. ' -
These cost codes are a [

way of tracking the L W
income and expense

solely related to this Job ID 003 = soddin
phase. Forexample, CO1  plant Sod ) g
may be the price of Phase 1D: P2
fertilizer, and C02 may
be the subcontractor’s

pay.

Lawn Maintenance

s Phase ID: P3

Fertilizer
J\}L Cost Code: €01

Subcontractor

Cost Code: €02
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 complet-
ing a job. For example, 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, Beverages, 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
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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.

Cost Types

Cost types are five categories in which you can classify most of your expenses
and revenues 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 pro-
vides you five options in the Cost Types drop-down list box:

% Labor (for work performed by your employees, temporary help, and so

forth)
» Materials (for materials used in any phase of the job)

<

<

» Equipment (for private or rental equipment used to perform the job)

K3

% Subcontractors (for work performed by sub-contract labor)

K3

% Other (for miscellaneous expenses such as permits, training costs, trans-
portation, overheads, 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 sub-
contractor 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:

% set up a job ID for each project you undertake

% optionally divide jobs into phases with cost types if you want to track
expenses or revenues 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
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% identify cost overruns promptly so corrective actions can be taken

% track and review costs of labor, subcontractors, material, equipment and
other miscellaneous costs

% provide historical data to improve your estimating process

How Can You Use Job Costing?
The following describes some strategies for tracking different levels of job
detail.

Note: If you are using Peachtree Pro Accounting, you will only be able to
track jobs at one level.

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 a subcontractor.

= \WVill 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.

= Will 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 integrated 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 accordingly. The following table shows you how:
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Setting Up Job Defaults

If... Then...

You want to see only gross expenses and revenue Use job ID only
for a job.

You want to divide the job into stages and you Use phases with cost
want to group costs collectively under types, but types in your Job
want more than one category.

You want to assess the cost of each item, its type/ Use phases, cost types
group, its time of usage in each stage of your and cost codes
project.

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.

Setting Up Job Defaults

To use job costing, you must first set up some default information that auto-
matically appears in job windows or is automatically used by the system.
Certain items must be set up prior to setting up jobs.

= 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 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 job, on the General tab of the Main-
tain Jobs window, you could enter the appropriate information for that job
in the custom fields.
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In job defaults, check the

Field Labels Enabled
1. |Second Contact W Enabled box for the
2 [Gmtmeswer @ Custom Field Labels you
3 MortpSomies? | < — need; then, enter thg
R — Label name in the field
In Maintain Jobs, you can then enter
information for those labels that is
specific to that customer.
Cushomizable Figlds
1. Second Contact ; 4, Qtrly Mailing?
George Peabody e
2, Lawn Care Srvc? 5. Referral

es IInternet

3. Manthly Service?
Ves Customize these fields for vour business

Since Peachtree reports are customizable, you can add any or all of your cus-
tom fields to many of the job reports that Peachtree offers.

Billing and Retainage (Construction only)

In addition, you can use the Billing and Retainage tab to enter default bill-
ing information, such as Retainage Percent, Accounts Receivable and Pay-
able Retainage accounts, and Billing Method. For detailed steps to setting

up Peachtree to handle retainage, see “Setting Up and Processing Retainage
(Construction only)” on page 194.

Progiess Billing

Select your Billing Method

il ~| Progress Biling is not used in
and. .. Biingbsthod: [Ho Frogress Eiling g g

Peachtiee.

Thiz default iz used when zetting up new Jobs. |t can be changed on each Job,

Retainage

Retainage Percent: (10,00
Beceivable Retainage Account: |11200-00 Retainage Receivables
Select a default retainage Payable Rretainage Account: [22000-00 Retainage Payables
percentage' If any' and The Retainage Percent is used when creating new Jobs. It can be changed on each

i Job and on Tasks. The Accounts are used when creating new Tasks, They can be
accounts Where retai nage changed on the Task screens.

amounts will be applied.
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Billing Methods for Jobs (Construction only)

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 estimated revenues are handled for the Percent of Proposal

billing method

% Ifyou select No Progress Billing, Peachtree will not perform any progress
billings for your jobs.

% Ifyou select Percent of Completion, Peachtree will bill for a job based on
the percent of expenses incurred. The Amount to Bill on a progress bill-
ing invoice will be equal to (Estimated Revenue * Total %) - Previously
Billed. In this case, the Total % will be the value of Actual Expenses/Esti-
mated Expenses.

% If you select Percent of Contract, Peachtree will bill based on a manually
entered percentage for the estimated job revenue. The Amount to Bill on
a progress billing invoice will be equal to (Estimated Revenue * Total %)
- Previously Billed. In this case, the Total % will be the value you enter.

Note: For these two billing methods to work properly in Peachtree, you
must specify a customer and enter Estimated Expenses and Estimated Reve-
nues for your jobs prior to performing a progress billing.

% If you select Percent of Proposal, Peachtree will allow you to bill this job
based on accepted proposals. In addition, on the Estimated Expenses &
Revenue 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 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 Revenues. 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 (Construction only)

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 Apply-
ing Labor Burden (Construction only)” on page 193.
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Labor Burden Percent: |23_UU
Labor Burden Cost of Sales Account: |5U1 00-00 m Labor Burden
Applied Labor Burden Account: I??BUU.UU Applied Labor Burden

Labor burden percent iz uzed when creating new jobs. |t can be changed on each job
and on payroll checks. The accounts can be changed on each paproll check.

Setting Up Jobs

You maintain jobs on the Maintain Jobs window. To open this window

= Select Maintain, Job Costs, Jobs.
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"w Maintain Jobs
Fle Edit GoTo Window Help

@ close Tynew [Slist [save 4

General | Estimated Expenses & Revenus | hites |

Setting Up Jobs

Select to use phases if you want more detailed
costing for your job. Available with Peachtree
Complete and Premium Accounting.

=[0l x|
(7}
Maintain Jobs
|| startpate: [Mar 01,2008+ T Inactive
End Date: IMar 15,2008 -

e £ hew %Delete |4 Change 1D @Reports + [l Atkachments

Supervisar: ITmtter

Job Type: [REMODEL -

For Customer: IAaron
4

Z‘ P Number:

Job Addressy

545 Jones Boulevard

Billing Methody/ [Percent of Completion v

Percent Comple]

+ | 9772 s of: 3i15i08

City, 5T Zigh |Du\uth

Labor Burden Perfent: | 28.00

Retainage Pércent: | 10,00

Job Beginning Balances

|6a [ao0zs

Customizgble Fields
1. Second Contact
[Mary Aaron

2, Site Phone #

3. Work Phane #

F70-555-1155
(F70-555-6045

/ \

/

/ \

Speciﬁ‘y a customer for
the job to link it to Sales
Invoicing. Expenses will
be available for billing
on the Reimbursable
Expenses tab.

General Tab

Use the Jo{y Typefieldto Enter beginn\mg balances
classify your jobs for for jobs by clicking this
reporting purposes. button.

Peachtree will keep track

of the job types you set

up and create a drop-

down list for you.

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.

Estimated Expenses & Revenue 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 compare the two to determine how accurate your orig-
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inal estimate was. This will provide useful information to create future esti-
mates. 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 estimate. 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 auto-
matically 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 Com-
plete 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. Phases
and cost codes are not available in Peachtree Pro Accounting.

-Iix)

Fle Edt GoTo Window Help
@ cClose Tynew [SList [ save gisave anew $Epelete Fchange D @
Maintain Phases

*Phase ID: [03-lursery -l || T mactive
Deseription: [ursery Prep and Gronth
& Maintain Cost Codes o [=] 3]

(" This phase uses the cast typs, [other | D12 B GoTo Window Help .
@ lose TyNew [list [ save i5ave tulew 3L Delete ) Change I (7]

Maintain Cost Codes

*Cost Code D! [010-Labor ] & & I Inactive
Description; [Labor Cost

This cost code uses the cost bype, |Labor =

' This phase uses cost codes.

Once you have created your jobs, phases, and cost codes, you can apply costs
and revenues 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
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task. For instance, in the example below, a purchase has been applied to a

job.

Quartity Item Description GL Account Unit Price Amount Job
1.00 labor costs for ground prep [ 74500 [ oo 200] nd Prep,010HLabof
Rtem Deserption Repairs Expense [F]BEATTY Beatty Bldg Law Mairtenance
{CHAPPLE Chapple Law Offices
[F)0n Design Design and Planring
[0z Pemits \work Permits
(303 Hursery Mursery Prep and Growth
Gio and Culiivation

To select a job, simply click the
folder in the Job field, then select
the job, phase, and cost code.

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.

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 gen-
eral ledger accounts. To enter beginning balances,

1 Select Maintain, Job Costs, Jobs.

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

x
@ Hd & % B2 =2 @
Close  Save  Find Nl—ga Add  Remove  Help
Job Enties for: BEATTY - Bealty Bldg Law Maintenance ] Job Balances ||
Bt D Description Beginning Ealance
SEA Bleatty Bldg Law Maintenance
CHAPPLE Chapple Law Offices E70.E0
HENTOMN Henton Park Landscapes 0.00
MASOM Masan Rose Garden 0.00
MORTON Morton Rock Garden 000
SHARP Sharp Property Landscape 0.00
SPENCER Spencer Plapground 0.00
Total Job Balances: 74650
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The Job Balances tab will show you a list of your jobs and their current bal-
ances.

These balances will be 0.00 if you have not entered any data. Oth-
erwise, you will see current balances.

" You can select a job from the list on the Job Balances tab by click-

ing it. Once the job is selected, click the Job Entries for tab to enter any
beginning balances.

x|
S & %
C@e ﬁe Find Ni’% ;E/:I HeﬁEo\lre mefp Make sure you
enter both
Job Entries for: BEATTY - Beatty Bldg Law Maintenance [t Batonces ) expenses and
Phase D Cast Cads ID Date Expenses Revenss revenues so that
Feb 28, 2003 75.00 your reports will
be accurate.
Total 7500 0.0
Nurber of Entries 1 i

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.

Applying Costs and Revenues to Jobs

Once you have created your jobs, phases, and cost codes, you can apply costs
and revenues 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 following example, a purchase has been applied to a

job.

192



Setting Up and Applying Labor Burden (Construction only)

Quartity Item Description GL Account Unit Price Amount Job
1.00 labor costs for ground prep [ 74500 [ oo 200] nd Prep,010HLabof
Rtem Deserption Repairs Expense [F]BEATTY Beatty Bldg Law Mairtenance

{CHAPPLE Chapple Law Offices
[F)0n Design Design and Planring
[0z Pemits \work Permits
(303 Hursery Mursery Prep and Growth
404-Ground Frep Ground Prep and Culivation

{8 010 Labor

To select a job, simply click the
folder in the Job field, then select
the job, phase, and cost code.

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 (Construc-
tion only)

Labor burden is the cost that a company incurs in the course of performing a
job, in addition 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 perform 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 automati-
cally 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 speci-
fied by you in Job Defaults.

Note: Labor burden cost calculated by Peachtree can only be approximate.

An example is how FICA is applied. Since labor burden is calculated on reg-
ular 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 cor-
rectly to the job.

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
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more information, see “Labor Burden (Construction only)” on page 187)

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 Burden
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 dur-
ing Payroll Entry. As you apply employees” hours to jobs using the Labor
Distribution to Jobs window, 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 Apply-
ing Labor Burden (Construction only)” on page 193.

Setting Up and Processing Retainage (Construction
only)

Retainage is an amount of an invoice that is withheld until a customer is sat-
isfied 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 sat-
isfaction.

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 vendors 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 per-
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centage 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 (Con-
struction only)” on page 186.

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, Peacht-
ree 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 calcu-
lated automatically and displayed on the Withhold Retainage tab for the
sales invoice or credit memo. Retainage for all phases of a job will be
summed on a single line. You can change the percentage 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 207 and “Entering Customer
Credit Memos” on page 222.

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 233 and “Entering Vendor Credit Memos” on page 249.

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.
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< 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. For more informa-

tion on Progress Billing, see “Select for Progress Billing (Construction

only)” on page 224.

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 complete, 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 retain-
age 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 pay-
ments they make to you for those goods and services. Note, however, that
quotes and sales orders are 7ot available in Peachtree First Accounting,

Youenterand printa Your customer orders You create an invoice
new quote to send to the items. You for items shipped to
your customer. convert the quote to the customer and
a sales order, print a send them an invoice.
a e picking slip, and ship 9
the goods.
Sales Order

Invoice

ordered b Puchas 0 o
s

Geoa i

a2
[

1 got my order! '
Thanks again!

" leresyour |
payment. |

{Tham o e e ~"" Payment Received
/”

Illorderitnow. .

You receive a check
from the customer
and enter the receipt
in Peachtree.
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Overview of Customer Transactions

Overview of Customer Transactions

In Peachtree, you can create quotes, sales orders, proposals (Peachtree Pre-
mium only), 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 electronically to your cus-
tomer. No accounting happens. (Not avail-
able in Peachtree First Accounting.)

Sales Orders Create an order that will be filled at a later
time. Sales orders reserve inventory items.
(Not available in Peachtree First Account-

ing.)

Proposals Draft an estimate for services you'll perform.
(Available only in Peachtree Premium
Accounting.)

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 customers 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.

If you want more information:

‘ In the Help index, look up “how do ..., customers” |
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Entering Quotes

Quotes are estimates for goods and services that you provide to your cus-
tomers or potential 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 cus-
tomer.

To enter a quote,

= Select Tasks, Quotes/Sales Orders/Proposals, Quotes; then, follow
the steps below:

Select a customer. If you plan to print the
Peachtree will fill in the quote, leave the quote
header fields with number field blank. You
information from the will assign a number
customer’s record. when you print it.
_ o x|
Fie Edit GoTo | Window Hel
B 8. & = 7 #., B, &
Close r:]e‘]w T z* Frint T E‘g:n_/é\\ D§§te EDLV%']E!! Fow E?e Jnll-.%a\ E%’\l Lﬁnut R [E?ns Fg\p
Customer ID: = Quote
Bill To: McKay Construction Shio To: [ ghip b0 1 ‘v Date: !na, 2007 %
4556 Piedmont Road N
Atlanta, GA 30344 Copy = Good Thru: [ Apr 14, 2007 |72
[ prop ship
[]
Customer PO Ship Via erms Sales Rep
Mone o] 2% 10, Met 30 Dadg [ =]
Quantity Ttem Desmp}\qn Unit Price  Tax Amount Job
1.00 | AvRY-10150 (Gothic Stone Bird Bath - 2 . Ngu;ht 28.5in, Top 21 129.99] 1 129.99
3.00 | NURS-21800 Fed Rose Starter Bush 16.99) 1 50.97
6.00 | LAND-17700 Group Prep and Cultivation Service 28.99| 2 179.94
A
: 12.67 | GAFULTON  [C4
Customer Account as of Mar 1,A007 sales T? o =
Balance: 492,52 —‘ Freight: -
Credit Limit:  50,000,00 Quote Total: 37357
Credit Status: Notify Over Limit
Desiqn vour company Web site witlh ease and integrate it with Peschtree.
9 Enter the quantities and 0 Select Print to save the
items that will be part of quote and print it. If you
this quote. don't want to print the

quote, click Save.
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Entering Sales Orders

When you receive approval for the quote, you can convert it to a sales order,
a sales invoice, or (in Peachtree Premium Accounting) 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.

This opens the Convert Quote window.

Select the type of

transaction you

want to convert

x|

Convert this Quote to & oK |
the quote to. % Saledlrvaoice
Then enter a sales " Saledrice and Print How ﬂl
order, propqsal, ' Sales Order Help |
or sales invoice " Proposal
number, if :

Invoice #: I

necessary.

After you convert the quote, it will still be available for viewing but will not
be editable.

Quotes do not update general ledger account balances. Only
when you convert the quote to an invoice and save the invoice

Note  Will your general ledger be updated.

If you want more information:

In the Help index, look up “quote, overview.”

Look up “converting, quotes.”

Entering Sales Orders

A sales order is a document containing a list of items or services your cus-
tomers want to buy from you. You might think of it as representing an
intent to sell.

To enter a sales order,
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= Select Tasks, Quotes/Sales Orders/Proposals, Sales Orders; then, fol-
low the steps below:

Select a customer. Enter or select a Ship By
Peachtree will fill in the e date. This will help you
header fields with manage the order and the
information from the items needed to fill it.

customer’s record.

#® Sales Orders — ol x|
File Edit GoTo Window | Help
- ) o E ;
g5 [ =< & B. & m i =2, @
Cloze Iew List e Wt T E-mail  Delete Howv Mate  Joumal  Ewvent  Layou! F\eport; Help
Customer ID: [ EVERLY Sales Order [&]
Bill To: Everly Property Management Ship Ta: Ship ko 1 |v v Date:| Br1/07 | o
4553 Pleasant Hil Road Ship By:
Duluth, GA 30092 Copy = ip Bt [E
S0 No.:| 10310
Close 50
| | [ orop Ship
Customer PO Ship Yia Terms Sales Rep
Hone |ﬂ 2% 10, Net 30 Days | ‘[AI
Quankity  Shipped Item Descripkion Unit Price  Tax Amount Job
12,00 12.00 | FERT-16100 Bell-Gro All-Purpose (Orga\c) Fertil 599 1 107,86
.00 5.00 | FERT-16160 EBel-Gro Pot Ash 5 |b, Bag 9.99) 1 79.92
12,00 12,00 SEGR-BxIU Bel-Gro Fine Fescue Seeds - SM B 23.99| 1 287.88
Customer Account as of Feb 1) 2007 — Sales Tax: 28,54 | GAGWINN )]
Balance: 0.00 Freight: 0.00
Credit Limit: 50,000,000 EI o
Credit Status: Mo Credit Limit Sales Qrder Total: 504,22
Maximize your results with help Frm Peachtree experts.
Enter the quantities and 0 Select Print to save the
items that will be part of order and print either as a
this order. 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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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.: <Mone Selected> |+ ]

Item Remaining  Shi

Hecripkion Gl Account Unik Price. Tax Amount

10339 ‘ ‘ | |

N

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
Filter Criteria includes: 1) Includes Drop Shipments; 2) Accepted Proposals only. Report order is by tem ID. Report is prirted in Detail Format

ShipBy HtemID Item Description SOProposalNo.  Otyon Order OtyonHand  OtyonPO's
3MEMT  =Mone= Thornfire subdivision lands  P10005 0.0
31507 =None= Landscaping redesign 10007 0.50
Total 1.30
3807 AVRY-10140 Thistle Bird Seed Mix-6 b 10341 10.00

If you want more information:

In the Help index, look up “sales order, overview.”

Look up “sales order, shipping items from."
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Entering Proposals

Customer Transactions

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. Proposals are available only
in Peachtree Premium Accounting.

To enter a proposal,

w Select Tasks, Quotes/Sales Orders/Proposals, Proposals; then, fol-

low the steps below:

Select a customer.
Peachtree will fill in the
header fields with
information from the

Enter or select a
Complete By date. This
will help you manage the
proposal and the line items

) . .
customer’s record. it contains.
® Proposals N [=] 5]
Fie Edit GoTo Window| Help
= = o > = =
AR = 63 B . p L ®. @
Cse  Mew [ Yeawe Pt " Emal Dclic Fow | Mole Joundl Event Layodt Ridpots  Help
Customer T0: [ARMSTRONS N ] troposal [=
Bill To: Armstrong Landscaping Ship T6: [ 5hip to 1 ‘v Date: [B1/07 Q
2300 Club Drive - Conplete By:
Suits A Copy 2 | [Armstrong Landscaping omplete By: [ Mar 31, 2007_|=]
Horcross, GA 30093 2300 Club Drive Proposal Mo.: [F10005 ]
Suite A Accept Proposal
Horcross [ Ga Ja0093 [ close Proposal
[ orog ship
Customer PO ship tia Terms Sales Rep
Hone [se[netpe =]
Quantity Ttem Descrigtion UkPrice Prev Biled Amt_Tax  Amount Job
1.00 Thornfire subdivision landscaping] 10, q0.00 2,000.00] 1 10,000.00
- Customer Account as of Mar) Sales Tax: 600,00 | GAGWINN | L
Balance:  45,015.04 Freicht: ]
Credit Limit:  50,000.00
Credit Status: No Credit Limit Prposal Total: 10,600.00
Secure remote ocess to vour ket business data, \

Enter the quantities and
items that will be part of
this proposal.
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Entering Sales Invoices

When the proposal has been accepted by

the customer, mark it as accepted by Date:) Mar 15, 2007 E

checking the Accept Proposal box. After complete By:| Mar 15, 2007 E

the proposal has been marked as accepted, ~ Propasal Mo, :| P1000E

you will be able to bill your customer for
the items on the proposal. [1 Close Proposal

[] orop ship

When you are ready to bill for the pro-
posal, select the customer and then select
<Proposals> from the Apply 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 you would like ko bill:

& The remaining percent ko bil of the Proposal (including Freight):

A percentage of the Proposal, % to Bl I

£ Manually enter different percentages or amounts for each line,

OF Cancel | Help |

Select an option and complete the entries. Then, click Print to save and

print the invoice.

If you want more information:

In the Help index, look up “proposal, entering.”

Look up “proposal, billing.”

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 window. You can use this window for a variety of cus-
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tomer billing functions, including filling sales orders and proposals, invoic-

ing customers, and billing and receiving payments.

To enter a sales invoice,

= Select Tasks, Sales Invoicing; then, follow the steps below:

Select a customer. Leave the Invoice # biank if
a Peachtree will fill in the e you intend to print the
header fields with invoice. Peachtree will
information from the automatically assign an
customer record. invoice number during the

printing process.

=]
o uindow Help
& =Y = = prs = = - =
®© & J-HYs-60 X =& D o= 0 &o@ @ @& 8. 0 O
Close  New Lt © Save WFint © Emal Deletz Recur am‘ﬁm‘ Row " SerilMo Mote Jourmal |Event Layout Repors Attach  Help
Customer ID: [WOSLEY D o Invoice
Bil To: Mosley Country Club Ship T0: [ahip to 1 ‘v Date; Whar 15, 2007 |=
1 Hawel Walk =
Dulith, GA 30096 Copy 3 | | Mesley Country Chub Tnvoice No.:
| Howell walk Do s
Duluth [an J300%6
Customer PO Ship ¥ia pDate Terms Sales Rep
[wone [+] [z 10, wet300ays 3 [5PRICHARD  [E4]
‘Apply to Sales Order: 0.00 | appiy to sules: 7,112.09 1
Quantity Item Description UnitPrice Tax  Amourk 30b |
20,00 | NURS-21900 [ Ficus Tree z2 - 25" [ s3] 1 1,119.00 =l
25.00 | NURS-Zz000 [ainko Tree 147~ 167 | 4a.05] 1 1,248.75 o
[2] pply Tickets/Expenses Sales Tag: 526,73 | Gaswin_ [
Freight: 0.00
Customer Account as of Mar 15, 20 Other AppliedXyedits 0.00 7,538,582 Inwoice Total
Balance:  L6,478.13 B i
CredtLinit:  50,000,00 [3] Amounk Paid ot Xle 0.00 7,598.82 Net: Due
Credic Skatus: Notiy Over Limit
Turn time: into money and now link with youPeachtree data.
Enter the quantities and Select Print to save the
items that will be part of invoice and print it.

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 Pro-
posal) tab. For more information, see “Entering Sales Orders” on page 203
and “Entering Proposals” on page 206.
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Entering Sales Invoices

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.

Receive Payment x|
@ ¢ @
Cancel  OK Help
Time of Sale Receipt
Deposit Ticket 10: [2/ze/07 Reference: [ 23423+ Cash Account
Date: Mar 15, 2007 Regular Cheching Acour
Customer T0: MOSLEY Beceint Amount: 7538.72
Name: Mosley Country Club
Duluth, GA 3009 ! check
I Use credit card swige |Process Credg Card

payment information
here, if they paid at the
time of the sale.

Enter your customer’s \

Enter the amount of the payment
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 Invoic-
ing window.

Other Applied Credits 0.00 275.58 Invoice Total

Amount Paid at Sale 275.58 0,00 het 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 win-
dow, 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).
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Chapter 10 Customer Transactions

If you want more information:

In the Help index, look up “invoice, entering sales.”

Look up “invoice, applying customer payments.”

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 330.

= From the Reports & Forms menu, select Forms; then select Invoices
and Packing Slips

Select an invoice form

/ from the list. All invoices in
|=] Invoice A—

this batch will print using
this form.

|=] Invoice Continuous

|=] 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 customer. Broadcast invoicing is available
only in Peachtree Premium Accounting.

210



To broadcast a sales invoice, follow these steps:

1 Select Tasks, Sales/Invoicing.

Entering Sales Invoices

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.

@ Sales/Involcing

Fle Edt GoTo Window belp

~=lolx|

Click the Broadcast button on the Sales/Invoicing screen toolbar.

L 8w & % S S B8 B 8
R s
o EXTETT o] s o0 [
= —— ]
O brop ship
[=1
- sow  sipous o sioenop
[ [rore o] = [>] Y}
et oz o000 et T
Quantity Ttem ujm Description’ Unit Price Tax Amount. Job
P e T P ST e e e T oo
Tl T Tvamore ™ mal e
[Slev TicketsfExpenses Sales Tax 0.00 a
o o
—— T
st ragtsteom e et
T TP

Select the
Broadcast button
to create the

™~invoice that is

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 creating the invoices. Then click OK.

Select Customers for Broadcast Invoicing - Filter Selection |
~Customer Fiters
B ) pctivellnactive: [ctve =]
Chere [ ][ 5] Customer/Eospects [Customers -
~Other Fiters A
F L = [ I Delivey method [Pt andEmal
Type [A0 = SaesheniD: [AI 5]

o

7

Secand Cartact [Al -
Lawn Care Srve? [al -
Morihly Service? [A1 -

by Mailng? [A1

Make any necessary
filter selections and
7 click OK.
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5

In the Selection Grid on the Create Broadcast Invoices screen, select
the customers that you want to use to create the invoices. Some custom-
ers may have messages in the Warning column of the grid. Look care-
fully at these customers before selecting to create 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 selections.

Enter a date for the invoices in the Broadcast Invoice Date field.

Click Create. This will save the invoices without invoice numbers so that
you can print them later.

Select the .Ente.r a date for the
invoices here.

customers that

you want 10\  prerrm—ym—— x|
use to create
. : Broadcast Invoice Date: [Mar 16,2007 =
the invoices.
et a1, hone Rt to fiter sreen
| Custorner 1D | Customer Name | Warring A
CANNON .
I [CuMMINGS Cummings Constiuclon | Hold
V| ALDRED Alred Bulders, Inc.
. ¥ |ARCHER ‘Atcher Scapes and Ponds
Click Create to o [ARMSTRONG | Ameirong Landscaping =
save the [7 | CHAPPLE Chapple Law Dffices.
X . ~ | DasH Dash Business Systems
invoices. You [AEE Everly Property Managemert
. | FRANKLIN Frarklin Botanical Gardens
will be able to © |[FREEMOND | Freemond Douriy Clib
VieW a 7 |FROST Frost Technology Park
. ~agroon Gordan Park & Recreation
summary list % [HENTa__|Herto Ptk parnens

Number of Invoices 5 cleted! Estinated Total of Invoices Selected: $4.648.45

RN = e

and print the
invoices after
saving them.

A message will appear showing the number of invoices that you just cre-
ated and giving you the option to print the invoices and view a sum-
mary 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.

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.
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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 select

other invoices ko print,

e SUMMAry Prink Invoices Close

Entering Sales Invoices

Select View Summary to
view a list of the invoices

you just created. invoices now.

Select Print Invoices if
you want to print the

10 On the Preview and Print Invoices and Packing Slips screen, enter the
first invoice number to use when printing the invoices.

11 Click Print/E-mail to print the invoices.

Preview and Print Inveices and Packing Slips x|
h Prin/E-mail | PinSeup | EmalOptions |
Enter the
. . . =
first invoice Insices to print/e-mail Select All Mane
number to edinvgices 7| thiough [Mar 15, 2007 [5] Customer 1D Customer Name
‘Aldied Buiders, nc.
use when Humber the first invoice: [107 Sucher Scapes and..  03/15/07
it ARMSTRONG Amstrong Landsea... 03/15/07 $7.42
pri nti ng the Us this form: {Inveice = CHAPPLE Chapple Law Offices 0341507 §7.42
invoices Custorize this fam DASH Dash Business Sys...  D3/15/07 $7.42
. EVERLY Everly Property Ma.. | 03/15/07 £7.42
FRANKLIN Franklin Botanical .. 03/15/07 $7.49
I Summarize progress biling invoices by job FREEMOND Freemond Counlry . 03/15/07 $7.42
FROST Frost Technology P...  03/15/07 $7.42
The . GORDON Gordon Park & Rec...  03/15/07 £7.42
e ot HENTON Henton Park Apart..  03/15/07 $7.49
b roa d cast T to : HOLLAND Holland Properties, . 031507 §7.42
. . . KENTON Kenton Golf and T...  03/15/07 $7.49
Tupe: |41 A =
invoices will El NanClioPw | G507 3748
be selected Delivery methad: |Print and s-mai = Mekay Construction  03#15/07 $7.49
. . ¥ Include invaices & packing slips with  drop shipment Mosley Country Club 03/15/07 $7.42
to printin Fierce Propeties, | 03/15/07 $7.42
R RETAIL Retai [Cash] Sales | 03/15/07 £7.00
the gl’ld. ROBERTS Robents Leaming .. 03/15/07 §7.42
ROSE Flose Uriversity 0315407 $7.49 4|
Click Print/E-

Cancel

mailtoprint_ g Fenal || Pinfeen |

Help

the invoices.
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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 print-
ing. 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 original one. It also creates what is called a “zero-dollar receipt,”
Peachtree creates this transaction 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.

3 From the toolbar, select the drop-down arrow next to the Delete

Delete button, and then select the Void button. @
Yoid
4 To delete the invoice, select OK.

VYoid Existing Invoice x

The following invaice will be voided as of:
MNurnber Date Source Amt Custamer Name
Cancel )
10327 har 1, 2007 AR 35390 Dash Business Systems

If you want more information:

In the Help index, look up “printing, sales invoices.”

Look up “printing, forms in batches from Select a Report or Form window.”

Look up “invoice, broadcast.”

Look up, “voiding, sales invoices
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Entering Receipts (Customer Payments)

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 customer refunds. Peachtree lets you
receive multiple methods of payment such as cash, check, and credit card.

INITIAL DECISIONS

Since this is such a versatile window, think first what kind of receipt you're
recording. Is this a cash sale (page 216), or did you issue an invoice? If this is
a prepayment (see page 217), 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,
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= Select Tasks, Receipts; then, follow the steps below:

Select a customer. Enter the Reference and
Peachtree will fill in the e Receipt numbers. Also,
header fields with specify the Payment
information from the Method and the
customer’s record. appropriate Cash Account.

1o x]
File Edt GoTo Window Help

- my o B 3
@ 0 B &.60 X 5. & & @Al @ 0 @
Close  New Ut Save Pl Ewal Delle Row  Suults Detsl lounsl EvefgRcpols Allach  Hel
Receipt
Deposit Ticket 1D: 7071 Reference: | 10123 Cash Account
Receipt Humber: [ 1038 ] || [Regular Checking Account [w]
cusk m ]| arcHER
[eustones o ] Arcren| [ bt [T 2
Archer Geapes and Ponds .
778 Oakland Parkiay Receipt Amount: 23,359.35

Alpharetta, fA 30052

Payment Method: Cash Account Balance:
Uncaleulated §|
[™7 Use credit card swips | Process Credit Card

apply to Invoices: 23,359.35 [ zeely to Revenues: 0.00 | O erepayment
Invaice DateDue  Amount Dug Destription Discount_amount Paid_Fay|
10120 Feb2s, 2007 | 428147 4,261.47 |22
10123 mar 2, 2007 | [ 15,077.88 13, ]
10209 Mar 25, 2007) | 7,374.69 )i =
10329 Apr 3, 2007 98.98 O~|

Order Peachtree compatible Checks and Forms.

Select Save or Print; this Mark the Pay check
will update the boxes for the invoices
customer’s records. the customer is paying.

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 cus-
tomer’s payment as well as record the sale of inventory items and other ser-
vices. Your inventory quantities on hand will be updated when you save the
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Entering Receipts (Customer Payments)

receipt. To enter a cash sale, start with steps 1 and 2 on the previous page,
and then continue below.

On the Apply to Select Save or Print to
Revenues tab, enter the e complete the transaction
quantities, items, and so and update the
forth, for the sale. This can customer’s records. Any
include items that are not stock items sold will be
tracked in inventory. subtracted from inventory.
Apply bo Invoices: 0,00 ' Tnpply to Revenues: 438.65 ] [ Erepayment
Quantity Ttem Description GLAccount  UnitPrice  Tax Amaunt Job
2.00 | AvRy-10100 ssembled Redwoad 12-Reom Bird House on § 40000 129,99 1 259,98 |
Bird House Kit Sales Reqular
3.00 | AWRY-10110 Three-Section pole that wil place the bird hou] 40000 49.99] 1 149,97
Bird House-Pale 14 FE, Sales Reqular Job 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 enter-
ing their name information in the Name fields.
Tip
Entering Prepayments
You can enter a prepayment or customer deposit by using the Apply to Rev-
enue tab. Fill out the header information in the Receipts window, click the
Prepayments check box on the Apply to Revenues tab, and enter the pre-
payment information. Then select Save or Print. This deposit can then be
applied to customer invoices.

If you want more information:

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 informa-
tion 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 cus-
tomer’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 win-
dow, enter the receipt information.

2 Once you've entered the customer information and all the receipt infor-
mation, 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 Pro-

cess Credit Card button. See “Processing Credit Card Sales with a
Card Reader” on page 220

Or
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Entering Receipts (Customer Payments)

% 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.

Credit Card Information x|

@ o
Pk S%e He

A

Cardholder's Name:| | Mancy Arch
Billing Address:| | 778 0akland Parkuay Receipt Amourt: 23,359 35

City, State, Zipi| [Alpharetta ‘GA ‘SUUSZ Credit Card Mumber. ono Clear
Courty] Evgiration Date: [12_ ] # [08_| (MMvY)
Werification Mumber: l:l

E-Commerce Sale: [T

Comment; Authorization Code: I:l

. . Autharize
[T Save this card as this customer's Papment Default

Receipt Date: Mar 15, 2007

If you use the Peachtree Credit Card
Service, the Authorization Code is
entered for you when you click the
Authorize button. Otherwise, enter the
payment authorization code manually.

To turn this transaction
into an automated one
using a card reader, click
the Swipe button.

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 must 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.

If you want more information:

‘ In the Help index, look up “credit card, processing payments”
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4 Enter the credit card expiration date using the month/year (MM/YY) for-
mat. Expiration years (YY) appear as two digits (for example, 08 repre-
sents 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.

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 protec-
tion 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 transac-
tion is authorized. So transactions using a credit card reader are streamlined.
The illustration shows the window filled in with information from a transac-
tion using a card reader. For step-by-step instructions, look up “credit card,
processing payments with card reader” in the Peachtree Help index.

x|
Z 1
Cancel  OK rgp

Carcholder's Name: [Nancy drch Fleceipt Date: Har 15, 2007
Billng Address: 778 Dakland Parkway Riceipt dmount. 23,359,375
i R
Ciy, Stote, Zip: [Blpharetis EMETES Credit Card Humber: 0000 ﬂl
Countiy: Expiraion Date: [12 ] 7 [08 | (i)

Verlication Mumber:

E-Commerce Sale: [
. . Autharize
™ Save this card as this customer's Payment Default
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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,

Select for Deposit

= Select Tasks, Select for Deposit; then, follow the steps below:

Select the Account ID Enterthe date and the
that has received the Deposit Ticket ID.
payments.
Select for Deposit x|
| 4 8 - A (| o
Close  Mew Open  Save Pt © Delebe Al Al Help
v Deposit
A M
fccount I0: [ 10200-00 Regular Checking Account Deposit Ticket Date: [Mar 15, 2007
Deposit Tickst 10: l:l
Date Reeived From Payment Method  Check/Ref No. Amount Deposit
Mar 2, 2007 | Everly Property IManagement AMER CC0003 149.97 (]
Mar 2, 2007 | Kenton Golf and Tennis Canter Check CH3L703 te0.s0| O
Mar 5, 2007 | Holland Properties, Inc. Check CHS000 26.50 (]
Mar 7, 2007 | Chapple Law Cffices Mastercard ccooot g O
Mar 7, 2007 | Cannon Heathdare Center Check CCoo0z 1554 (]
Mar 13, 2007 | Snyder Securities Mastercard 0006 o] O
Total Cash Total Checks Total Other Total Deposit
000 + 000 + 000 = 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.

If you want more information:

In the Help index, look up “select for deposit, entering bank deposits.”

Look up “credit memo, overview.”
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Chapter 10 Customer Transactions

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 Al

ot Deposit boxes or the All (None) button to uncheck
all the Deposit boxes. All (select)
The Select for Deposit window lists all current receipts for the I'ml
general ledger account displayed in the Account ID field. Ini- _———
All (None)

tially 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.

Depending on your selection on the
Pay Methods tab in Customer
Defaults, Peachtree may or may not " In Receipts
automatically generate a Deposit ' In Select for Deposit
Ticket ID. If you selected In Select

Aszzign Deposit Ticket 1Ds:

for Deposit on the Pay Methods

tab, then Peachtree will automatically suggest an ID when you enter Select
for Deposit. Otherwise, Peachtree will suggest an ID when you use the
Receipts window.

Combined deposits streamline the bank statement reconciliation
process in the Account Reconciliation window. It will also make it
much easier to locate receipts 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.

To enter a credit memo and apply it immediately to an invoice,
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Entering Customer Credit Memos

= Select Tasks, Credit Memos; then, follow the steps below:

Select a customer.
Peachtree will fill in the
header fields with
information from the
customer’s record.

Enter the Credit ID
you've assigned to this
credit memo. If you're
going to print the credit,
leave the field blank.

# Credit Memos -0l x|
Eile Edt GoTo Window Help
5 = - 8 K. b Wl 2o H/)| @, o
Closs  MNew LBY Gave Pt ' Emal Delete Retun SeialNo Note Jounal Event | Repois  Help
Customer 10: [ ALORED & 1 Credit MemoEI
il To: Aldred Buiders, Inc.

412 Sever Rd

Dats: | Mar 15, 2007 g.,

Morcross, GA 30092 e

Customer PO

Click Save or Print
to complete the
transaction and
apply the credit.

Credit No.: _234234

TET

SETRED Rieturn Authorization

‘2% 10, Het 30 Days |L| ‘ﬂ
Apply to Invoice No.:  [10125 Joe] | Aoty to Sales: n.00 ]

Item Quantity _ Retumed Description Unit Price_Tax___Amount 10h |
50IL-34120 [ 1o0.00] 1.00 | Topsol ¥Ngag [ 6.99] 1 .93 1=
SOI-34130 | 100.00] | Peat Moss - sphwgnum Compressed; 5.5 cubic 0,99 1 =l

Sales Tax: 0.42 | GAGWINN [
Freight: 0.00
[~Customer Account as of Mar 15, 2007 Other Asglied Receipts 0.00 7.41 Credit Total
Bolance:  5,556.91
Credit Limit:  50,000.00 Credit Applied 741 0.00 Net Credit Dug
Creit Status: Hotify Over Linit

Maximize your results vith help frfm Peachiree experts.

Enter the quantity
returned in the field.
Peachtree will
calculate the amount
of the credit.

Click the drop-down
on the tab and select
the invoice that you
want to apply the
credit to.

If you want more information:

In the Help index, look up “credit memo, entering.”

Look up “credit memo, applying refunds to.”
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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
a to Sales tab. \

[Apply to Sales: 129.99 l
Quantity Ttem Description GL Account Unit Price Tax Armount Job
1,00 | AVRY-10100 Assembled Redwood 12-Room Bird Houss| 40000-aY 129.99| 1 129.99‘
Bird House kit Sales - Aviary Regular Job Description
Sales Tax: 7.60 | GACHER [N
Freight: 0.00
Gther applied Receipts 0.00 137.79 Credit Total
Credit 4pplied ko Invoice 0.00 137,79 Net Credit Due
Enter the quantity and Click Save or Print to
items the customer is complete the
returning. Peachtree transaction. You will be
will calculate the able to apply this credit
amount. 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
ip

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.

[ prepayment

Apply to Invoices: 7,236.90 TApp\y to Rewenues: 0.00 ]

Invaice Date Due Amount Dug Description Discount Amount Paid Pay‘
10209 Mar 25, 2007]  7,374.69 7,374,563 Lﬂﬁj
10329 Apr 3, 2007 59,98 [
10317 Apr 14, 2007| 49.99 1.00,

CC100 Mar 25, 2007| -137.79 ( -137.79 | 64|

Select for Progress Billing (Construction only)

The Select for Progress Billing feature of Peachtree enables you to bill multi-
ple customers and jobs at percentages you determine and to release retainage
on existing invoices. This feature will generate sales invoices for your cus-
tomers and update revenue information for jobs and job reports.
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Select for Progress Billing (Construction only)

The Select for Progress Billing option on the Tasks menu is a two-step

process:

< 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 custom-
ers. 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 Invoic-
ing 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.

Select For Progress Billing - Filter Selection 5'

Asofi [Mar 15, 2007 j
Customer ID: &' i 7 Seleck: D =
Select the range of o, %01 @ Al C sdert: D L“E'I

customers, jobs, and JbType: & al € From: _ e |
job types that you L |
want to bill.

Display infarmation for

[¥ Percent of Contract | Campletion

[ Include jobs billed at 100% or more:

Select the types of ' Percent of Praposal
billing methods that [ Release Retainage
you want to include I Include inactive jobs

in this progress
billing routine.

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 billing according to Customer ID, Job ID, or Job Type.
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Chapter 10 Customer Transactions

Display The second group box lets you fine-tune the items selected for
billing according to a variety of attributes, including billing method, job sta-
tus, 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.

Select Invoices to Create

After you click OK on the filter window, the Select For Progress Billing win-
dow automatically appears. (You can change the filter selection from this
window by clicking the Select button.)

' Select For Progress Billing — (ol =]
Fle Edt GoTo indow Help
= O n >
b -8 O &8 0O @
Close | Save  Select Reliesh Pt © Ewmal Bl Al Al Hel
Invoice Date: [ Mar 15, 2007 || Select for Progress Billing
Percent of Contract / Completion | Fercent of Praposal | Release Retainsae ]
Inw... ¢ | CustomerID | JobID [Phase1n [ costcode... | Bll% | Total%|  Amount | Retainsge % | Retainage Amt*
[m] Aaron Aaron 03-Flooring 040-Floari... .67 104.19 47.21 10,00 472
[m] Aaron Aaron 03-Flooring 100-Floori... 2.9 104,14 340,92 10,00 34.09
[m] Aaron Aaron 04-Painting 050-Painti... 27.05 107.52 B65.64 10,00 56,56
Aaron Aaron 04-Painting 110-Painti.... 16.97 77.94 4,89 10,00 5.49
[m] aron Aaron 05-Carpen... 120-Carpe... 11.27 102,94 139,33 10,00 13.53

In the Invoice
column, click the

check boxes for
A those items you - u

Create one inyoice . inage may be displayed by phase [ cost code; however it wil be invoiced by job.
——— wantto turn into

invoices. Total Invoice Amourk: § 7636
Humber of Invm(as:' 1
~

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 criteria set in the Select For Progress Billing - Filter Selection win-
dow. By default, the Invoice check boxes at the far left are all unchecked,
meaning that invoices will be created 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.
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Select for Progress Billing (Construction only)

% To select 2/l 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 comple-
tion of the checklist. For more information on using the Select Percentage to

Bill window, see “Entering Proposals” on page 206.

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 pur-
poses 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 percentage of the line item that you will bill on this bill-
ing routine. Depending on your billing method and your selections on the
Select Percentage to Bill window, this value will vary. For Percent of Con-
tract and Percent of Proposal, the default is 0.00. For Percentage of Comple-
tion, 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 percentage will be determined by the value in the job record for
the particular job.
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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.

If you want more information:

In the Help index, look up “progress billing, selecting items.”

Look up “progress billing, select invoices to create.”
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Vendor Transactions

Overview of Vendor Tasks
Entering Purchase Orders

Receiving Inventory/Entering
Vendor Bills

Paying Vendor Bills
Printing Vendor Checks

Print Disbursement Checks from Reports

Voiding Vendor Checks

Making and Transmitting Electronic
Payments

Entering Vendor Credit Memos
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& 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. (Not available in
Peachtree First Accounting.)

Purchases/Receive Receive items into inventory as they arrive

Inventory from the vendor, or just create a purchase
invoice.

Payments Use Write Checks to create individual pay-

ments on the fly; use Payments to pay a sin-
gle 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, Elec-
tronic Payments to choose vendors and
invoices to pay; then use Transmit Elec-
tronic Payments to send the transactions to
be processed.

Vendor Credit
Memos

Enter information for returns to and credits
from your vendors.
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Entering Purchase Orders

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 purchase orders or invoices. Or you may
want to skip POs and just enter invoices and payments against those
invoices. Select tasks that help you most in managing and tracking your
accounts payable.

You print and send Your vendor sends you
a purchase order to the items you ordered
your vendor. and an invoice.

o You printa check and 9 You “receive” those
make a payment to items and turn them
your vendor. into a purchase invoice.

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 win-
dow, or if you’re using cash accounting, when you pay the vendor.

231



Chapter 11 Vendor Transactions

If you want more information:

Look up “purchase order, editing.”

In the Help index, look up “purchase order, printing.”

To enter a purchase order

w Select Tasks, Purchase Orders; then, follow the steps below.

The Vendor ID field is a lookup
box. Press (7] in the text box,
and select the vendor from a
list. Or, press (+), and enter a
new vendor record.

If you plan to print the
purchase order, leave the
PO No. field blank. You will
assign a number when you
print the PO.

—Iol x|

@ Purchase Orders

S WH-o2.8 %X B. 8 o & @@ @8 0
Closs  New Lt Weave * Pt ° Emal Delte Row  Adfofil  Mole Joumal Event Lyyout Repoits Help
Purchigse Order [€]3]
Reit To: [a To [ ship o [ o o | ~ Dhez:[mar 15, 2007 [
Southern Garden Wholesale Bellvether Garden Supply Good TN [ Apr 14, 2007 |5
4555 Oakland Park Blvd, 1505 Pavilion Place PO Mo ‘
A O CloseFo
The Ship To address
Norcross G4 [20093-3203 [ orap ship
defaults to your — [

company address.

[marTen T

AIP Account
[ 20000-00 2]

Job

Discount Amourk Terms Ship Via

&40 ‘2% 10, Met 30 Days ‘ None

Q

Amaunk
419,85

Unit Price
139.95

»

Purchase Order Total:

ccourk
00-00

Description
Catalog # LM400600 Riding L]

Ttem
EQLU-14140

Quantity Received
300

Vendor Balance on Mar 15, 2007 ] 48,355.00 419.85

Secure remate access to vour kev business datd,

Enter quantities, items, and
unit prices or dollar amounts.

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 here.

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

Tip  order: 1, 104, 12, 2, 23.
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Receiving Inventory/Entering Vendor Invoices (Entering Bills)

% The Ship To field fills automatically with
default information, but you can change this | © CONCEPTS

if needed to handle drop shipments. For more || Drop Shipment: n a
drop shipment, your

vendor ships the ordered

information, look up “drop shipment” in the

Help index. . .
P item directly to your
< In the Unit Price field, Peachtree will offer a customer. You don't
default unit price—the last posted price for receive the item in your
the item business at all. However,

your vendor will invoice
you for the item; you then
invoice your customer.

Receiving Inventory/Entering Vendor Invoices
(Entering Bills)

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 infor-
mation. On the other hand, if you’ve made a purchase without first creating

a PO, then all you’re doing is creating the invoice, not closing out an origi-
nal PO.

We'll discuss two different processes:

% Receiving inventory against a purchase order (page 234)

% Entering a straight vendor invoice or bill once it arrives from the vendor

(page 236)

If you want more information:

In the Help index, look up “purchase order, printing.”

Look up “purchase order, receiving inventory on.”
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To receive inventory against a PO

= Select Tasks, Purchases/Receive Inventory OR Tasks, Bills, Enter

234

Bills; then, follow the steps below:

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 record.

@ Purchases/Receive Invenitory.

File Edit GoTo Window

If there are open POs for the
vendor, the Apply to
Purchase Order No. tab
appears on top. Use the drop-
down list to select the
appropriate PO number.

=18l x|

E. M P
Ship ” SeiilMo_Hote

m B :
Close New List Delete  Flecur

]
Journal - Event

. . b @
L% Repors Allsch  Help

Wendor 10:

: [ CALDWELL

Vendor Balance an Mar 15, 2007 [3] 21,304.10

Purchase
Rermit To: Caldwell Tools Compary Ship To: [Sr o 1 ) Date: [ Mar 15, 2007 =]
2356 Stewe Reynolds Place: -
Horcross, GA 30083 USh, Belluether Garden Supplf ro/oice o [ f35345
1505 Paviion Place
— [ waiting on Bill
Enter the quantities W/ [ [
of items received. UsA
SO ST, stome Invaice Mo, Terms ship ia AP A[munl
[ \ | [z 10, et 30y '3 T Hone [+ ]fz0000-00
7
Apply to Purchase Order Nn w] | Aol to Purchases; 0.00 ]

Item Remaining ived Description GL Account  Unit Price Am4ur\t Job
TOOL35260 | 10.00]  \ 6.00 Catalog #W570020: Scoop Shovel [1zo0000 | 11.05] | 7170
ToOLa5440 | 6.00 | [ Catalog #ws54550; Franghos Weeder | 1200000 | 7.95] [ [

Other Payments and Credits: 0.00 71,70 Tnvoce Total
Amourt P

sid t Purchase:

71,70 Net Due

Secure remote sccess to your key business dats.

|

If you paid the invoice in full at
the time of purchase, enter the
amount paid here.

I

Invoice No. is a required field.
However, if the vendor hasn’t
billed you yet, just check the
Waiting on Bill box instead of
entering an invoice number.



Receiving Inventory/Entering Vendor Invoices (Entering Bills)

and select Ship All if you received all items or Ship None if

you received no items.

% Click the down arrow beside the Ship button in the toolbar, [El """"

% If needed, you can edit the information for each item All
included on the invoice from the vendor, including item
quantity, item ID, description, and unit price. I‘-gune

% The default GL Account that appears for each line item is

based on the vendor purchase 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 window. For
more about general ledger accounts assigned to items, see

“GL Accts/Costing” on page 122.

% 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 payments.

% 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.

If you want more information:

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 lookup

The Ship To address defaults

box. Press (2] in the text box,
and select the vendor from a
list. Or, press (+), and enter a
new vendor record.

# Purchases/Receive Invertory

to your primary address. It will
fillin automatically with default
information, but you can

change it for drop shipments.

(ol x|
File Edt GoTo Window Help
- = o o s T
@ & [ R e 8.0 L @ #. . I @
Cose Mew Ll & Delte Feow Fow  Seidbo Mols Joumal EAent Layouf Repoils Atlach  Help
— Y
Remit To: Abney and Son Cortractors ship To: [5hip ta 1 I~ Date: [ Mar 15, 2007 _[5]
3260 Park L
e Belwether Garden SUpoly Tnvoie No.: [5345435 Y |
Smyrna, GA 30080 US4 1505 Pavilion Place
[ waiting on Bl
Norcross [ 64 [ 30093-5203
U
Customer 50 Mo, Custamer Invaics Mo, Terms ship ¥i AP Accourt
‘ |z% 10, Het 30 Day ‘ﬂ Mare |ﬂ 20000-00 ‘ﬂ
Apply to Purchase Orger: 0.00 T Anply to Purchases: 111.80 .
Quartity Ttem Description GLAccount  Unit Price Amount Job
2.00 | AvRY-10100 [ assembled Redwood 12-Room Bird House on 12000-00 | 55,90 | 111.80 |
111,80 Invoice Tokal
111.80 Met Due
Vender Balance on Mar 15, %007 [3] 175.00
Secure remote access bo vour Ry busingsefata,
Enter the quantity being Invoice No. is a required field.
i i However, if the vendor hasn’t
purchased and item ID, if ,

applicable. Also enter the
unit price the vendor is

offering. entering an

% Ifyou paid the invoice in full at time of purchase, enter the amount in the

Amount Paid at Purchase field.

billed you yet, just check the
Waiting on Bill box instead of

invoice number.

% If you're waiting on a bill from the vendor, you can handle this situation

in the manner described under “To receive inventory against a PO” on

page 234
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Paying Vendor Bills

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 based on quantity. If you've previously pur-
chased this item, the Unit Price field shows the last unit price paid.

To enter serial numbers for an item (Peachtree Premium

Accounting only), select the line on the invoice that contains Sarial Ma
a serialized item; then select the Serial No. button in the

toolbar. For more information, look up “serial number, over-

view” 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:

K3
o

The Write Checks option from the Tasks menu lets you make uncompli-
cated payment transactions that dont 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 ven-
dors 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.

If you want more information:

In the Help index, look up “payment, overview."

Look up “payment, vendor.”
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Chapter 11 Vendor Transactions

% 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 multiple vendors at
one time, choose Select for
Payment.

To pay a single vendor,
choose Write Checks for a
simple payment, Payments if
paying invoices or entering
cash purchases.

2 ‘

23 ‘

2 ‘

2 ‘

i L2ILSLTAY ¢ MLIILELTH D123

Write Checks/Payments

Select for Payment

We'll discuss the two most commonly used payment options:

% Using Payments to pay vendors one at a time (page 239)

% Using Select for Payment to pay multiple vendors at one time
(page 241)

238



To pay vendors one at a time

Paying Vendor Bills

= Select Tasks, Payments OR Tasks, Bills, Pay Bills; then, follow the

steps below:
he Vendor ID field is a lookup

T
a box. Press (2] in the text box,

and select the vendor from a
list. Or, press (+), and enter a
new vendor record.

Fle Edt GoTo Window Help

If you're entering a
handwritten check, type the
check number in the Check
Number field. If you want
Peachtree to print the check,
leave this field blank.

1ol

4 -
rink

“<n
BN E= I
Close  New it ave

< B, I < @& @R, 0 @
Delete Recur Row  Swalfo Delal Joumal Epert Reports Aftach  Help

[ ]

Payment

I Electroric Payment v Belleediy Eadzn Sy Check Number: [ 10213
Dt o
T - | Y T ——
Regular Giecking Account
One Hundred and 00/100 polers  § oo
Paytothe  [val
o oy ot Zr" Tz — [v Casfh Account Balancs
ine Construction, Inc., ] =B
2207 fing Spring Foad
Atlanta [ea Tana01
UsA Memo: [ BELODS |
} / [ erapayment
Invoice Date Oy Amount Due Description Discount Amount Paid Pay|
B1023 [ g 5, 2o | 5565 | )i B =]
51008 [ppr14,2bo7| 40,00 | | 10000|=

Discount Account [49000-b0 3]
Order Peathtree compatibly Checks and Forms.

If there are open invoices
for this vendor, the Apply
to Invoices tab will appear
on top.

Enter or select the ID of the general
ledger account you want to use when
making the payment. This would
generally be a cash account.

If you want more information:

In the Help index, look up “entering, cash purchase.”

Look up “prepayment, entering vendor.”
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Paying a vendor with open invoices: If the vendor you choose has outstand-
ing 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 transaction. You can print non-

numbered checks later. For more information, see “Printing Vendor
Checks” on page 244.

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 ven-
dors. 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 Tnvoices: 0,00 ]npply to Expenses: 20.00 ] [ prepayment
Quankity Item Description Gl Account  Unit Price Arnount 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 num-
ber 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 inventory, you can skip the Item field, and enter an appropri-
ate description instead.
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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 Inthe GL Account field, enter an expense account to charge the item(s)
against.

Entering a vendor prepayment: The Apply to

Expenses tab has a Prepayment check box. If & CONCEPTS

you designate a payment as a prepayment, you Prepayment: In

can print the check and post it as you normally Peachtree, this is any ,

disbursement you don't

would. But when you select the Prepayments -
heck b . I Jine on th yet have a vendor invoice

check box, you can enter only one line on the e —

Apply to Expenses tab. Later, you can apply the | down payment or just to

prepayment to an invoice. allocate funds in advance

for a pending bill.

After you post the prepayment and enter the
vendor ID in the Payments window, the prepay-

ment appears as a credit transaction (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.

If you want more information:

In the Help index, “select for payment, overview."

Look up “select for payment, window.”
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= Select Tasks, Select for Payment, Paper Checks. If you are working
in Peachtree First Accounting or Peachtree Pro Accounting, you will see
only the Select for Payment option; choose this.

Select for Payment - Filter Selection LI

Check Date: |Mar 15, 2007 E I
Cancel | Invaices Due Befare: |Mar 15, 2007 E I

Help of Digcounts Lost By: [Mar 15, 2007 f I

r~ Include Invoic

You can choose to
include ALL invoices or
ones based on the
number of days overdue
and balance amount. For
example, you may want

& AllInvoices
" Only Invoices I daps past Due Date

with balances over.

rInclude Yendar

& Allendors to view invoices 15 days
e past the due date that
To have balances over $25.
Type Maszk,

1 Select the Check Date, the date that will appear on the check.

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 SERVICE, 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 “General Tab” on page 113.

6 When you're ready, click OK.
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Selection criteria you You can use these The Pay boxes for all
chose in the Filter buttons to check all Pay a invoices are selected
Selection window boxes OR uncheck by default. Uncheck
(such as Check Date) them all. ones you don‘twant to
appear here. pay at this time.

Select For Payment
7 V -

SE.

x|

) S (@ 0O
i wf - d
¢ Close : Sele: it T\ Al All Detail elp
Check Date: |tar 15, M7 Cash fect: ITEI2EII]-I]I] Discount Acck: IE‘SSDD-DU Sort By IInv. Dalé\ -

( Thesze Invoices are: 1] For all Invoice amounts 2] Far all Yendors 3] and Discounts expire on the discount date, )
Inv. Date Dye Date Wendar Mame Invoice# Balance Discount &mt | Pay Amount
Dec 5, 2005 Jan 4 2006 Abney and Son Contrad) 123 100,00 100,00 Ijﬁ
Dec2 2006 [ Jan 1) 2007 Arbor Wholesale Suppliy 93238-01 141250 1412580 IEJ
Dec 8, 2006 Jan §, 2007 Jones Auta Repair AB-12985 E30.25 £90.25 LA
Dec 15, 2006 | Jan 14, 2007 | Gunter. Wilson, Jones. | 121501-B4 E50.00 £50.00 | A
Dec 18, 2006 | Jan 7. 2007 | Southem Garden 'Whold LL-150236 1.150.00 1,150.00 |GA
Jan 2, 2007 Feb 1, 2007 Southern Garden Whold 5G-11010 7.200.00 7.200.00 |GA
Jan 3, 2007 Feb 3, 2007 Caldwel Tools Compary C1280 349875 349275 |GA
Jan 3, 2007 Feb 3, 2007 Southern Garden Whold 5G-12230 157825 1578.25 |GA
Jan &, 2007 Feb 4, 2007 Akerson Distribution A4 1.686.25 158625 | LA -
Regular Checking Account Balance: Uncalculated
e When you’ve chosen Tatal Checks: o7.681.08
the payments you Balance After Checks: Uncaloulated

send| \want to make, click ~ phee

Print to print checks.

The Select for Payment window shows all outstanding invoices, credit

memos, and prepayments that fit your selection criteria.

% 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 well as uncheck the boxes for any
invoices you don’t want to pay. You can also click the All
(Select) button in the toolbar to check all the Pay boxes or
the All (None) button to uncheck all Pay boxes.

% If you want to change the selection criteria, click the Select
button; you'll return to the Filter Selection window.

7]

All

All
(Select)

L
Al

All

(None)
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< 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.

If you want more information:

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 Payments 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 numbers).

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 330.

= From the Reports & Forms menu, select Forms; then select Checks.
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Forms:

B OCR 4P Laser Preprinted Select a disbursement

|=] OCR AP Preprinted Continuous ‘/ check form from the list.
[=] DCR Multi-Purp AP Continuous All checks in this batch will
[=] DCR Multi-Purp AP Detail Cart print using this form.

|=] 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 checks you want to print. If you use the default settings, Peacht-
ree will print all outstanding 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 ven-
dor checks only if they have been posted but not cleared.

There are two methods to voiding vendor checks:

= »: Youcan void from the Write Checks or Payments windows, using
Delete the Void button, available when you click the Delete button.

Delete

@
“oid
You can void using the Void Checks option off the Tasks menu.
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Select the G/L

Yoid Existing Checks x|
cash account,

and then select Account |D: [10200 Void Date: [Mar 15,2007 [=]
the void date... Murnber | Date | Sowce | Amount | Payes [«
1089 31407 Lp 51914 Georgia Utilities Inc
1090 341407 &P 115000 Jackson Advertising Compary

341707

Quick Copy & Frinting

..selectthe w

Moreno, Howe, & Assoc.
RD Telecommunications

I AP

check you want a7 AR
. 3107 AP Seaver Food Distribution —
to void... 341407 AP Kramer Financial Services
3507 Lp Georgia Department of Revenue
34007 AP Claussen Faims
AANT7 ap Mrrenn Howe & daene LI
...then select » v Close Heo |
the Void
button.

If you want more information:

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.”
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Making and Transmitting Electronic Payments

If you sign up for the Peachtree Bill Pay service (Peachtree Complete and
Peachtree Premium only), you can pay vendors electronically, even if ven-
dors aren’t set up to receive electronic payments. The Bill Pay service deter-
mines 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

= Select Tasks, Select for Payment, Electronic Payments.

Select for Electronic Payment - Filter Sel ﬁ[ . X
The filter selections you
Pay On Date: e i < _make are pretty much the
Cancel [ Use Due Date as the Pay On Date same as for paper checks.
e ¥ Use Discount Date when available The most important
Irwoices Due Before: |Mar 21, 2005 f dlﬁerelnce is the Pay On
of Discounts Lost By: [Mar 21, 2008 E Date in select for

Electronic Payment.

rInchude Invaice:
% Alllnvoices
€ Only Ireedices I days past Due Date

with balances aver: I

r Include Yendor

@ Al Vendors
" From: I—
To:
Tupe Mask: >

You choose the invoices and vendors you want to pay pretty much the same
way as you do in Select for Payments; see “To pay multiple vendors at one
time” on page 241. 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.

Once you’ve chosen the invoices and vendors you want to pay, you’re ready
to transmit them.
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= Select Tasks, Select for Payment, Electronic Payments.

Click the payments that you don’t The Pay On date is when payment
want to send at this time; the will be made to the vendor
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
(Choaose the pavments ko send and select the Transmit button below )

L*h Account IAII j vnw payments on or before: | Apr 17, 2005

| Amnuntl Payon 4 | Send In | Cash Account

Payment(s) not eligible For electronic payment.

Transmit | ‘wendor | Payee

a Taylor and James Murseries 76.87 Mar 23, 2005 Past Due  10200-Regular Checking Acco. ..
Atlanka Florist Supply Comparnsy 325.00 Mar 24, 2005 Z days 10200-Regular Checking Acco. ..
Bundy's Delivery Service 195.56 Mar 28, 2005 4 days 10z00-Regular Checking Acco. ..
Bundy's Delivery Service 188.16 Mar 29, 2005 5days 10z00-Regular Checking Acco. ..

Payments ko Transmit: Total: F11.72

Payments must be transmitted no laker 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.

If you want more information:

In the Help index, look up “Bill Pay, overview.”

Look up “Bill Pay, selecting vendors for electronic payment.”

Look up “Bill Pay, selecting/transmitting electronic payments.”
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% Select the payments that you want to transmit at this time. At the bottom
of the window, 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.

< 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 elec-
tronically. Instead, you'll need to use paper checks.

< When youre 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 credits from a vendor. You can enter a credit memo as an
open credit, or you can apply it to an existing invoice. For more informa-
tion, look up “credit memo, vendor” in the Help index.
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= From the Tasks menu, select Vendor Credit Memos.

Select a vendor. Enter the Credit ID you
a Peachtree will fill in the want to assign to the
header fields with credit/return.

information from the
vendor’s record.

#® VYendor Credit Memos:

_[olxI
Fle Edt GoTo windod Help
- = - =
c%—. hE [ V5 D§I§Ie R sﬂ]a]lllm LEI; Jﬁ#al HE‘EGE.‘; e
endor o: vlendor Credit Memo
Remit To: Southern Garden Wholesal _
i Tos S e e : petes e 5 207 [
Atlants, GA 30312 USA Click Save to Credit No.:
complete the
transaction and
APPLIED apply the credit.
Terms Return Authorization AP Account
2% 10, Nek 30 Days | Ll ‘20000700 |J
Apply to Invoice No.:  |5a-11416 v IApp\y to Purchases: 0,00 }

Item Quantity Returned Description GL Account  Unit Price Amount Job ‘
Elw-dz0 | s.00] [ Riding Lawn Mowey - 14 Horse Power | 12000-00 | 1,225.00] =
EQU-14210 | 5.00 | .00 | Riding Lawn Mower- TAorse Power | 12000-00 | 1,895.00 | 1,995.00 | |

OthePagplied Payments 0.00 2,185.00 Cradit Tatal
2,185.00 0.00 Net Credit Due
Yendor Balance on Mar 15, 2007 48,355.00
Inuprove vour salss and cuskomer se,lvice efforts with ACTL,
Enter the quantity Click the drop-down
returned in the field. on the tab and select
Peachtree will the invoice that you
calculate the amount want to apply the
of the credit. credit/return to.

If you want more information:

In the Help index, look up “credit memo, vendor.”

Look up “credit memo, vendor, entering.”
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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
a to Purchases tab.

Apply ta Invoice Mo.: 0,00 rﬂpply to Purchases: 39.90 l
Quantity Tkem Ljm Description GL Account Uit Price Amount Job
200 [EQLw-14120  [Each | Cabalog # LMHO90: Reel Mower | 1200000 | 12.95 | 3990
[ | [ [7ss00-00 | 0.00 | |
Other Applied Payments 0.00 39.00 Credit Total
Credit Applied to Invoice 0.00 39.90 Net Credit Due
Enter the quantity and Click Save to complete
items you're returning. the transaction.

Peachtree will calculate
the amount. If the item is
not based on inventory,
skip 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

.14 sorts the following numerals in this order: 1, 104, 12, 2, 23.
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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 assem-
blies as labor. Not all item classes will be available on every transaction win-
dow. 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 transac-
tions that are specific to the items themselves:

Inventory Adjust- | These are changes to your quantities on hand
ments that are not associated with sales or purchases.
They could be adjustments after inventory is
taken, adjustments due to theft or loss, or items
costed to jobs. Not available in Peachtree First

Accounting,
Build/Unbuild You use this transaction type to specify the
Assemblies 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. Not available in
Peachtree First Accounting.

Using Inventory Items in Purchase and Sale
Transactions

You can quickly enter or select inventory items on purchase and sale transac-
tions. At the bottom of the transaction window is a line item grid. Here is
where you enter items. Following is a sample from the Sales Invoicing win-
dow.
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Specify how many of the item Enter a Description or  Peachtree calculates the
will be purchased or sold on  accept the item default. Amount by multiplying
the Quantity field. You can the Unit Price times the
set the number of decimals Quantity. You can enter a
using Global Options. value yourself if necessary.

to sales: 0.00

Quankity Ttem Description GL Arcount Unit Price Tax Artunt Job
[ 40000 * 0.00] 1 [

Sales qular i
Select or enter an Item ID. If  The GL Account, Unit You can select a Job to
the ID is not on file, the field  Price, and Tax status will  cost the line item to.
will flash blue to notify you.  come from the item’s Note that you cannot
You can also skip this field if  record. You can change  specify a job for
the item being bought or sold  them if necessary. purchases of Stock or
is not tracked in inventory. Assembly items.

Adding Inventory Items on the Fly
Itisalso possible to add GG x|
inventory items by

. . The Item |D [&WVRY-10560] does nat exist
entering a new inven- &

tory 1D on a Purchase Select Set Up ta create this item record
or sales task. Peachtree =
. . SetUp Cancel Help |
will recognize that the
ID is not on ﬁ]e and Quantkity ‘ Item Description | Gl Aco
2,00 | AYRY-10560 Bluebird House 40000-A
flash a blue color three e e

times in the Item ID
field on the task win-
dow. When you attempt to save the transaction, the Invalid ID window will
appear. You can choose Set Up to add the item using the Maintain Inven-
tory Items window.

If you want more information:

In the Help index, look up “purchase, of inventory items.”
Look up “Fast Add, Invalid ID window."”

255



Chapter 12 Inventory Transactions

Inventory Adjustments

You can use the Inventory Adjustments task to make changes to your inven-
tory quantities 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
you want to adjust.

'r. Inventory Adjustments

File Edit GoTo Windolv Help

Enter a reference number
for tracking, if necessary,
and a date. The Quantity
On-Hand displayed below
will be the quantity as of the
date specified here.

‘;mm

e &

| =
Cloze Mew List Saw

M @
Delete  Senalklo  Help

\J

Iter D [EQFF13120

“C{| EIEI Reference:

Mame: |H and Sprayer/Mister

| o mar

Job:

GL Source Acct: (S0000-E0

B 9 Enter a job, if
5] n| necessary, to cost the

Quantity On-Hand: 280.00

Adjust Quantity By:

Mew Quantity:

-75.00| Reazon to Adjust: |D\maged in shipment, issued or

item to.

\\

Enter the adjustment quantity.
If you enter a positive number,
you must also specify a Unit
Cost above. If you enter a
negative number, the Unit Cost
is determined by Peachtree.

Enter the reason for adjusting
the item quantity. Then, click
Save. Peachtree will update

the quantity and cost of the

item.

You can see a list of Inventory Adjustments on the Inventory Adjustment

Journal report.
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Build/Unbuild Assemblies

You use this task to indicate to Peachtree that assembly items have been
built or dismantled. To use this transaction

= Select Tasks, Assemblies; then, follow the steps below.

Enter the Item ID for the item e Enter a reference number

you want to build or unbuild. for tracking, if necessary,

Only Assembly items will appear and a date. The Quantity

in the lookup. On-Hand displayed will be as
of the date specified here.

® Build/Unbuild Assimblies -0l x|
File Edt GoTo ‘Window Help

@ 0O X M =, @
Ciose  new O Save Delele Sordilo Repors  Hep

ttem I0: [STHANDLE-A5M l =] Build/Unbuild Assembly [€]

Description: ' Handle Assembly Date: [Jan 9 @67 [T || Qv Avaiable: 0,00
fction: @ Buld © Unbuild ference: ahy on Handh 000
oty: Gty to Build: + 75.00
New Gty on Hand: 75.00
Components Used in Build
Item ID Des}nptmn Qty Required Qky on Hand
PTHAMDLE-BENT4 Handle - 4 ft bent 150,00 150,00 =
PTECOLT-1.5 Hex bole 1.5 300,00 2,000.00 —
PTHUT- 5/16 Hex nut 5/16" 600,00 2,500.00
PTEOLT-Z Hex bol: 2" 300,00 500,00
OVER-INDIRECT Allocated indirect costs 1875
OVER-DIRECT Direct labor 15.00 -
Supervisor: R%January build |
Specify the Action and the Click’save. Peachtree wil
quantity that you want to update the quantity of the
build or unbuild. assembly and the components.

You can view a list of assembly
transactions by using the
Assemblies Adjustment
Journal.

If you want more information:

In the Help index, look up “inventory adjustments, overview.”

Look up “assemblies, build/unbuild."
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Changing Your Bill of Materials (Construction only)

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.

x|
@ | 5 oA @
Close A oese New o Help
Item D MOWER-204% Revisions
Description: 20" Fieel Mower with Tracking
Revision Effective Date Note |
[] Item Converted E]

1

Mar 1, 2007

Rewision created at Mon Feb 19 14:18:32 2007 by Peachtiee User

To create a new revision, select the New button from the toolbar
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Changing Your Bill of Materials (Construction only)

5,
[ ? Revisions have
ose  Save  Help .
an Effective
Itom D MOWE 2047 isi
I Create a New Revision Date. The
Disscrptior: 20" el Mawer with Tracking NewRevisior: 2 effective date
Eflective Date:  [Mar 15,2007 ]
tells Peachtree
Jtem D Description Quantity Needed | when to use the
FTWHEEL10 10 wheel z00] = dd . .
PTWHEELS & wheel 200 T | revised bill of
FTHANDLEASM | 4 Handle Aasenibly 10 meme materials to
FTELADE 206 20" blacke assembly T .
PTBOLT-LE Hesbal 1.5" 800 Heveldy build an
PTHUT-BHE Hex rut 515" 200 O — assembly.
OVER-DIRECT Direct abar 175 —_—
OVERWNDIREET | Alocsted et costs 100
OVER-SUPFLES | Alooated supplis 10 M
FTWASHER-EAE | Lock mashers 5716 500 | Cearni |
Note:
|
Notes can be added to These buttons can be used to
describe why the revision change the order of steps in
was created. multi-step assemblies.

The Create a New Revision window is very similar to the Bill of Materials
tabs; 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 materials to build an assembly item.
The effective date is likely the most critical part of a revision.

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 simply use the Move Up/Move Down buttons

to change the order of the steps.

If you want more information:

‘ In the Help index, look up “revision, entering.” |
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Entering Work Tickets (Manufacturing and Distribu-
tion only)

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.

= From the Tasks menu, select Work Tickets.

You can print EEEEEES —
: Hle Edt GoTo uindon Help =10l
work tickets. —=

; c@; i Open ~ Save T D§§Le sﬂ\”m ,Eie Hﬁ@ H?IE
Printed work L e T
. Assembly To Build: | MOWER- 1544 Work Ticket [¢&
tickets can be Descriptian: 16 Reel Mower with Tracking Date: [3/15/07 =]
sent along Wlth work Tickst No.: [ WT1007
the necessar Qty e 10,00 gty tauic: 500
y

materia IS to Qty Available: -35.00 [ lose Ticket
authOriZe 'the | Supervisor ‘J Meeded By ‘J Ticket Starled‘JTutal Est Huué Ticket Cump\ete‘ otal Act Huuri‘
H HORTON | Mar 20, 2007 5| Mar 14, 2007 1= 22:860 0:00
ShOp to build an Ttem Description Required On Hand Avalable Actfors Finished

assem bly PTHANDLE-ASM Cushioned handle assembly for res 15.00 0.00 =30.00 ’ 0:00 O

PTWHEEL-10 30.00 70.00 10.00 ’ 0:00 O

PTWHEEL-6 30.00 70.00 10.00 l 0:00 O

PTBLADE-18-5 15.00 0.00 0,00 l 0:00 O

PTBOLT-1.5 90,00 1,280.00 1,060.00 l oo0| O

PTHUT- 5(16 40.00 1,180.00 960,00 ' 0:00 O

OVER-DIRECT 22.50 ' 0:00 O

OVER-INDIRECT, 15.00 l 0:00 O

OVER-SUPJ S 15.00 l 0:00 O

. {

Work tickets provide valuable Check this box to
information about each component. close the work ticket.
The ticket lists what's required to When you save a
complete the work ticket and the closed work ticket, a

guantity of the component that's build assembly
available. 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 com-

plete 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
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Entering Work Tickets (Manufacturing and Distribution only)

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 received or finished, you can mark the
ticket closed by selecting the Close Ticket checkbox. 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.

If you want more information:

‘ 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 com-
putes the paycheck.

Overview of Payroll Transactions

In Peachtree, you can print individual paychecks (Payroll Entry), or print a
batch of paychecks (Select for Payroll Entry). In addition, you can print var-
ious 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 Califor-
nia DE6 and DES88 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 automatically. Enough information is entered in
Employee Defaults and each employee’s record to determine what a “nor-
mal” 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
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Overview of Payroll Transactions

= Select Tasks, then Payroll Entry.
Select the pay period. Leave the
check number blank if you want to
calculate based on the print the paycheck; Peachtree will

employee’s setup information. assign a number.

@ Payroll Entry.

File Edt GoTo Window Help

®@ © [ "8 XK. e - L R T 7 )
Ciose  Mew [ Sove/ Finl * Dolts  Jobs Jound Even Fepots Atiach  Help

Select an employee to pay. The
check information will

=18l

Payroll Entry

’ Bellwether Garden SUpply

Employee ID: [ ACHESTER:

Check Nurber: [ |

Cash Account:

Date: [Mar 15, 2007 |
§ 786.22

Seven Hundred Eighty-Six and 22/100

Dollars

Payroll Checking Account | ¥

Cash Account Balance

Uncalzulsted |

Paytothe Amanda W. Chester
Order ofi 4599 West Paces Ferry Road
Atlants, G4 30328

Pay Period Ends

(o [H
Weeks in Pay Period

Fours Worked Taxes - Benefits - Liabites
Hourly Fields Hours Hame Amaunt  Memg

Regular 80.00 Fed_Income 36| O &
Overtime 0.00 Soc_Sec 69,44 OJ
Special 0.00 Hedicare 624 O
State il )

k401 4480 [ O -

Change order of payroll fields

o Print or save this

paycheck.
The Check Amount (net pay) is calculated based on gross pay less payroll
field deductions, plus payroll field additions.

GrossPay:  1,120.00

Add another pay type
For hourly employees, check the
default number of hours to make
sure they are correct. Add any non-

calculated amounts, like tips.

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.

If you want more information:

In the Help index, look up “payroll entry, procedure.”

Look up “payroll deductions, setting up.”

Look up “troubleshooting, payroll tax calculation during payroll entry.”
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Chapter 13 Payroll Transactions

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:

= 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 pay-
check, or select the List button to modify an existing payroll transac-
tion. Next, select the Jobs button.

x

¥ B .
Q:%el oK Row }}e’l;:

Hours Assigned to Jobs

Labor Burden | Labor Burden
Job Hourly Field Hours Amount Percent Amount
S aia,04-Painting 050-P 4 A egular 24.00 432.00 28.00 120,96
0.oo 0.oo o.oo 000
Total Assigned 2400 432.00 120.96

Hours Not Assigned to Jobs

Houuly Field Hours Amount
Regular 000 0.0a
Overtime 0.00 0.00
Total Unazsighed 0.0o ooo
Tatal for check 2400 432.00

Note that the Labor Burden columns are available only in Peachtree Pre-
mium for Construction.

If you want more information:

In the Help index, look up “payroll, select for entry.”

Look up “select for payroll entry, procedure.”
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Overview of Payroll Transactions

If you want more information:

‘ Look up “troubleshooting, payroll tax calculation during payroll entry.”

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 propetly 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 individ-
ual set up as a vendor. However, if you have an individual set up as both an
employee and sales rep, you can use either Payroll Entry or Select For Pay-
roll 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.

267



Chapter 13 Payroll Transactions

The Filter selections you Use these buttons to check all
made appear here. or clear all Pay check boxes.
Select Employees to Pav x|
ko aC 8 O O 7
 felect  FRINL_ AT Al gce}ail JH& e
Check Dir tar 15, 2007 E PBay End Date: |Mar 15, 2007 E Cash gcct: | 10300-00
These Employees have: 1] Pay Fiequencies of Weekly, Bitweekly, Semi-Monthly, Monthly, and &nnually 2] Pay Types of Hourly
of Salaried.
Emplayes ID Emplopes Mame | Check Amount [ Field Names Hours Salay | Hwleeks Fayl
ACHESTER Amanda W, Chester 809.22 | Reqular 80.00 2 mﬂ
Dvertime: =
Special [}
ADUKE AlL Duke 37950 | Reqular 40.00 1|64
Dvertime: =
Special [}
AHECTER Anthory H. Hecter 787.54 | Reqular 80.00 2|GA
DOvvertime
Special 0~
Payroll Checking Account Balance:  Uncalc]lsted
Total Checks: 3448519
Balance After Checks:  Lincalcliated [g]

The Pay check box is selected
by default for all employees. If
you don’t wish to pay
someone, uncheck this box.

The Check Amount (net pay) is
calculated based on gross pay less
payroll field deductions and plus
payroll field additions.
All employees selected 1n the tilter are listed. Employee information and
payroll deductions are filled in automatically. Enough information is
entered in the Maintain Employees record and Employee Defaults to deter-
mine 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. Note: When you enter the Select Employees to Pay window, by
default Peachtree selects all listed employees for payment. (All Pay check
boxes are checked.)

To select all Pay check boxes, click the All (Select) button &
in the toolbar.
All
L
Al
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Overview of Payroll Transactions

To clear all Pay check boxes, click the All (None) button in the toolbar.

If you want more information:

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 exam-
ple, you might modify hours worked for a part-time employee or add over-
time 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 payroll. Enter or select the cash account in the upper-right cor-
ner of the window. Net pay calculated from each paycheck will be decreased
from this account.

269



Chapter 13 Payroll Transactions

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.

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 Printing Forms” on page 330), 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 select Payroll
Checks.

]

Select a paycheck form

=] OCR MultiPurp Laser w/15 Flds < from the list. All checks in
|57 OCR Multi-Purp PR Cortinuous this batch will print using
| OCR Multi-Purp w/15 Fids 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,

270



Voiding Payroll Checks

Peachtree will print all outstanding payroll checks that do not have reference

numbers (check numbers) as of the latest check date.

If you want more information:

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 payable. 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 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 window, using the
Delete i Void button, available when you click the Delete button.

Delete

@

—=
Woid

You can void using the Void Checks option from the Tasks menu.
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The Void Date must be on or after the Check Date.

Se|ECt the G/L Yoid Existing Checks 5'
cash account,
g i :
and then select Account (D {10200 Woid Date: IMar15, 2007 E
the void date... Hurnber | Date | Sowce | &mount | Papes B
1089 30407 AP 51914  Georgis Utiliies Inc
1080 3107 AP 115000  Jackson ddvertising Company
1091 3414 AP 26350 Quick Copy & Printing
] 34141 A 835.01  Clausss
...select the 103 W AP 35000 Moreno, Howe, & Assoc
1054 341407 AP 7250 RD Telecommunications
check you Wa nt 1095 341407 AP 242320 Seaver Food Distribution ]
to void... 1096 341407 AP 13430 Kramer Financial Services
1087 3/5407 AP 361897  Georgia Department of Revenue
1098 345407 AP 82553 Claussen Fams
1nsa erLTIIv AP F2540  Marena Howe & Azsnn LI
__then select p  vod Closs Helo |
the Void
button.

Closing the Payroll Year

Peachtree keeps two years of payroll activity open at the same time. We
highly recommend that you wait to close the first payroll year until all pay-
roll reports, W-2 data, and 1099 data are finalized, following the first quar-
ter 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 vendor
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 outdated versions of the W-2,
W-3, or 941 forms and then manually transfer the information 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 Wizard” on page 333.

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 next), and the General
Ledger.
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Closing the Payroll Year

Prepare Quarterly Payroll Reports and Forms
Consider printing the following reports and forms at the end of each quarter
in the payroll 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 quar-
ter. Print the 941 (or Schedule B), and when prompted, enter the total
amount of all 941 deposits made during the quarter.

< 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 331.
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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.

= From the Tasks menu, select System, and then Change Accounting
Period.

Change Accounting Period EI

&
Qg%el 119 }—%

If you have users and
passwords set up in
Peachtree, a lock icon
appears next to prior
periods. You can
restrict users from
editing transactions in

To change your curent accounting period, from the list select the period you want to operate
in. Maving forward, pou should do this at the beginning of each new accounting periad. If a
"lock' icon appears next to periods listed in the box, security has been tuned on. This restricts
certain Peachtree users fram working with tranzactions that fallin periads prior ta the currently

- Cunent Accaunting Period

IEIE - Mar 01, 2008 to Mar 31, 2003

prior periods through
Maintain User Security.

at h

04 - Apr 01, 2003 bo Apr 30, 2003
05 - May 01, 2009 bo Map 31,2003
06 -Jum 01, 2003 b0 Jun 30, 2003

07 -Jul 01.2009t0Jul 31,2009
08 - Aug 01,2003 to Aug 31,2009

r Open Fiscal Years:

Jarwary 1, 2008 to December 31, 2003

03-Sep 01, 200810 Sep 30, 2003
10-Oct 01, 2003t0 Oct 31,2003
11-Now 01, 2003t Now 30, 2003
12-Dec 1, 2003 to Dec 31,2009
13-Jan 0. 2010t0Jan 31,2010
14-Feb 01, 2010t Feb 26 2010 [ Open Paynol Tax'vears
Note the first of the two —TB—A——DT15-M§' ”‘;38}&4»5;‘; ?a 3818 C[aruay 1. 2009 to December 312008 | [ >

17-May 01, 2000t May 31,2010 E———SSEaE
open payroll tax years. 18-Jun 01, 2000 t0Jun 30, 2010
19-dul 01 2M0todd 312010
20-Aug 01, 20M0to Aug 312010
21-Sep 01, 200t Sep 30,2010
22-0ct 01,2000t Oct 31,2010
23- Now 01, 2010 to Naw 30, 2010
24-Dec 0, 200to Dec 31, 2010

Jarwary 1, 2010 to December 31, 2010

r Open Payroll Tax Years:

Januare 1, 2010 to December 31, 2010

In the above example, the first open payroll tax year is 2009. You could con-
tinue to enter payroll transactions until December of 2010, the end of the
second open payroll tax year. At that point you will have to close payroll tax
year 2009 to get to 2011. 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 automat-
ically distributes certain 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.

® General Journal Entry =] k]

Fil= Edit GoTo ‘Window Help

s = = =
N R e BH. @. @
Close  Mew List ° Save * Delete Recw Row  Repots  Help

Journal Entry [€] [=]

Date: [ Reverse Transaction
Refrence:
L Account Destription Debit Credic Job

10300-00 [ Transer From Regular to Payral Checking [ 10,000.00 I

Payroll Checking Account Account wil be inereased

10200-00 [ Transfer From Regular ko Payroll Checking [ I 10,000.00 |

Regular Checking Aiccount fccount willbe decreased
\

The Out of Balance | ‘ ‘
amount is zero when
you have correctly | \ \
balanced all accounting > 16,000.00 16,000.08
distributions. Out of Balance: .00

Securs remoke access to vour ke 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
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General Journal Entries

equal the total credit amount. If you are unsure about whether an account
should be debited or credited, check with your accountant.

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 adjustments for later use. For example, you may want to repeat a depreci-
ation transaction previously used for a group of assets several times. Or, you
may want to repeat end-of-period accrual entries. Using memorized transac-
tions can save time in repetitive data entry tasks.

If you want more information:

In the Help index, look up “general journal entry, recording.”

Look up “reversing entry."

Look up “memorized transaction, General Journal entries.”
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Chapter 14 General Journal and Banking Tasks

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.

aloix
Fle Edt GaTe Widow Help
B i = O . & = ?
Close r:'a“w et Melﬁ.‘n'ﬂze Refresh  Frnt D§\§Ie Residle Gl Ev@m H\e’\::
Cash Account: [10200-00 (& Reguler Checking Accourt Shou transactions for: [This Period -
Edit Date Type M Payee/Paid By Payment [ | Balance |
Referenos GL Acoount [ Hema Sales Tas | |
tar 15, 2007 |Receipt 1ERCE 10,597 42 N,TTBE];‘
10208 00000 | o370z
Mar 15, 2007 |Receipt FREEMOND TAT 0B 2213639
10337 104000 | 31707
Mar 15. 2007 |Receipt | RETAIL 508.78 264417
3801 11000%0 | mze07
Mar 15, 2007 |Receipt RETAIL\ 3176 296213
AL ) You can filter the
Mar 15, 2007 [Receipt | CUMMING . h 42369
CASH-3150] 40000-NU transaCtlons t at 2335
= | Mar 15, 2007 |Papment \m display based on fa=r Frevert
s GE e
=71 the cash account...
T a— | / Tatak: 23,3602
...and by date. [/

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:

% the reverse portion of a general journal entry
% beginning balances

% opening balance lines

% applied prepayments for payments

% applied prepayments for receipts
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Using the Account Register

Security for the Account Register

You need Full Access to Reports-Transaction Lists in Banking & General
Ledger Access and at least View Only access to Payments/Write Checks in
Vendors & Purchases Access or Receive Money in Customers & Sales Access
in order to access the Account Register. Access is controlled under Maintain
User Security.

In addition, you cannot drill down on transactions from the register unless
you have View Only 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

If you want more information:

In the Help index, look up “account register, enter transactions.”

Look up “account register, filter transactions.”
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Post/Unpost (Batch Mode Only)

Peachtree offers two choices for posting transactions—real-time posting and
batch posting. 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 the entry you want to change. Then, you can enter
your change. You can password-protect 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 ledger. However, in real time, posted transactions can
also be edited and reposted.

Changing Accounting Periods

Batch Posting

Journal Entry [ = "ﬁ
:> & T
EE——
Y S ORI —
o0 ‘mmmmw(wm ‘ ‘ M ‘
iy Step 1 - Save Step 2 - Post to General Ledger
and hold for review
AN Real-time Posting

==
Save and instantly post
to General Ledger

In Peachtree, you set up accounting periods when you create a new com-
pany. 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 struc-
ture. (Even when closing, you can only change the beginning and ending
dates of periods within the existing fiscal year setup.)
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Changing Accounting Periods

You can have up to 26 periods open in Peachtree. This means you can have
last year’s history 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:

K3
o

Post all journals (if running in batch mode).

K3
o

Optionally, back up the data for the current period (recommended).

K3
o

Print each journal in which there has been activity during the period.

K3
o

Print open invoices and checks.

= From the Tasks menu, select System, and then Change Accounting
Period from the submenu.

Change Accounting Period x|

L2
s G

To change pour current accounting period, from the list select the period pou want to operate
in. Moving forward, pou should do this at the beginning of each new accounting period. 1f a

In Peachtree "lock" icon appeis next 1o perods listed in the bos, securty has been tumed on. This restiicts
certain Peachtres users fram working with fransactions that fall in periods prior to the currently
Complete and open one

Peachtree Premium, Wg Pariods
if you have users
and passwords set
up, a lock icon
appears next to
prior periods. You
can restrict users

r~ Current Accounting Period

|E|3 - Mar 07, 2007 to Mar 31, 2007

B pr 30,

2007 to May 31, 2007
2007 toJun 30, 2007 r~ Open Fiscal Years:
L2007 toJul 31,2007
. 2007 toAug 31, 2007 Jaruary 1, 2007 to December 31. 2007
- 2007 to Sep 30, 2007
. 2007 to Oct 31, 2007
. 2007 to Now 30, 2007
- 2007 to Dec 31, 2007

January 1, 2008 to December 31, 2008

from editing 2008 toJan 31,2008
. . . L2008 to Feb 29, 2008  Open Paproll Tk Years:
transactions in prior 2008 toMar 31,2008 | 120007 to Dacember 1. 2007
. TN ko A 30, 2008 anuany 1, to December 31,
periods through T 2008 to May 31, 2008
Maintain User gggg:ojur ;Ugggg January 1, 2008 to December 31, 2008
JF0Eel 3.

. A0 ke Aug 3 2008

Security. 200810 Gep 30, 2008

L2008 toOct 31,2008
. 2008 to Nov 30, 2008
-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.
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Account Reconciliation

Peachtree reconciles the selected G/L account against your monthly state-
ment. You can reconcile any General Ledger account in Peachtree. Typi-
cally, you would reconcile bank accounts, cash accounts (such as petty cash),
and credit card accounts. You should systematically 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 state-
ments 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.

= From the Tasks menu, select Account Reconciliation.
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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 oy [= [ 3]
fle Edt GoTo Window felp
© v =Jo % | = @ L oo@ oo
Cancel 0K Rarge [Pt Find Flow " Banking Imgart D Adust Repois  Hep
Accounk to Recondle: [ 10200-00 [[ ] reguiar checking account: Account Re,:(%,:i“ ation
Y
Checks and Bank Debits - Cleared 2 for 500.00 =
: [al, v : [Mar 31, 2007 [[=
Denosis and Bank Credts - Cloared 2 for 500,00 Show: Al Deposits and Bank Credts Fist [ Statement Date =
Status | Reference I Deposit/Bark Credt | heck{Bark Debit | Date__* [ PayesfDescription [~
[u] 11607 27,030.00 Jan 15, 2007 Depost Ticket
[m] 12607 626,74 Jon 26, 2007 Depost Ticket
m] 021507 484.97 Feb 15, 2007 Depost Ticket
u] 149,97 Mar 2, 2007 Depost Ticket
u] 16050 Mar 2, 2007 Depost Ticket
[m] 30307 220.31 Mar 3, 2007 Depost Ticket
m] 030407 305.64 Mar 4, 2007 Depost Ticket
[m] 26,50 Mar 5, 2007 Depost: Ticket 7
u] 030507 529270 Mar 5, 2007 Depost Ticket
[m] 40.25 Mar 7, 2007 Depostt Ticket
m] 158.74 Mar 7, 2007 Depost Ticket
m] 030707 0.0 Mar 7, 2007 Depost Ticket
o 31407 5,000,00 Mar 5, 2007 Depost Ticket
=3 10212y 50.00 Mar 5, 2007 Payne Enterprises
m] 031207 763,62 Mar 12, 2007 Depost Ticket
=4 10211y 450.00 Mar 12, 2007 Paris Brothers Tree Surgeons
o 99,98 Mar 13, 2007 Depost Ticket
[m] 314071 3,178.41 Mar 14, 2007 Depost Ticket
0 a4 .00 Mar 14, 2007 Denosk Ticket =
Key: [Uncleared [ Cleared  [Bf Autoclsarsd 8 New Bank Record
Interest Income: 0.00 Service Charges 0.00 Skatemert Ending Balance:
Date: [Mar 31, 2007 \3 Date: [Mar 31, 2007 \Z - Outstanding Checks 106,546.34
+ Deposts in Transt 107,769.60
. q : g 2
Accaunts & Account: J&] e eatree 23,386.02
Imported Interest: om[Z]  worted charges: wll o TR
Begighing Transactions: [¥ ]

Enter the Statement Ending
Balance from the bank
statement, plus any interest or
service charges.

Check off the transactions
from the statement as cleared.
The Unreconciled Difference
will be zero 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 informa-
tion for the account will remain. You can also change accounting periods to
edit previous account reconciliations, if necessary.

If you want mo formatio

In the Help index, look up “reconciling, accounts, overview.”

Look up “reconciling, accounts, procedure.”
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Online Banking
Online banking is not available in Peachtree First Accounting or Peachtree
Pro Accounting.

Online banking is a special feature available through the Account Reconcili-
ation 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 statement.

To import a statement from your bank,
select the bank from the drop-down list
and enter your User ID and password.

If your bank is not in the list,
click here for instructions for
manually downloading a

statement from your bank.
: x|

Import Statement

Choose how you want to import your staterent

% Automatically connect to my bank and import a statement

Bank IEE Federal Credit Union
User ID IHomer
Password I ~~~~~~~ ]

j bty bank is not i the list

[~ Remember my User ID

 Manually select a statement

Statement Location: [\ Projects\PCW 20084 CreditCard OF

Bravse: |
Change Account |

Account Credit Card - 123

Once you've downloaded a statement, you

X Cancel | Help |
can enter the path and file name here.

Import |

After selecting the appropriate account to reconcile, you see a window that
summarizes the contents of the statement.
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Account Reconciliation

Import Statement : x|

Import Summary

Statement Date: March 15, 2007

Total Records to be Imported: 15

Total Checks and Bank Debits [14]: $1,131.25
Total Deposits and Bank Credits [1): $50.00
Imparted Charges [0]: $0.00

Imparted Interest (0] $0.00

Statement Ending Balance: ${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.

¢ @
;ga oK »-'fef.;

Delete Description Amount Date
iCT} | Servics Charge 2,00 | Mar 15, 2007

=

If you want more information:

‘ 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 Reconciliation window as new, unmatched
bank records.

Select the Manual Match option from the Banking button in Account Rec-
onciliation. A window called Manual Matching appears, allowing you to
match these previously unmatched bank records one by one with transac-
tions that Peachtree identifies as possibly corresponding to them.

Manual Matching x|

Unmatched Bank Record

Select the Bank Debit
Peachtree Reference: Date: March 8, 2007
tranSaCtiOﬂ Amount: 100,00 PayeefDescription: GCC #05335 SUWANE
that Please select the makching Peachtree record from the lisk:
matches Select | Reference  / Date Payes/Description

[ 00,00 ip :
the ‘ (e 1233 X Mar 7, 2007 Clooney Chemical Supply
impo rted o 1234 . Mar 5, 2007 Juan Mator Tools & Tires
bank el PETOOL . Mar 10, 2007

ol Skip this recard
record.

0K I QK Next Cancel Help

When finished matching records, select
OK to return to the Account
Reconciliation window.

Once the imported records have been properly matched, Peachtree automat-
ically clears them. You can unclear any record later if necessary.
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Account Reconciliation

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 repre-
sent a check/bank debit transaction, you will be able to create a disburse-
ment 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 illus-
tration below 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.

j Bank 100.00 Mar 07
B e "‘ﬂ!ﬂ' ietie 500.00 Mar 8, 200

o ot Blmatch & vew - 2331 Mar 9, 2007
F Account Register 63.25 Mar 9, 2007
O tWrite Checks 1,500.00 Mar 9, 2007
.. General Journal Entry 33,46 Mar 10, 2007
F Beqginning Transactions 4,60 Mar 11, 2007
fu Bank 20,00 Mar 11, 2007
j Bank 14,50 Mar 13, 2007
D Peachtree 1,000,000 Mar 13, 2007
fu Bank 36,00 Mar 15, 2007
f Bank 38,16 Mar 15, 2007
D Peachtree 50.00 Mar 15, 2007

If you want more information:

In the Help index, look up “online banking.”

Look up “interest, imported.”
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Allocations (Non-Profit only)

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 indirect 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 Peachtree. 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 trans-
action entry. The latter method will save you time, since all accounts are
selected automatically.

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 appropri-

ate debit or credit amount.
=lofxj

File Edit GoTo Window Hslp
(= =

i 5 = H. &. @
Close  Mew  List ~ Save | Delete Recur Row  Repoits  Help

Journal Entry [<] =]

Date: [ Rewerse Transaction
Reference:
6L Account Description Debit Cradt o6
77000-00 [ Allacatian of January electric bil I I 40,00 |
Utilties Expense Account il be decreased
70006y [ dllocation of January elecric bil I g5.00 | I
Uilties Expeniss-Aviary Dept Account wil be Incraassd
77000-6K [ Allacation of January electric bil I 8500 | I
Utilties Expense-Back Dept Account il be increased
77000-E [ dllocation of January elecric bil I g5.00 | I
Ukilties Experise--Ceramics Account will be Incraased
77000-EQ [ Aliacation of January electric bil I 55.00 | I
Utilties Expense-Equipment Account il be increased
Tatals: 340.00 340.00
Qut of Balance: 0.08

Maximize yvour results with helo from Peachtree experts.
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Allocations (Non-Profit only)

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 YTD 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
Statement of Financial Position, you will create a General Journal entry to
allocate the appropriate figures on the Statement of Activities to the appro-
priate 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
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$200,000.00, and Non-Restricted is $100,000.00. You would enter the fol-
lowing General Journal Entry dated to July 1:

® General Journal Entry

Fle Edit GoTo Window Help

~=1olx|

- = = ;
BNy = = H. . @
Closs  MNew Lsl _ Save ~ Delle Recw Row  Repoits  Help
Journal Entry [=][2]
Date: [1ul1, 2007 [ [ Reyerse Transaction

GL Arcount Desiription

Debit

Credit

Job

33005
Retained Earnings

[ Allocation of Tatal et Assets

450,000.00 |
account wil be decreased

39005-R, | Allocation of Total Net Assets
Met Assets - Restricted

Account will be increased

150,000.00 |

35005-T
Nek Assets - Temporary

[ allacation of Tatal et Assets

Account will be increased

200,000.00 |

390051
Met Assets - Unrestricted

[ Aliocation of Tatal Net Assets

Account will be increased

100,000.00 |

Totals:

Out of Balance:

450,000.00
0.00

450,000.00

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:

% 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 rec-
ommends that you use the description line to specify the percentages to
be used for each account.
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Inter-Fund Transfers (Non-Profit only)
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 (Non-Profit only)

If your organization handles multiple funds and you need to provide sepa-
rate 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 82 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 Associ-
ation 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 transaction are added to keep each fund in balance. The credit to
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1980-02-U balances the Annual Conference and the debit to 1980-03-U
balances the Administrative fund.

General Journal Entry =] 3]

Fle Edt GoTo Window Help

=] = e BH. ®. @
Close  Mew  List Delste Recur Row  Repors  Help

Journal Entry

Date: [Mar 1, 2007 =] [ Rewerse Transaction
Fisferenre: [FUNDTRANS
6L Account Description Debit Cradt o6
1010-03-U [ Cash transfer ta annual canference I I 5,000.00 |
Cash-Opr-Admin Unrestricked Account will be decreased
1010-02-0 [ Cash transfer o annual conference I 5,000.00 | I
Cash-Opr-Annl Conf Unrestricts: Account wil be Incraassd
1980-02-U [ Balancing entry For annual conference fund I I 5,000.00 |
Due From{To Funds- Ann. Con Account il be decreased
1980-03-U1 [ Balancing entry for annual conference fund I 5,000.00 | I
Dus FromiTo_Funds-Admin. Account wil be Increased
Tatals: 10,000.00 10,000.00
Qut of Balance: 0.08

Maximize yvour results with helo from Peachtree experts.
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User Security
Licensing Peachtree Users
Maintain Global Options

Accounting Tab Options

General Tab Options

Peachtree Partners Tab Options
Spelling Tab Options

Time and Billing

Creating Time and Expense Items
Entering Time and Expense Tickets
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Backing Up Your Data
Restoring Your Data
Year-End Wizard

Purge Wizard
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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 windows 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 program.

% 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.

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 and Time and Billing
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.

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 Maintain,
Users.

< 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.
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% 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 Company Tasks section of the Company Navigation Center.

Company Tasks

& Customers & Sales

& vendors & Purchases

n]
ﬂia_il'l Inventory & Services

& Employees & Payroll

=
= Backup wour company data
m Banking Automate your backup process
Restore a backup
7 Company Verity that company Fles ars not missing or damaged
Ll
archive old company data

Shortcuts  Customize
FrEeTT Sr EeparGaE Tram Bier spplications
Sales Invaice:

Receive Maney from Customer U Check for Peachtree Updates

Eill - Py Bl Vigw or download improvements ko Peachtres,
Customer List

Wendor List

Find Transactions i Year End Wizard

General Journal Entry glootie out an apen fiscal year, payroll tax year, or

General Journal Entry
Creake journal entries for things like beginning
balances, depreciation, and balance transfers.

1/ nchronize Peachtree Data on the Web

5
Peachtree - @ Synchronize web resources with your Peachtres
Resource Center » desktop application.

5| Reports
= Yigw company reports

If you want more information:

In the Help index, look up “Navigation Centers, Customers & Sales.”

Look up “Navigation Centers, Company.”
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Below is a table describing each of the routines discussed in this chapter.

Maintain Global
Options

Back Up Data

Year-End Close

296

Global options include a variety of default set-
tings that are grouped on four separate tabs:
Accounting, General, Peachtree Partners, and
Spelling.

Making backups is essential when using
accounting software and Peachtree has an easy
to use system. You can make backups to a
floppy disk or your hard drive.

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.




User Security

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 set up other company
users, and then enter and grant rights to those users.

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 adminis-
trator 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. Then there are special issues related to licensing.
(See “Licensing Peachtree Users” on page 300.) So up-front planning is essential.

The first window you see is the User Security window (shown on page 298).
When you add a user here for the first time, Peachtree automatically sets
that user up as company 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

A password must be at least
7 characters and include
Create Administrator both numbers and letters.
E:’:‘;Zocfo?;‘%a?gmrg:’sjtﬁ:\; ::naad:_nc\;\issst.rator who can create new users and control what Do not inClUde the fOrWa rd
slash (/) character in your
UserName: [admin password. Avoid passwords
Choose Your Passward: ||— that are ObViOUS: like
birthdays or names of
relatives. Passwords are case
L[E‘I sensitive (that is Password,
PASSWORD, and password
User names can be up to 16 are all different passwords)
alphanumeric characters. Do not include and must be unique. Two or
the forward slash (/) character in the user more user records cannot
name. You may want to be descriptive, have the same password.

such as using a person's name or job title/
position in the company.
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After that, the administrator can start adding
other users to the system. Again, this is done in || © Want to learn more
the User Security window. Now, when the 'a‘bout user security? See
administrator chooses the New User button, the user” in the Peachtree

. Help index.
user can be assigned not only a name and P

password but also an access level: administrator
(although we recommend only one administrator per company), full access,
limited access, or no access.

While it might seem odd to set up a user with 7o access rights, you might
want to do this if the individual 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.

User Security - Bellwether Gar upply Once a user is set up, you |
0 can edit his/her rights, copy

rights to another user, or

delete the user altogether.

User List T Crystal Reports ]

3licenses remaining

N
Licensed | User Mame: T Access Areas for This Company N\ |
e Admin All areas, admin New Liser
Ed selected arsas

Edit User's Rights

A

Copy User

Delete User
User rights - Bellwether Garden Supply x|
User name:; [Marge
Password!
i M What kype of access does this user need?
How bo get mors licenses " Administrator (Full access plus the abilty to create users)
© Full access
9 Close @ Selected access
B T—— " None
The names of users The administrator
already added to the Next Cancel
v . adds users to the [
system appear in the o
User Security window system, giving each
Y ’ a user name and If you grant a user Selected
password and Access, click Nextto goon
granting each an to the Selected Access
a access level. window and set the levels.
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Setting Selected Access for a User

If the administrator grants only selected access to a user, the users access
levels need to be defined in the Selected Access window. This window allows
the administrator to grant access to program areas in the current company:

K3

% Customers & Sales

Vendors & Purchase

K3 K3
o

<

» Inventory & Services (“Items” in Peachtree First Accounting)

<

» Employees & Payroll (“Employees” in Peachtree First Accounting)

K3

% Banking & General Ledger

K3

< Company

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.

-". Selected Access - Bellwether Garden Supply 5[
| @, User Security for Ed |
If
& Customers & Sales
Folf Accasy Customers & Sales Access: | Full Access 'I
& ¥endors & Purchases N\ Task Area Ho Access
Full Accazs N~
Maintenance o =
1 Inventory & Services Customer Information Full Access -
L0l A
L Customer Payment Defaults Full Access -
% Employees & Payroll Customer Beginning Balances Full Access -
Full Accazs =
R Tasks Full Access -l
m Banking & General Ledger Quotes Full Access -
Full Accazs =
R Sales OrdersiProposals Full Access -
Company Receive Money Full Access -
Al Access
R Sales/Invaicing Full Access -
Shipments Full Access =

Setting Custom Access for a User

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 give a user 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.
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No Access: The user
cannot open any
Peachtree window within
the program area. Menu
options related to the
program area or window

Tasks Full Access
PaymentsWrite Checks

ER KN}

Add: The user can display  Edit: The user can will be disabled.

the program area or display the program area View Only: The user can
specified Peachtree or specified Peachtree display the program area
window and add new window, add new or specified Peachtree
records or transactions. records or transactions,

window or view existing
data but cannot enter a
new record or change
existing data.

and maintain (edit)
existing data.

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 automati-
cally 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.

Getting the Maximum Number of Licenses for Your Office

In order to have more licenses available, you can register the serial numbers
for all single-user units of Peachtree in your office. If you have five single-
user units, registering all of them will give you a total of five licenses.
Similarly, if you have a multi-pack version of Peachtree, registering your
multi-pack version will automatically give you the purchased number of
licenses for your product.
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In some cases, you'll be able to add licenses for your business. To learn about
options for purchasing additional licenses, you should contact Peachtree

Sales <www.peachtree.com>.

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 || Generd | PoachiecPatners | Speling |

x|

Decimal Entry Mumber of Decimal Places

Hide General Ledger Accounts

T Automatic Quantity fields: 2 - Urit Price fiedds: 2 -

' Manual Standard fields: 2 x ‘wihat fields are standard fields?

LCancel

FE

Help

[T Accounts Pavable (Purchase Orders, Purchases, Credit Memos, Payments)
¥ Payrol Entry
Other Options

¥ &ccounts Beceivable [Quotes. Sales Orders, Propasals, Invaicing. Credit Memos. Recaipts]

¥ ‘wain it a record was changed but ot saved

™ Hide inactive recards

[T Recalculate cash balance automatically in Feceipts, Papments, and Paproll Entry

[T Use Timeslips by Sage Accounting Link

“w'hien sorting transactions by date in most lists and reports, secondary sort should be by:
@ Reference Number ' Pasting 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.

& Want to learn more
about the Global Options
window and its settings ?
See “global options” in
the Peachtree Help index.

Otherwise, choose Automatic, then select the number of decimal places
you want entered automatically; choose from 0 to 5.

If you need price levels or sales taxes 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 general ledger account numbers on certain task windows. You
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can hide general ledger accounts in Accounts Receivable, Accounts Pay-
able, and Employee/Payroll tasks.

= Even if accounts are hidden, you can use the Journal button
Joumal | to view general ledger account information and change
account numbers, if necessary.

Warn if a record was changed but not saved: You can choose to have
Peachtree display 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... checkbox, 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.

Recalculate cash balance automatically: When writing checks in Pay-
ments, Select for Payment, Payroll Entry, or Select for Payroll Entry OR
when entering receipts, you have the option of displaying the cash bal-
ance. This feature lets you monitor your cash accounts as you are entering
data. Check the Recalculate... check box if you want Peachtree to auto-
matically recalculate your cash balance as you enter receipts and pay-
ments.

IE[ If you do not select this box, Peachtree displays “Uncalculated” as
the balance 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.

Use Timeslips Accounting Link: Check this box to activate the
Timeslips Accounting Link option in Peachtree. Timeslips is a time-and-
billing program for small business, 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 activated in Peachtree before you can export and import
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information between the two programs. For more information on
Timeslips, look up “Timeslips” in the Peachtree Help index.

% 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.

% Select Reference Number if you want the secondary sort to be by
reference number. (Reference numbers can be manually entered or
they can be assigned by Peachtree when you print the transaction.)

% 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.:

x|
Aceounting General || PeachheePatners | Speling ||

Improve Performance K

™ Do not show guantity on hand in inventory item lookup lists Help

¥ Do rot prink total page length of reports in report headers Cancel

™ Update the Business Status and Mavigation Centers only when the Refresh button is clicked
™ Update reports automatically when records are saved

™ Remember my login when switching between companies

Line Item Entry Display

@ 1line © 2Line

Smart Data Entry

W Automatic field completion [V Automaticaly create 1Ds on maintenance windaws
¥ Drop-down list displays automatically

Colar Scheme

@ Classic ¢ Professional ¢ Sand ¢ Splash ¢ Vibrant

Reset all one-time messages: Reset

% 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
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helpful if you have a large number of inventory items.) This option isn’t
available in First Accounting,.

Update the Business Status and Navigation Centers only when the
Refresh button is clicked. 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. Noze: The Business Status
Center is a feature of Peachtree Complete Accounting and higher only.

Update reports automatically when records are saved: This option helps
performance where reports are open in the background. If checked,
whenever a record (customer, item, etc.) or transaction is saved, displayed
reports are simultaneously updated. Depending on how many reports are
open, this can slow down the save process noticeably. If this box is
unchecked, the report data only gets updated the next time the report is
clicked on or takes focus.

Remember my login when switching between companies: If you often
switch back and forth between companies, you can have Peachtree
remember your login information. If you have the same User Name and
Password for multiple companies, this will save you time when opening a
new company. This option only works when opening a different com-
pany within the same session; if you close Peachtree and reopen it, you'd
have to log in again. Opening multiple companies at the same time is a
feature of Peachtree Complete Accounting and higher only.

Line Item Entry 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 infor-
mation that is already stored in a record. For example, if you begin enter-
ing an existing customer ID, Peachtree will fill in the remainder. This can
save you typing time and also ensure that information is entered consis-
tently. Note that since all IDs in Peachtree fields are case sensitive. So if
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the ID begins with M (for example, M2256), you must type M, not m,
for the automatic 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 ID: | CRQER [f'\l
Bill To: [LORED Aldred Builders, Inc. 770-555-0654 &
*JARCHER Archer Scapes and Ponds F70-555-4660
WRMSTROMNG Armstrong Landscaping 770-555-5524
Cannon Heathcar te

HAPPLE Chapple Law Offices F70-555-8358

LIMMINGS Cummings Construction F70-555-1147

[asH Dash Business Systems 770-555-9955

% Automatically create IDs on maintenance windows: Select this option if
you want Peachtree to automatically create IDs for records when you
enter them. If you select this option, you can skip the ID on a record
window when you create a new record, for instance, a new customer or
vendor.

% 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 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.

% Professional: Light gray tabs and gray backgrounds.
< Splash: Light pastel colors.

% Sand: Light and dark tan colors throughout the program. This is the
default setting; when you install Peachtree for the first time, this is the
color scheme you'll see.

< Vibrant: Bright and bold colors.
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% Reset all one-time messages: You can select the Reset button to reactivate
all one-time messages so that they will appear when the appropriate con-
ditions occur.

Peachtree Partners Tab Options
This tab lets you choose a security level that determines how Peachtree
Partner applications interface with your Peachtree data.

| Accounting T General IPgachllee Partners I Spelling l

Peacht Part 5 ity Level

' Low - Allow all Peachtres Partner applications to iun
& Medium - Warn before Peachires Partner applications run recommended)

' High - Do not allow any Peachires 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 prompting 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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Accounting T General T FPeachtree Partners T Spelling l

K3
<

Peachtree Spell Check

Peachtree spell check iz available on certain windows throughout the product. For a complete list of
windows where zpell check iz available please click Help.

Spell Check Options

V' Check speling as you type. r Running option:
[ Check spelling on save or close. ™ lgnore Capitalized words

™ lgnore words with mived case
™ lgnore words with numbers
[ Ignaore all UPPERCASE wards
V' lgnore internet addresses

™ Report doubled wards

[V Case sensitive suggestions
[T Suggest split words

Main Dictionary Language: .
Y -Anguag Cuistom [T Auto comect misspelled words.
IAmerican English 'l Dictionary

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 available.

Suggestion speed and accuracy
7 Fast but less accurate
@& Moderately fast and accurate

7 Slow but accurate

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 speed and accuracy of this search.

Main Dictionary Language: Use the drop-
down list to set the language of the main & Want to learn more

dictionary used to check spelling. If you want about your choice of
Custom Dictionaries? See

"“custom dictionaries”
in the Peachtree Help
Running options: These settings affect the index.

to edit custom dictionaries at this time, select
the Custom Dictionary button.

way that Spell Check searches for misspelled
words. For example, you can instruct Spell Check to ignore capitalized
words, Internet addresses, and so forth.
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If you want more information:

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 in Peachtree Complete and

Peachtree Premium accounting 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.

Create all of the necessary
vendors, employees,
customers, jobs, activity
items, and charge items.

Enter your time and expense
tickets, specifying the
employee or vendor, the
customer or job, the type of
activity or expense, and the
amount of time or money
spent.

When you want to bill the
customer for time and
expense, select the customer
in Sales Invoicing; and then
click the Apply Tickets/
Expenses button to display
the time and expense tickets.
Here, you can select and
consolidate tickets and
expenses.

Daily Time
Tickets

January

Weekly Time Sheets

Expense | e tainsent

Frint
Invoices

Sales Invoices 4<®

2

Print Weekly Time Sheets
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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 status, unit, type, and other fields.

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 individual ticket entry or a Weekly Timesheet.
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, number 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.

If you want more information:

In the Help index, look up “Time & Billing, overview."”

Look up “how do I..., time & billing.”

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 customer for and mark them up, if
necessary. You can also consolidate, or group, these tickets 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
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Ticket Listing By Customer 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 window after you click the

Apply Tickets/Expenses button.

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 transactions
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.

Select the options you x
want, including a This process wil back up your campany data and custorized Forms,

reminder, and then
click Back Up \ I~ Remind me when I have not backsd up in I_Tj day(s)

Local Backup Settings

[¥ Include company name in the backup file name
[¥ Include archives in the backup
™| Include atbachments in the badkug

Protect vour data From PC Failures. Free Online Backup For 1 vear,

Backlp | Backlponine| cose | he |

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
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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.

Save Backup for Bellwether Garden Supply as: 2x|
Save_in:la BCS j - £ B2

LETTERS
BLI-053105.pth

File hame: IBeIIwether Garden Supply-031507.pth Save I

Save as tupe: IPeachtrae Backup [*.pth] j Cancel |
Help |

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 5.47ME.

Caniel I

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 recommend backing up at the end of the day so that
other users will not need to access the company data.

If you want more information:

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 existing data before overwrit-
ing it with a backup from a previous point in time.

To restore a backup

= Select File, Restore. This will open the Restore Wizard.

Restore Wizard - Select Backup File x|

Select Backup File

Select the backup fils you want ta restore:

IF you are restaring from a disk or CO ROM, place the disk in the dive now.

Location: |C:\Pew20064CompanytBCS\Belwether Garden Supply-031507.pth Browse

Click Help far more information on any window.

Click Next ta continue.

Tk o] | Help |
Click the Browse button and locate your Once you have selected
Peachtree backup. These files are identified with the file, click Next to
the extension: .ptb. continue.

On the next window, you can verify that the correct backup has been
selected.
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Restore Wizard - Select Company |

Select Company

Select the Company pou wish ta restore your backup file to,
‘f'ou can choose to restore your backup file to an existing company folder or a new company folder.

@ EnEdstng Compang ¢ & Now Compary

o™ [Belwether Garden Suprly

Locajon: IE “Pow200B\CompanyBCS Browse

Click Next to continue.

<Back [ Mew> | Concel | Heh |

N

Ensure that An Existing Company is \ Click Next to continue.
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 Options x|

Restore Options

\

Select the Peachiree files that you want to restore;

™ Customized Forms

™ web Transactions

&

%

T

A\

Click Mext to continue.

<Back [ MWew> | Cancel | Hep |

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.

If you want more information:

In the Help index, look up “restoring, company data files, overview.”

Look up “restoring, company data files, procedure.”
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Year-End Wizard

Finishing your company’s fiscal and payroll years

is a very important process. There are many steps || & Want to learn more
involved, with one of the final steps being the about year-end proce-
dures? See "year-end pro-
cedures, overview" in the
Peachtree Help Index.

process of actually closing out the fiscal and pay-
roll years in Peachtree. Once a year has been

closed, you will not be able to make any changes
to the data for that year.

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

= 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 inter-
rupt this process 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.

In Peachtree Premium Accounting, you can create an archive—a read-only
copy—of your files. This option allows you to easily access the data and
reprint reports.
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Purge Wizard

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

= 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 starting 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 inac-
tive 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 potendially lengthy pro-
cess 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.

If you want more information:

In the Help index, look up “Purge wizard.”

Look up “purge criteria.”
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Accessing a Report
Filtering Options for Reports
Previewing a Report

Saving Changes to a Report
Copying a Peachtree Report to Excel

Report Groups
Financial Statements
Forms

Printing a Form

Batch Printing Forms

Print-n-Sign Tax Forms
Business Analysis

Cash Flow Manager
Collection Manager
Payment Manager

Financial Manager
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S 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 provides reports designed to give you the insight
behind your numbers.

Accessing Reports

There are two ways to access Peachtree reports.

% Click the Reports button in any record window (such as Maintain Cus-
tomers/Prospects) or task window (such as Sales Invoicing) to access a list
of reports appropriate for the open window.

EE

Fie Edt GoTo Window Help

@ close Tynew [Euse Bsave fiseve shew Foelete Flchanaz 0 Fevent ALon [fyLetters [[EReports -| [) atrachments @@

Aged Receivables

| . Customer Transaction History
*Customer 1Dt al o

wme: [ | Click the Reports

Customet Ledgers

Ttems Sold ko Customers

Gereral |conterts | 4 OUTEON tO get. . . , ey
Billto contact: Customer bype: | kd CQuote Register
acount unbers || @ drop-down list of reports e e EREI R

sinsassess || that are pertinent to that 21 | e
, , : i [
L] window. Click an item on | :
City, ST, Zip: I_ A ail: _\\_/,l
comry. | | e list to open the report. | ———7
Sales tax: | |

% Select the Reports button from most Navigation Centers
(Customers & Sales, Banking, etc.) to open reports for =
that area of the program.

Reports
K2
% Select Reports & Forms from the [ Reports & Forms
menu bar; and then the area of the Forms »
program you want. This will open the s B,
Accounts Payable. ..

Select a Report or Form window. |
Fayroll...

anaral | adnar
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i Select a Report or Form
Fle Edt GoTo Windon Help

Accessing Reports

Custom reports have a different icon, and
appear at the top of the list.

L
E@e D§§te GHD

ivﬁt Display

£ J0 A
Optiors Columns  Foris

) “@
Siks  Copy  Heb

Reports i Forms )

Implemented by: ARview - Group 1

& Accounts Receivable
[ Accounts Payable

Eff, payroll

[] General Ledger

[E] Financial Statements
i Tventory

[ 0b Reports

[ Account Reconciliation
[ Time Eupense Reparts
Company Reports

llls crystal Reports

€] Report Groups

Accounts Releivable: Customers and Sales

[B} custom aged a/R

[ Aged Receivables

[ cash Receipts Journal

[ Customer Ledgers

[ customer List

(] Customer Management Detail
[ customer Master File List

[ customer Sales History

[ Customer Transaction History
[ Invoice Register

[ Ttems Sold to Customers

[ Picklist Report

[ Proposal Register

Customers with autstanding invoices sorted by aging category
ey received From customers displayed in Jourmal Format (shawing debiks and credis).
Customers with detail transaction information and outstanding balances.

Contact information For every custamer, incuding name and telephone number. The
Customer Master File Lisk has additional detail

Irwoices that are due with customer credit and balance infarmation
Detall infarmation For every custamer.
Sales history For each customer, ncluding cash sales (receipts).

Invoices and relaked transactions, by customer,

Trwoice list showing date, quote umber, customer name, and invoice amount L
Quantity, smount, cost of sales, gross profit, and gross margin of items sold to customers.

Items on apen sales orders and proposals, Used to pul ems bo Fufil @ sales nvoice, Can
include drop shipments.

Propasals and ther apen ar closed status,

Open, accepted proposals showing the propossl amount, previously biled smount, and

[ Y

On the left, you see the general

On the right, you see the list of reports

area of the program, with the
current selection highlighted.

and a description of each. Double-click
to display a report.

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

Optiens  that appears on the report (filtering)
pjj add, move, or remove columns or fields on the report
Caolumns
change the width of columns, or preview the report
Display
change the fonts
Fonts

3 send the report to Excel, to e-mail (as an attached pdf), or to a pdf
sendTo file
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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 detajls and show only high-level totals).

Modify Report - Aged Heceivables

il
Dates Sorting and Submary Other Optians
Dakz: [This Feriod =l Sart by: [Costomer 1D | [T <olures
A Fonis
s of: Mar 31, 2007 - ™ summarize report
Filkers.
Select afilter: Seleck an aption:
Customer Type -]
Sa}es ReplD
Eortanes PO Mnter =l
When you select a Filter here... ...your options for that filter display here.
Changing Columns or Fonts
‘ To change column widths, display the report
| Customer ID Invoice/CM #
| Customer A | and drag the blue column markers.
| Contact
! Telephone 1

To change the order of columns, or which columns appear, click the Col-

umns 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
Forts
e — /Column Break
atis & column brea - )
Show: &I, Nene 2 A option sends this
Show | Titls Colrn Column Break| Cal # | Forcel field to a new
@ | # | Customer i ] 1 ﬂ —I |
@] | [ | customer Mame ] 1 &I column.
[l | Bl | Cortant [ 1 ider Columns Fiters
@ | [ | Telephone 7 ] To move a
W@l | [ [ inwoicaim ] 2 Help R
@ | @ [ Wetirvoics Amount 25 Aging =] 3 :I | column, select it,
@ | @ | mountDue 2 | ——then use these
] Custorer Lirit buttons.
[l P Number
(] Invaice Date
[l Irwoice Tems El

Previewing a Report

You can have any report display on the screen. This allows you to review the
data before you print it.

]
Fle Edt GoTo window Help
= I;Ij A 1 2 B8 & o G
Close Save Pt uéﬁm Colimns Fants s\et]'p Hide E-mal  Excel F%IF &Rg H‘eﬂ:
IR P R IR TR [T 7
Bellwether Garden ly

Aged Receivables
As of Mar 31, 2007

Fitter Criteria incfides: 1) Includes Drop Shigments. Report order is by ID. Report is prirted K Detail Format

1 Customer |
| Customer
; Contact

! Telephone

Invoice/CM # 0-30 31-60 61-90 | Over 90 days | Amount Due

b o N o N N o

: i
{ALDRED |

10128 5,476.94 5426.94 |

| Aldred Buflders, Inc.
| Tony Aldrfd

| T70-555 00654

| ALDRE

Aldred Builders, Inc.

I

10332 129.87

\
\
129.97 \

5,556.91

5,556.91

Clicking Options lets
you change dates,
filters, or sort options.

\
Click Excel to export this
report to a Microsoft Excel
spreadsheet.

When there is a blue box
around an item, you can
double-click to view the

detail that makes up this
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 name of the Ty vy £

new report in the
Name field. This name
will appear in the list of
reports, denoted as a
custom report by the

Mame: |Stalf Paprall Check Register Description:

Ermplopee List =] This report shows the payioll check register
Exception Report J only for employees who are classified as Staff

Payrall Check Register
Payrall Journal
Payrall Register
Payrall Tax Repart

special icon. gt
Cancel | Help |
/' |
Click Save after you enter a You can enter a description that will appear in the
Name and Description for the  right-hand column of the Select a Report window
new report. when you highlight this custom report.

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.
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To copy a report to Excel, in the Report Preview window, click
the Excel button. Excel

Copy Report to Excel

r File option

0K
1% Create a new Microsoft Excel workbook

 Add a new worksheel ta an existing Miciosoft Excel workbook Cancel

[ Browyse hich

sl |

~ Excel option Report header option
¥ Use freeze pares (headers and labels are visible) % Send header to Page Setup in Excel
™| Enahblz automatic calumn filtering (Suta-fiker] ' Szl i e pmlelzet

r— Report layout option |

i+ Peachiree report layout 7 Raw data lapout
In Peachtree Complete

Example: |, éu:s!nmwlﬂ ) Bate  Transho Type Debit Amt Crodit Ami Balance Accounting and

| Customar R

B i i, daar e e e i higher,you can choose

|+ amoren w7 malncs Fua wmo 10 have the Excel

7 Archer Scapes and Ponds 407 10328 4 5908 30, 784.02
807 10317 51 4008 30,8440 report appear exactly
nsn7 | 54 19,90 3079402 o

d ST 10123 CRJ 2335935 743487 as It dld in Peachtree

”Aﬂm:m“wm an ems s sesass Gosn  The Example box

M7 COMMDOZ ) G097 4491507

\ R ] 8349 “msss  gives you a preview.

N7 COMM00T  5J 49,99 4892857
f 31507 10314 s) 999 4497656
[ sw7 0122 CRJ 1097042 3400814 | |

You can elect to use special Excel features such as freeze panes and automatic
column filtering (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 worksheet. When you use freeze panes, the
elements within these panes remain visible whenever you scroll up or
down in the worksheet.

If you want more informat

In the Help index, look up “Excel, copying Peachtree report to (overview).”

Look up “Excel, copying Peachtree report to (procedure).”
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% 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, if you’re using Peachtree Complete Accounting or higher, you have
two more options:

% 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.
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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 further prompting or key-
strokes required, letting you work on other tasks while a group of reports is
printing. The process is sometimes called gueuing reports. To create a report
group

= Select Reports & Forms, then Report Groups. Click the Groups but-
ton in the toolbar and follow the steps below.

a Select the E
. TS

ay:)propnate a frea of o =5 9
the program from Report Index Rieport Group Name.
the Report Index e to Al Reports | [
field. Highlight the =] 1033 Vendor Repat - =] <Standard> Balance Sheet
report you want to =] <Standard> Balance Sheet || <Standard> Cash Flow
dd 1o th -] <Standard> Balance Sheet/Budg || <Standard> Income - 12 Periad
add 1o the group. = <Standard> Cash Flow
Click the Add .

button. This will
include the reportin
the list to the right.

Description of Rieport Group:

Repeat steps 1 and 2

for the remainder of the Click Save. Give the group a name
reports that you want to 0 and description, and click Save
be part of the group. again.

When you want to print the group, highlight the
© Want to learn more || croup on the Select a Report or Form window

about Report Groups? See | and click Print. All of the reports in the group
"report group” in the

will print.
Peachtree Help Index.
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Financial Statements

Financial statements report to you the state of your business. Peachtree pro-
vides several standard financial statements, and you can customize and
design your own as well. To open the list of financial statements

= Select Reports & Forms, then Financial Statements.

Select a Report or Form =l

e Edt GoTo Window Help

@ X & 8 & | £ & | & & @
lose  Delete  Gioup Eit Display | Opiions Design | SendTo ﬁllﬂéls Copy  Help
Repaorts I Forms |

[E. Accounts Receivable

@ Financial Statements: Balance Sheets and Income Statements 4, Financial Statement Wizard

@ Accounts Payable

B4 Gross Profit by Departments

%51 Payroll [ Income Stmnt - Consoldated This s & custom income statement designed for Bellwsther that summatizsgfincome and
expense activiey using Roll-Up masks,
1] General Ledger [## Income,Rev Budgets This shans income and revised budget,
18 Financial Statements <Standard:- Balance Sheet Standard Balance Shest showing assets, liabiities, and capital,
p zstandard > Balance Sheet /Budg. Rasets, lizbilties, and capital as of & specific date and the comesponging budget balances.
if4 Inventory
[ <standard: Cash Flow Cash receipts, cash payments, and change in cash over a specifiegftime.
[ 30b Reports
|- <Standard> GL Account Summary Beginning balance, activity, and ending balances.
B Account Reconciliatior | <Standard> Income - 12 Period Incame and expenses far companies that use 12 periods per figkal year,
[@ Time/Expense Repoyts [5] <Standard: Income 2 yrs Ineome and expenses For the current petiod and year-ta-datf For this year and last year
| . - - o . _ Incorme and exnenses for the current period and the vear-tf-date. including bercentane o{
Statements that you modify and save have a You can use the Financial
different icon, and appear at the top of the list. Statement Wizard to create your

own financial statements.

When you preview, e-mail, or print a financial statement, you will open an
Options window, 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 financial 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.

If you want more information:

In the Help index, look up “financial statement, displaying on screen.”

Look up “financial statement design, overview.”
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Select the alance Sheet x|
time frame :
Options
for the
statement. Time Erame: | Cunent Period =2 You can
From [Period 3, (3/1/07) 7] To[Perind 3, [3/31/07) <] ad just the
margins so
_+ that the
™ Brint Page Numbers FRiight Margin: [0.250 Inches statement
™ ShowZera Amounts Left Margin: [0.250 Inches
I~ Print All words Capitalzed may be added
‘ I~ Center on Page Nurber Of Copies: [T to a binder.
/ T | gan:k‘ Hep |

Several options allow you to
control how the statement prints.

Print multiple copies of the
statement automatically.

When you display a statement on screen, you can drill down to more

detailed information.

Bellweiher Garden Supply
Balance Sheet
DMaseh 31, 2007

urrent Assets
Fetty Cash

When the cursor changes to a zoom lens,
double-click to drill-down to another

ASETS report that shows the detail of the number

Cash on Hand.
Regular Checking 4 ccount
Pagroll Checking Account
Savings Acoount
Accounts Receivable

$Iw
12505

23,589.83
371109
7,500.00

17494131

~—you clicked on. In this case, Peachtree will
open the General Ledger and show the
activity for the Petty Cash account.

Finally, you can customize financial statements and save them with unique
names. You can delete your customized statements; however, you cannot

delete the standard

financials that come with Peachtree.
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Forms

In Peachtree, a form is a document that prints within a standard layout, usu-
ally on preprinted paper stock, such as an invoice, check, or statement. You
can design a form and print it on blank paper.

Accessing Forms

To access forms,
select Reports and

Reports & Forms  Services  Window  Help

Irvoiesand Pocing ..
—  checks... Forms from the
Accounts Receivable. ., Tl
Accounts Payable. ., a) menu bar.
Payroll, .. Credit Memos, .
General Ledger... Customer Labels and Letters. .,
Financizl Statements. .. Customer Statements. .. Then; from the
Inventory... Employee Labels and Letters. ..
L AT Forms submenu,
Inbs... Purchase Crders. ..
Account Recanciliation. .. Receipts and Deposits... SClCCt the group Of
TimejExpense. .. Sales Orders, Proposals, and Quotes, .
Company... Tax Forms... forms you want to
Crystal Repotts. . Vendor Labels and Letters... . .
Inkernal Accounting Revigw. . [1000-00 VIEW Or Prlnt
Dally Register. .,
1ol

File Edt GoTo Window Help

8 X G e Il

Beports Foms ||

Typ

Description:

Use with prepinted invoice forms to show quanity snd B/0 info. Use Peachire form POWLISO (Isser] of POWIS0
(continuous). Compatible with envelope CE 18

Checks
Payroll Checks Dider Peachties Cheoks and Foms

Credit Memos

Customer Labele and Letters =l

Forms:

bt & BO Preprinted

[ Invaice

[ Invoice Continuous

[ Invice w Freight

2] Inweice w Freight & Backorder
[ Ivoice w/ Ship To & Freight
[ Invoice w. Ship To Prepinted
[ Invice w.Freioht Continuous
5] Negative Invoice

7] Negalive Invoice Continuaus
=] Packing Sip

] Semvice Invoice

2] Semice Inveice Preprinted

(] Service Invoice w/ Item Detail Preview and Print Customize

L
You can change the form type, or Click here to preview, print, or e-mail forms.
general group of forms, here. To custom design a form, click Customize.

Then select your form.
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Printing a Form

You can print many forms from the Task Foms:

. . . 1 WFrght & BO Py ted
windows that they are associated with. For e ———
instance, you can print a sales invoice from =] Invoics Continuous

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.

Preview and Print Invoices and Packing Slips x|
Print/E-mail || PintSetp | Ewmal Options ]|
Inyoioss to piil/e mal Seleot: 41, Hone
Unpinted invoices ] thiough [Mar15, 2007 (5] | Customer ID) [ Customer Name, [Date | Amour
Click
blumbe the fist invoice: [T01
Refresh
Use this fom: [invoice - .

Customize tis fom List to see
the list of
invoices that

{2 Please Refresh List to view updated results, meet your
Filter custamers by: filtercriteria
I B w Y :
e ou can
Deivery method: [Frint and smal - select the
[% Include invaices & packing slips with 2 drop shipment Invoices you
want to
print from
the list.
PirEmal | PrinPreview | Cencel | Hep |
N

Click Print/E-mail to print the
forms after you make your filter
selections.

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.
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Batch Printing Forms

You can batch print a group of purchase orders,
paychecks, AP checks, invoices, quotes, and pro-
posals. Remember how you can leave the transac-
tion number field blank on these task windows?
While you can leave that field blank and print the
order or invoice immediately by clicking Print on
the task toolbar, you can also choose to save the
order or invoice and print a batch of them later.

Purchase Order[&][2]

Date:[Mar 15, 2007 [

ood Thru:[ apr 14, 2007_[7]

PO Mo

Leave this field blank if
you want to batch print
forms.

Peachtree treats all orders and invoices that have a transaction number as

already printed. Those without a transaction number are considered to be

unprinted. When you use batch printing, Peachtree will print all transac-

tions 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.

If you want more information:

| In the Help index, look up “forms design, overview.”
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2 In the Forms list, double-click the Purchase Order form that you want
to print.

Enter the cut off date for Enter the starting PO number. After
printing POs. Any POs with a you have printed your first PO in the
date on or before this date system, Peachtree will remember
will print. what the next number should be.
Preview and Print Purchase Orders x|
Print/E-mail || PiMSetp | E-mai Oplions ]|
Selept”All, None
Inchucke purchase orders thiough: [Mar 16, 2007 (2] ‘ [ Wendo ID. [ endor Name ‘Dale | Emount |
Number the fist purchase order [loT
Usethis o [Puchase Duder 7]
LCustomize this form
ety J/é Please Refresh List t0 view updated resuts,
[ =K =
Delivery method: | Print and e-mail hd
BinEmail | PintPreview | Cancel | Help
Enter any filtering options Ensure that the correct
for this print batch. Click paper is in the printer

and click Print/E-mail

Refresh List to see the
to print the batch.

purchase orders that meet
your filter criteria.

Print-n-Sign Tax Forms

In all versions of Peachtree except First Accounting, there is a feature called
Print-n-Sign forms. It 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 appro-
priate tax authorities. To select and view a Print-n-Sign form
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1 Select Reports & Forms, Forms, then Tax Forms.

2 Double-click Payroll Tax Forms in the Forms list; the Payroll Tax Form

Selector window appears.

Select the form type: federal or state.
If state, use the drop-down list to
specify. If you have previously selected
the form, click Existing Form and use
the Open Forms window.

7;. Payroll Tax Form Sele_tor

From the list of
available forms,
highlight the
appropriate one.

Available Foms

W2s
" State Ga ¥

" Existing Form

[ Select a form
Select form type escription
2005 340 Report Use this form to process
&+ Federal 2005 941/5chedule B/341% Re

2005 943/343-4/943 Reports
2005 945/345-4,/945 Reports

N

When

[~ Select fiing period

Frequency: IYeal\y -
‘Year IZUEW i

Select emplopees for W-2s

Type: |Range I

finished,
click OK.

ADUKE Al L, Duke
AHECTER Anthorry H. Hecter
AKORMEL Alex C. Karnel
BHUIGLEY Brandan A, Hugley
Vou can create a ndw form or open a form that was saved. To|gkerR Bob G. Kerr
Federal or State. selfct the filing period and click OK. IF you ar BRUNNLEY Brandee M. Nunnley
approprists employegs. To select a saved form, click Existing Ao el ann Charlene M. Leland
previously saved forfs. CLIPPER Conrad C. Lipper
CSWINTOR Colista &. Swinton
DEECK Dorathy L., Beck
DCARTER. Drake Y. Carter hd
The Select filing g 8 = \\Ng,- E. A

period box will give you
frequency options
(Yearly, Quarterly,
Monthly). Choose all
that apply to your form.

If the form is a W-2, you can
select all employees, a single

one, or a range; use the From
and To lookup lists to choose.

If you want more information:

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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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.

|'. Open Report : 1'
Select Al | Unselect Al
Feport | Type | Completed | Date Saved |
[ 2005 -4 Repart News Hire 44272006 1:38:38 PM
G4 2005 5-1003 y
[ 2005 945 Report Federal 4 2/8/2006 12:25:25 PM
[ 2005 941 Report Federal 'd 2/8/2006 12:24:45 PM
Highlight the

desired form(s)
in the list; then
click View.

view | Edt | Deletz | Closs |

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. Federal Form W-2s appear in a W-2 Setup wizard, that helps you
verify employee and company 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.

Note: This feature is not intended for use with dot matrix printers.
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Business Analysis

To help you analyze the state of your business you can use Peachtree’s man-
ager tools (not available in Peachtree First Accounting). 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 transac-
tion as entered from the Tasks menu. To access these tools

= Select Analysis from the menu bar.

Cash Flow Manager

The Cash Flow Manager gives you a powerful tool you can use to quickly
grasp the state of your business's cash. It shows you the balances of your cash
accounts, cash expected to come in, and cash expected to go out. In addi-
tion, you can modify settings, such as the time frame you want to see, the
types of transactions (invoices, quotes, purchases, and so on) you include

and expected totals.

Select the Time frame  rimenane formams =1 s aomtomrsom7
that you want to see /(4,' e e
Indiude | Detals | Accout 1D 7 [Description T Starting Balance
Select the accounts u

R P | oetal |10000:00 Petty Cash $237.10

and transactions you ©owl 1200 E?”f”i A

want to include in B i E, o

your projection, using / Tout .02

T
the three tabs. A qq nywhat if” rows for projected income and expenses.

The Cash Flow Manager Graph

You can use the graph on the Cash Flow Manager to see at a glance what the
state of your business is. Choose which columns you want to see: Balances,
Incoming Cash, and Outgoing Cash.

The graph ShOWS you the state How can Timprove ry eash flow? I Balance ll ¥ Incoming Il @ Gigoingll

476,300

of your business’s cash, broken s
down according to the Time ~ #®

443,600

frame selected. You canseeata
glance how your business is s

$10,300

doing. o

s 3 3s 3 3@ 3s 3T 3
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Change Cash Flow Settings
You can modify several settings for your Cash Flow projections using the
Change Cash Flow Settings window.

Select either Open or Historical X
transactions. Open transactions | evwrissuns:

. Projection based on: [Gpen transactions Bl whot & thisz
show you the state of your business [ E—
today, while Historical

Starting Cash

transactions show you the state of Do you want to show nactve cosh accomts?  C yes | @ o

your business at an earlier time. Expected Incoming Cash Expected Outgoing Cash
Inclde | Transaction Type. Incude | Transaction Type.
Invoics. Purchase:
Select which types of transactions = — e
you want to see on your cash flow § |zt s ot
p roj ection. ¥ vendar Receit P |prepayment
r Quote " Customer Payment
r Proposal r Purchase Order
r Sales Order
[l Orer
Sele Ct h OW yo u Wa nt Pea C htree to [V Shows ineoires over 30 days overdus ¥ Show purchases over 30 days lake:
display the due date of customer T ——
invoices: Average days to pay will ransscon ke 5o H
show due date based on the o el T

you customers to pay their bills,
while Transaction due date
shows you the actual date based on
the customer terms.

average number of days it takes /

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 categories you set up in customer defaults. From the Detail win-
dow, you can send collection letters, or schedule a collection date.

ol

He Lot GoTo Uindow tep Thee different levels

cge E'T’e;x Sebet ﬁ% uulmﬁm, Bra@a a of detail give you the
Dioply. @ Numerc C Graph | ] show [pgnofet insight you need to

Leiter

|Show all customers with balances over $0.00 and a ypes. manage co |lections.
Collection Aging
Average Days Outslanding: 12
Aging Brackels 0-30 3160 6150 Over 90 days Total
Dol Yalue i Rk
March 2007 | 15223137 061504 8g97.32 00 |{ 81T
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Chapter 16 Reports

Payment Manager

The Payment Manager analyzes your accounts
& Want to learn more payable, or the money you owe to vendors. It
about the manager tools? shows, both graphically and in report fashion,
See "analysis” in the

invoices broken down into the aging categories you
Peachtree Help Index.

set up in vendor defaults. From the Detail window,
which is the third level of analysis, you can select
items for payment and print a check.

S84 Choose between a
Fle Edt GoTo Window Help
[ =y T O =) 7 numeric and
C@e Ezéu Selct Pt i Brgag vendor Dl Dok b X
Display: = Mumeric mauhﬂ = | Show: [aging s of 3/15/07 | AscfDats [Mar 15, 2007 = graphlcal
Show all vendors with balances over $0.00 and all types. presentation of your
Payment Aglng ; :
#werage Days Dutstanding Ob|lgatIOﬂS to your
Aging Brackets 0-30 31-60 61- am Over 90 days Total vendors
Dollar Value i . :
Maich 2007 || 59576011 35.476.50 210275 0 57.156.06

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.

=lalx .
_‘t GoTo wirdow HE.D Select either the
R - R = 1" numeric or
Display: (% Business Summary € KepBaances [Mar 15,2007 |[=] Spreadsheet Ievel
- Dpetational Ana\ys\sL - Resource Managemert——————
.
Cost of Sales a3 % of Sales: 3028 Current Assets: 273.206.64
Gross Profit as % of Sales: 6972 192675.79 Choose to see
Net Income as % of Sales: 738 Current Ratio: 1.42 H H
either a Business
akinaCa Summary or Key
Retur on Total Assets a5 % 131 Inventory Tumaver 082 Balances.
Return on MetWorth as % 20m Daps AR Dutstanding: 28.36
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vendor 106
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account segments, changing 82
account types 74
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setting up or changing 280
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balancing 282
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chart of, modifying 76
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E

payroll 156
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accrual accounting 54, 56
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adjusted gross 165
adjusting paychecks 265
adjustments, inventory 256
aging 57, 88, 106
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allocating with memorized trans-

actions 290
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analysis, business 334
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273
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unposting 280

batch posting 56

batch printing of forms 330

beginning balances
customer 100, 191
employee 173
general ledger 73
general ledger, entering 78
inventory 133
vendor 115
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billing time/expense tickets 310

bills
paying electronically 247
bills of materials 130
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payment manager 336

C
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modifying 76
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setting up 62
checks
vendor 244, 245
vendor, printing from the
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client/server network
about 8
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converting overview 28
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conversion
DacEasy 30
One-WritePlus 30
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installing the upgrade 28
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starting 29
cost codes
definition 181
cost types



definition 183
costing 122
costing, jobs 188
creating
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salary information 170
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adding 255
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134
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error messages 28
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registering 22
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order process workflow 302
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pay methods 90
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printing from the Reports
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paying employees 264, 267
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vendor 105
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select filter 225
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direct deposit 146
entering 265, 267
fields 159
how calculated 147
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overview 144
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processing for a group 270
selecting to pay 268
set up 149
setup options 144
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transactions 264
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payroll accounts 156
payroll benefits 151
Payroll Entry 265
payroll fields
employee 172
employer 166, 172
explanation of 148
fields, payroll 147
setting up 164
payroll formulas 148
Payroll Setup Wizard
setup complete 158
Payroll Setup wizard 149
Payroll Tax Form Viewer 333
payroll tax forms 331, 333
payroll taxes 156
payroll year, closing 274
Peachtree 145
account types 74
data, backing up 311
data, restoring 313
installing 6
registering 22
reports 318
required accounts 75
uninstalling 25
Peachtree Accounting
frequently asked questions
26
troubleshooting installation
26
update registration 24
Peachtree Credit Card Service
218
Peachtree Managed Payroll 144
Peachtree Partners
security level 307
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Peachtree Simple Payroll 145
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about 8
installing 15
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accounting 280
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posting 280
posting methods
batch posting 56
real-time posting 56
previewing reports 321
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setup 119, 134
prices
changing for individual item
134
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pricing
quantity discounts 119, 136,
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print options 90
printing
forms 329
forms in a batch 330
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paychecks from the Reports
window 270
sales invoices from the
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Print-n-Sign tax forms 331, 333
processing
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226
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Quicken conversion 30
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raise history 176
real-time posting 56
receipts 215
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records

matching bank 286
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update 24
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enter 22
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report groups 325
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accessing 318
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previewing 321
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273
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Reports window
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210
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restoring data 313
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processing for vendors 195
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releasing for vendors 196
setting up 194
setting up for customers 195
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revisions, entering 258
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credit card 218, 220
sales defaults 99
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applying receipts to 215

347



User’s Guide
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window 210
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sales tax agencies 93
sales taxes 93
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setting up 92
security 297
in account register 279
licensing Peachtree users 300
selected access rights 299
security in 279
segments, account 82
Select a Report window 318
Select for Deposit 221
Select for Payroll Entry 267
selecting
items for purchase orders
225
payment filter options 225
purchase orders to create 226
to pay 268
serial number
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update 24
serial numbers 131
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setup complete 158
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settings 28
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To Register Peachtree
e Visit the Peachtree Web site:
www.peachtree.com/register

e To register by phone, call
800-388-4697 Monday - Friday,
8:30 a.m. - 8:30 p.m. ET

To Request Product or
Documentation Enhancements

e Visit the Peachtree Web site:
www.peachtree.com/enhance

e From the Peachtree Help menu,
select Customer Support and Service
and choose Product Feedback

To Purchase Peachtree
Checks & Forms

e Call 800-617-3224

e Order online:
www.peachtree.com/checks

.peachtree.com
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e Call 800-477-6377

e Order online:
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Knowledge Center

* V/isit the Peachtree Web site:
www.peachtree.com/support

* From the Peachtree Help menu, select
Customer Support and Service and
choose Peachtree Knowledge Center

For Customer Training Materials

e Call 800-247-3224

e Order online:
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