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Peachtree Software License Agreement

The following states the license agreement that governs your use of this product. You
acknowledge and accept this agreement by proceeding with the installation of this
computer software from disks or CD-ROM.

LICENSE

PLEASE READ CAREFULLY THIS LICENSE AGREEMENT BEFORE CLICKING THE
ACCEPT BUTTON BELOW. PROCEEDING WITH THE INSTALLATION OF THIS
COMPUTER SOFTWARE INDICATES YOUR ACCEPTANCE OF THE TERMS OF
THIS LICENSE. IF YOU DO NOT AGREE WITH THESE TERMS, YOU SHOULD
CANCEL THE INSTALLATION PROCESS AND RETURN THE PACKAGE AND ITS
CONTENTS TO PEACHTREE SOFTWARE WITHIN SIXTY (60) DAYS, AND YOUR
MONEY WILL BE REFUNDED.

Peachtree Software, Inc. ("Peachtree"), provides the computer software program(s) and
documentation (printed manuals, guides, bulletins, and/or online Help) contained in the
package and any modifications, updates, revisions, or enhancements received by you
from Peachtree or its dealers (the "Program") and licenses its use under the terms
below.

a. You are granted a nontransferable license to use the Program under the terms
stated in this Agreement for personal use in your business or profession. Title and
ownership of the Program and of the copyright in the Program remain with
Peachtree.

b.  You may not make copies, translations, or modifications of or to the Program,
except you may copy the Program into a machine-readable or printed form for
backup purposes in support of your use of the Program. You must reproduce the
copyright notice on any copy of the Program or portion of the Program merged into
another program. All copies of the Program and any portion of the Program merged
into or used in conjunction with another program are and will continue to be the
property of Peachtree and subject to the terms and conditions of this Agreement.

c. Ifyou purchased a single-workstation license of the Program, this license is for use
of the Program on one workstation. You must purchase a license to use the
Program for each additional workstation on which the Program will be installed or
accessed.

d. Ifyou purchased a multiple-workstation license of the Program, this is a single-site
license. The Program may be placed on a local network system, which connects
multiple workstations located at a single site. Use of the Program at additional sites
requires the purchase of additional site licenses.

e. Youmay notassign, sell, distribute, lease, rent, sublicense, or transfer the Program
or this license or disclose the Program to any other person. You may not reverse-
engineer, disassemble, or decompile the Program or otherwise attempt to discover
the source code or structural framework of the Program.

f.  This license terminates if you fail to comply with any provision of this Agreement.
You agree upon termination to destroy the Program, together with all copies,
modifications, and merged portions in any form, including any copy in your
computer memory or on a hard disk.

LIMITED WARRANTY

Peachtree warrants that the Program substantially conforms to the specifications
contained in Peachtree’s packaging and promotional materials for a period of sixty (60)
days from delivery as evidenced by your receipt, provided that the Program is used on
the computer operating system for which it was designed. Peachtree further warrants
that the media on which the Program is furnished will be free from defects in material or
workmanship for a period of sixty (60) days from delivery. All warranties stated in this
Agreement apply only when the Program is used within the United States of America
and its territories. Peachtree’s sole obligation and liability for breach of the foregoing
warranties shall be to replace or correct the Program so that it substantially conforms to
the specifications or to replace the defective media, as the case may be.



Any modification of the Program by anyone other than Peachtree voids the foregoing
warranty. NO OTHER WARRANTIES ARE EXPRESSED AND NONE SHALL BE
IMPLIED. PEACHTREE DOES NOT WARRANT THAT THIS SOFTWARE IS FREE OF
BUGS, VIRUSES, IMPERFECTIONS, ERRORS, OR OMISSIONS. PEACHTREE
SPECIFICALLY DISCLAIMS AND EXCLUDES ANY IMPLIED WARRANTIES OF
MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE. SOME
STATES DO NOT ALLOW THE EXCLUSION OF IMPLIED WARRANTIES, SO THE
FOREGOING MAY NOT APPLY TO YOU.

Support

Peachtree will support the current version of this software and any previous versions
that Peachtree elects to support. However, due to the constantly changing environment
of personal computer technology, previous versions may become inoperable or
incompatible with current operating systems, hardware, or other technologies. For you
to continue to operate successfully, it may be necessary to purchase an upgrade. Free
support is provided for thirty (30) days after Product registration. Any subsequent
support requires purchase of a support option, as outlined in the package or on our web
site.

Tax Updates

Likewise, changes in state, federal, or local tax laws may render this software, or
previous versions, obsolete. To continue to operate successfully, it may be necessary
for you to purchase an update. In addition to these fees, Peachtree may require you to
purchase an upgrade to a current version of the Program as tax laws change. Peachtree
does not update versions of the Program that are not shipping at the time of a change
in tax laws.

RECOMMENDED ENVIRONMENT

This Program has been designed to work optimally in the environment documented
within the system requirements. Any defects, inconsistencies, or issues arising out of
operating outside the parameters set forth therein may require the licensee to pay
additional maintenance/upgrade costs to Peachtree to support and/or rectify.

LIMITATION OF LIABILITY

IN NO EVENT SHALL PEACHTREE'’S LIABILITY TO YOU FOR DAMAGES
HEREUNDER FOR ANY CAUSE WHATSOEVER EXCEED THE AMOUNT PAID BY
YOU FOR USE OF THE PROGRAM. IN NO EVENT WILL PEACHTREE BE LIABLE
FOR ANY LOST PROFITS OR OTHER INCIDENTAL OR CONSEQUENTIAL
DAMAGES ARISING OUT OF THE USE OR INABILITY TO USE THE PROGRAM
EVEN IF PEACHTREE HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH
DAMAGES.

U.S. Government Restricted Rights

The Program is provided to the Government with RESTRICTED RIGHTS. Use,
duplication, or disclosure by the Government is subject to restrictions set forth in
subdivision (c) (1) of The Rights in Technical Data and Computer Software clause at
252.227-7013. Contractor/Manufacturer is Peachtree Software, Inc., 1505 Pavilion
Place, Norcross, GA 30093.

This Agreement is governed by the laws of the state of Georgia. In the event that any

provision of this Agreement is found invalid or unenforceable pursuant to judicial decree,
the remainder of this Agreement shall be valid and enforceable according to its terms.
PEACHTREE and PEACHTREE SOFTWARE are registered trademarks of Peachtree
Software, Inc.
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Introducing and Installing Peachtree Accounting

Getting Started Guide

e Introducing and Installing
Peachtree Accounting =

Introducing Peachtree Complete Accounting Release 7

Welcome to Peachtree Complete Accounting—the award-winning
accounting solution for small business success. Peachtree Complete
Accounting contains all the powerful accounting features of Peachtree
Accounting plus more complex accounting tools such as Job Costing, Fixed
Assets and Time & Billing. Peachtree Complete is the advanced accounting
solution for companies that want to better manage their time, books, and
business.

About This Guide

This guide and the User’s Guide refer to Peachtree Complete Accounting as
Peachtree Accounting.

Before you begin using Peachtree Accounting, be sure to read this guide for
installation instructions, conversion instructions (if you have existing data),
and other important issues. This guide includes the following information:

System requirements for installation
Instructions for installing Peachtree Accounting
Installation troubleshooting tips

Information about converting existing data
Instructions for setting up a new company

Hands-on tutorials that demonstrate common features of Peachtree
Accounting using sample data

Instructions for converting existing Quicken and QuickBooks data
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System Requirements

System Requirements

To install Peachtree Accounting, you need the following hardware and
software:

100% IBM PC compatible computer with a 486 processor (or
higher)

12 MB (megabytes) of RAM (random access memory); 16 MB or
higher is recommended

Microsoft Windows 95, Windows 98, or Windows NT 4

Hard disk with the following free space requirements:

Installation Component Diskette Compact

Install Disc Install
Peachtree Complete Accounting 42 MB 44 MB*
Peachtree Fixed Assets 2 MB 2 MB*
Peachtree Online Tutorial 7MB 42 MB
Adobe Acrobat Reader 3.02 and N/A 15 MB
online manuals

Note: The recommended Peachtree Accounting memory
requirements are in addition to the memory required by your system
software and memory used when entering company data.

*Peachtree Fixed Assets is automatically included if you choose the
Standard setup option while installing Peachtree Complete
Accounting from the Peachtree Complete Accounting compact disc.

MPC compatible CD-ROM drive (if you intend to use the compact
disc version of Peachtree Accounting and multimedia features)

VGA or SVGA monitor that can display a minimum of 256 colors;
SVGA monitor is recommended if using the compact disc version

Do not use large fonts—Peachtree will not display properly.

8-bit or 16-bit SoundBlaster compatible sound card (if using
multimedia sound enhancements included on the compact disc)

Printers supported by Microsoft Windows 95 or Windows NT 4

Mouse or compatible pointing device
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Contents of the Peachtree Accounting Package

The Peachtree Accounting software package includes the following items:

Peachtree Complete Accounting Release 7 Compact Disc

For a complete description of the Peachtree compact disc contents,
see the following section.

Note: Diskettes are included in some upgrade versions of Peachtree
Accounting, if requested. If you purchased a new product, only the
compact disc version is included. A Floppy Disk Order Form is
included if you require this type of media.

Peachtree Complete Accounting Getting Started Guide
Peachtree Complete Accounting User’s Guide

Peachtree Fixed Assets User’s Guide

PeachLink 2.0 Compact Disc and PeachLink User’s Guide

For a complete description of the PeachLink compact disc contents,
refer to the PeachLink User’s Guide.

Peachtree Products and Services Brochure (including information
about Technical Support options, Peachtree Tax Service, Peachtree
Training services, and additional products)

Peachtree Business Checks & Forms Catalog

Contents of the Peachtree Accounting Compact Disc

The Peachtree Accounting compact disc includes the following items;

Peachtree Complete Accounting Release 7

This package includes the Peachtree Complete Accounting setup
program, the Peachtree Complete Accounting program, Peachtree
Fixed Assets program, Peachtree Accounting Help, standard
Peachtree Accounting forms, online tutorial, and sample company
data.

Online versions of the Peachtree Accounting manuals
Adobe Acrobat Reader 3.02

This program allows you to open electronic documents in Portable
Document Format (PDF). You must have Adobe Acrobat Reader
installed before viewing the online versions of the Peachtree
Accounting manuals.



Installing Peachtree Accounting
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Installing Peachtree Accounting

The following instructions explain how to perform a standard (or upgrade)
installation of Peachtree Accounting. If you are using a network, refer to
“Installing Peachtree Accounting on a Network” on page 8.

1

Turn on your computer and start Windows.

Peachtree Accounting setup requires Windows 95, Windows 98, or
Windows NT 4.

Exit all programs and disable virus-protection and screen saver programs on
your computer.

This frees up memory and avoids interference with the Peachtree
Accounting setup process.

Insert the Peachtree Accounting compact disc in your CD-ROM drive; or,
insert Peachtree Diskette #1 in the diskette drive.

If you are installing from compact disc, the Welcome menu appears.
Click Install Peachtree Accounting, and continue with the next step.

If you are installing from diskettes or the Welcome menu does not
automatically appear onscreen, do the following: Select Start, then Run.
Type A:SETUP and select OK. (Substitute the appropriate drive letter
for your diskette or CD-ROM drive.)

Follow the onscreen instructions until the Peachtree Accounting Setup
window appears. Review the installation instructions and select Next.

Read the Licensing Agreement, and select Yes if you accept the terms.

The Select Setup Type window offers up to four setup choices depending
on if you are a new or previous user.

Click an installation option button, and follow the instructions displayed,
clicking Next to continue.

» Standard: Installs everything you need to begin running Peachtree
Accounting. You cannot change the location where the program will
be installed if you select this option.

» Upgrade: This option upgrades you from a previous version of
Peachtree Accounting, maintaining your existing setup settings.

» Custom: You can set a different path for the program or data files
using this option, or choose which components of Peachtree
Accounting you want to install.

* Network: This option allows you to install program and data files in
a network environment.
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7 In the Select Peachtree Accounting Program Folder window, change the
name of the Peachtree Complete Accounting program folder, if necessary.
Click Next to begin installing.

If you are installing from diskette, follow the prompts and insert
additional diskettes as needed.

8 A final window displays, indicating the successful completion of
installation.

* Read: Select this to view the Peachtree Accounting Release Notes file.
* Begin: Select this option to launch Peachtree Accounting.

» Return; Select this option to return to Windows.

After installing Peachtree Accounting, you can optionally install the online
manuals. For more information, see “Installing Online Documentation” on

page 7.

When finished with the setup process, you can set up a new Peachtree
Accounting company, explore sample company data, or convert existing
company data from a previous version of Peachtree Accounting. For more
information on what to do after installing Peachtree Accounting, see “What'’s
Next?” on page 17.
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Installing Online Documentation

Electronic versions of the Peachtree Accounting manuals are included on the
Peachtree Accounting compact disc. To display or use these documents, you
must have Adobe Acrobat 3 (or higher) installed on your computer.

Use the following procedure to install Adobe Acrobat Reader and Peachtree
Accounting online manuals.

1

If proceeding after installing Peachtree Accounting from the compact disc,
select Install Online Documentation from the Welcome menu.

If you completed the Peachtree installation earlier and now want to load
the online manuals, do the following:

« Exitall programs and disable virus-protection and screen saver
programs on your computer.

+ Insert the Peachtree Accounting compact disc in your CD-ROM
drive.

+ A Welcome menu displays. Select Install Online Documentation,
and continue with the next step.

If the Peachtree Welcome menu does not display, select Run from the
Start menu. Type DADOC\SETUP and select OK. Substitute the
appropriate drive letter for your CD-ROM drive.

Follow the prompts to install the online manuals and Adobe Acrobat
Reader (if necessary).

Displaying the Peachtree Accounting Online Manuals

1

From the Start menu, select Programs, and then point to the Peachtree
Accounting folder (or the name of the program folder you chose during the
Online Documentation setup).

Select the manual you want to read.

» Getting Started Guide: the online version of the Peachtree Complete
Accounting User’s Guide (PCWGS.PDF)

» User’s Guide: the online version of the Peachtree Complete
Accounting User’s Guide (PCWUG.PDF)

» Fixed Assets User’s Guide: the online version of the Peachtree Fixed
Assets User’s Guide (PCWFAUG.PDF)

For complete information on using Adobe Acrobat Reader, refer to the
Online Guides installed with the Acrobat Reader program.
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Installing Peachtree Accounting on a Network

A network connects all types of computers and computer-related devices,
such as hard drives, printers and CD-ROM drives. Computers that share
devices with other computers are called servers.

Peachtree Accounting comes network-ready and multiuser; it is ready to
install on a network for use at your company. Peachtree Accounting will run
on two basic types of networks: peer-to-peer, such as Windows 95
Networking, and client/server, such as Novell 4.x or above. Before you install
on your network, you must know whether you have a peer-to-peer network
or a client/server network.

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
the data on everyone’s computer, only the primary server (such as the
administrator’s computer).

Examples of peer-to-peer networks are Artisoft’s LANtastic or Windows 95
Networking.

Client/Server

This is a network with a traditional server acting as a central unit (the primary
server) with several workstations connecting to it. The server is where you
store the data that will be shared by the workstations.

Network Considerations

Peachtree Accounting can be operated on any network software that supports
Microsoft Windows and NetBios. However, there are certain considerations:

* Your data must reside on a network drive (either on the server or the
administrator’s machine for a peer-to-peer network).

+ Ifyou install the program files on each workstation, it enhances
performance. Make sure you have full access (administrative rights)
to the drive you are installing Peachtree Accounting.

* When you receive an upgrade to Peachtree Accounting, you must
install the update the same way as you installed the original program.

+ Real-time posting is recommended for better performance and fewer
conflicts.
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Installing on a Client/Server Network

Use the following instructions to install Peachtree Accounting on a client/
server network, such as Novell 4.x or above. Use the same instructions to
install Peachtree Accounting on each workstation, specifying the server as the
location for data files and the local hard drive as the location for program files.
Installing the Peachtree Accounting program files to each workstation’s local
hard drive (for example, C\PEACHW) improves performance and speed.

Note

Before beginning this procedure, it is assumed that you have a shared network
drive established and that workstations are mapped to this network drive.

1 Exit all programs and disable virus-protection and screen saver programs on
your computer.

2 Insert the Peachtree Accounting compact disc in your CD-ROM drive; or,
insert Peachtree Diskette #1 in the diskette drive.

If you are installing from CD-ROM and the Welcome menu displays,
click Install Peachtree Accounting and continue with the next step.

If you are installing from diskettes or the WWelcome menu does not
display onscreen, do the following: Select Start, then Run. Type
A:SETUP and select OK. (Substitute the appropriate drive letter for your
diskette or CD-ROM drive.)

3 Follow the onscreen instructions until the Peachtree Accounting Setup
window displays. Review the installation instructions and select Next.

4  Read the Licensing Agreement and select Yes if you accept the terms.

The Select Setup Type window offers up to four setup choices depending
on if you are a new or previous user.

5  Select the Network setup type.
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6

The Select Location window displays. Enter a program and data path, then
click Next.

The default location or path for the program files is the directory
PEACHW on drive C. We recommend leaving this path as the default to
increase speed and performance. If the workstation you are installing
does not have a hard drive, you will need to change this location to the
network drive. Select Browse next to the Program Path field to change
the path for the files. If you know the name of the path, you may type the
path into the field.

Make sure the Data Path is set to the proper network drive (for example,
F\PEACHW). Do not set the data path to a network root directory (for
example, F:\). Change the location of the data files by selecting Browse
next to the Data Path field.

A window displays for you to select which Peachtree Accounting
components you want to install. Choose the components to install and click
Next to continue.

In the Select Peachtree Accounting Program Folder window, change the
name of the Peachtree Accounting program folder, if necessary. Click Next
to begin installing.

If you are installing from diskette, follow the prompts and insert
additional diskettes as needed.

A window displays, indicating the successful completion of installation. If
any of your system files were modified during installation, you will see
different options.

* Read: Select this to view the Peachtree Accounting Release Notes file.
» Begin: Select this option to launch Peachtree Accounting.

» Return: Select this option to return to Windows.

When installation is complete, see “About Record and File Locking” on
page 14.
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Installing on a Peer-to-Peer Network

You must first install the software on the computer where data files will be
located. This is probably the network administrator’s computer (the primary
server). Then install Peachtree Accounting on each workstation, specifying the
network administrator’s computer as the location for data files, and a local
drive (usually C:) for the program files.

Note

Before beginning this procedure, it is assumed that you have at least one
shared drive established (possibly on an administrators computer) and that
workstations are mapped to this drive.

Installing on the Network Administrator’s Machine

Follow these steps to install Peachtree Accounting on the network
administrator’s computer, or the primary server, before installing on any
workstations. The network administrator’s computer is where the data files
will be located.

1 Exit all programs and disable virus-protection and screen saver programs on
your computer.

2 Insert the Peachtree Accounting compact disc in your CD-ROM drive; or,
insert Peachtree Diskette #1 in the diskette drive.

If you are installing from CD-ROM and the Welcome menu displays,
click Install Peachtree Accounting and continue with the next step.

If you are installing from diskettes or the Welcome menu does not
display onscreen, do the following: Select Start, then Run. Type
A:SETUP and select OK. (Substitute the appropriate drive letter for your
diskette or CD-ROM drive.)

3 Follow the onscreen instructions until the Peachtree Accounting Setup
window displays. Review the installation instructions and select Next.

4  Read the Licensing Agreement and select Yes if you accept the terms.

The Select Setup Type window offers up to four setup choices depending
on if you are a new or previous user.

5  Select the Network setup type.

11
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6  The Select Location window displays. Enter a program and data path, then
click Next.

Install the program and data files to the same path—the network
administrator’s (or primary server’s) hard drive. The default location or
path for the program and data files is the directory PEACHW on drive
C.

7 A window displays for you to select which Peachtree Accounting
components you want to install. Choose the components to install and click
Next to continue.

8 In the Select Peachtree Accounting Program Folder window, change the
name of the Peachtree Accounting program folder, if necessary. Click Next
to begin installing.

If you are installing from diskette, follow the prompts and insert
additional diskettes as needed.

9 A window displays, indicating the successful completion of installation. If
any of your system files were modified during installation, you will see
different options.

* Read: Select this to view the Peachtree Accounting Release Notes file.
* Begin: Select this option to launch Peachtree Accounting.
» Return: Select this option to return to Windows.

10 Next, continue with the following section, “Installing on a Workstation.”

Installing on a Workstation

First, install Peachtree Accounting on the network administrator’s computer.
Then, follow these steps to install Peachtree Accounting on each workstation.
Make sure you know the drive and directory of the data files located on the
network administrator’s computer before you begin installation.

1 Exit all programs and disable virus-protection and screen saver programs on
your computer.

2 Insert the Peachtree Accounting compact disc in your CD-ROM drive; or,
insert Peachtree Diskette #1 in the diskette drive.

If you are installing from CD-ROM and the Welcome menu displays,
click Install Peachtree Accounting and continue with the next step.

If you are installing from diskettes or the \WWelcome menu does not
display onscreen, do the following: Select Start, then Run. Type
A:SETUP and select OK. (Substitute the appropriate drive letter for your
diskette or CD-ROM drive.)
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3 Follow the onscreen instructions until the Peachtree Accounting Setup
window displays. Review the installation instructions and select Next.

4  Read the Licensing Agreement and select Yes if you accept the terms.

The Select Setup Type window offers up to four setup choices depending
on if you are a new or previous user.

5  Select the Network setup type.

6  The Select Location window displays. Enter a program and data path, then
click Next.

The default location or path for the program files is the directory
PEACHW on drive C. We recommend installing the program files to the
local hard drive to increase speed performance. If the workstation does
not have a hard drive, change the location of the program files to the
network. To change the location of the program path, select Browse next
to the Program Path field.

Make sure the Data Path is set to the proper network drive (for example,
F\PEACHW). Do not set the data path to a network root directory (for
example, F:\). Change the location of the data files by selecting Browse
next to the Data Path field.

7 A window displays for you to select which Peachtree Accounting
components you want to install. Choose the components to install and click
Next to continue.

8 In the Select Peachtree Accounting Program Folder window, change the
name of the Peachtree Accounting program folder, if necessary. Click Next
to begin installing.

If you are installing from diskette, follow the prompts and insert
additional diskettes as needed.

9 A window displays, indicating the successful completion of installation. If
any of your system files were modified during installation, you will see
different options.

» Read: Select this to view the Peachtree Accounting Release Notes file.
* Begin: Select this option to launch Peachtree Accounting.
» Return: Select this option to return to Windows.

10 Repeat these instructions for each workstation.

13
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If you install Peachtree Accounting to run on a network, sharing data with
more than one person, you could have more than one person entering
invoices, payments, orders, etc. for the same company at the same time.
Peachtree Accounting uses Record and File locking to ensure that data is
properly protected and updated. A record is one group of information,
composed of related fields. For example, the fields in one customer’s
window—Name, Address, Phone, etc.—go together to form that customer’s
record. Likewise, all customer records go together to form the customer file.

FILES
CUSTOMER VENDOR
SALLY ACME PHONE ACME
JONES ANVILS co. SUPPLY
RECORDS

If two people were making changes to the same customer, without record and
file locking, two things could happen:

« The information could get jumbled, combining each person’s
changes.

+ Person #1, working on the same customer information as Person #2,
saves his changes first. Person #2 finishes their changes and saves the
record a few minutes later. Person #2’s changes will be the only
changes saved, since Person #2 was the last person to save the record.

To eliminate either possibility from occurring, Peachtree Accounting uses
“locks” to prevent a particular record or file from being accessed by more than
one person at a time. In the example above, when the second person attempts
to change the customer record the first person is using, Peachtree Accounting
will wait for the first person to finish, then allow the second user to begin. In
special cases when Peachtree cannot wait, it will display the following
message:

“That record in file ‘Customer.DAT is currently in use. Please try again
when it is available.”

Peachtree Accounting uses two different types of locks: Record Locks, and
Exclusive File Locks.
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Record Locks

A record lock prevents more than one user from working on the same data
record, such as customer information, at the same time. This ensures that
record information does not become jumbled, and changes are processed
correctly.

For instance, when you select Maintain Customers/Prospects and choose a
Customer ID, Peachtree Accounting “locks” that record. Other users who
attempt to access the same customer record will first experience a waiting
period to allow the first user to finish. Once Peachtree completes the first
user’s task, Peachtree will begin the second task. In special cases, you may
receive a message indicating that the record is currently locked. Once the first
user has saved changes and closed the record, Peachtree Accounting removes
the lock, allowing other users to access the record. Other users will still be able
to perform functions such as entering invoices and printing reports, but no
one else will be able to update the customer information until the first user has
finished and closed the record.

For example, if you are using real-time posting and changing a customer
record, and a second user is simultaneously posting a receipt for the same
customer, the second user’s posting will experience a waiting period while
Peachtree saves your customer changes. Then, Peachtree will post the second
user’s receipt.

Exclusive File Locks

An exclusive file lock prevents more than one user from accessing the same
file at the same time. During critical processes, an exclusive file lock is placed
on all of your company’s files. These processes include

« Backing up

* Restoring

+ Changing the period

+ Closing the payroll (calendar) year
+ Closing the fiscal year

+ Posting (From Tasks menu, System, Post)
only in Batch mode

* Unposting (From Tasks menu, System, Post)
only in Batch mode

* Maintaining user IDs and passwords

+ Purging data

15



1

Introducing and Installing Peachtree Accounting
Getting Started Guide

16

When you attempt to perform any of these processes, if another user has the
company open, even if only at the main screen, the following message
displays:

“You are attempting to access an area that another user is also using, or
you are attempting to perform a process that requires single-user access.
Please try again when no other users are attempting the same operation
or accessing Peachtree Accounting.”

Once no one else is using Peachtree Accounting, try the process again.
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What'’s Next?

Now that you have successfully installed Peachtree Accounting, you’re ready
to get started using the program. One of the best ways to get familiar with
Peachtree Accounting is to open the program and look around.

If you need assistance starting the program or navigating within Peachtree
Accounting, refer to the “Basics” chapter of the User’s Guide.

Registering Peachtree Accounting

Register your copy of Peachtree Accounting as soon as possible after installing
the program. Registration is very important because it ensures you of timely
program updates and upgrade offers, exciting new product information,
payroll tax service information, technical support options, and a variety of
other benefits.

Note

You can only use the software a limited number of times before you must
register. Also, if you are operating on a network, you must purchase and
register a licensed copy of Peachtree Accounting for each workstation. For
more information on multiuser licensing, open Peachtree Accounting Help
and search for “multiuser” in the online index.

1 Start Peachtree Accounting. If your product is not registered, a window
appears asking you to register.

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

2 In the initial Register Peachtree Accounting window, select Register Now.

3 Enter your Peachtree Accounting Serial Number.

Your serial number is located on the inside cover of this manual, the
Getting Started Guide.

17
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Enter the Registration Unlock Code.
To obtain an unlock code, do one of the following:

Call Peachtree Software toll free at 1-800-718-1592. International
customers can call 612-906-3201. Please have your serial number,
company address, and telephone number available before speaking with a
Peachtree Customer Service representative. The Customer Service
representative will then give you an unlock code.

Visit Peachtree Software’s Internet web site at
http://www.peachtree.com/register/. After answering a few questions,
you will be given an unlock code.

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

If you select the Register Later button, you can use Peachtree Accounting
a limited number of times before you need to register. A message will
show the remaining number of uses before continuing. If you have no
remaining uses left and choose not to register, Peachtree Accounting will
shut down. If you start Peachtree Accounting again, you will be
prompted to register again.

Note

Write down your serial number and registration unlock code and keep
them in a safe place in case you ever need to reinstall the product.

Practicing with Sample Data and Tutorials

18

Before you begin setting up your company in Peachtree Accounting, it is
highly recommended that you explore the sample company data installed
with Peachtree Accounting. You can practice adding records or transactions
without using your own data.
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Exploring Sample Company Data
Peachtree Accounting includes the following sample company data:

» Bellwether Garden Supply. This is a retail and service company that
demonstrates Peachtree’s extensive inventory and job tracking
capabilities. The Peachtree Accounting system date is set at
March 15, 2003.

» Pavilion Design Group: This is a graphic service company that
demonstrates Peachtree’s Time & Billing features. To view data
effectively, you must set the Peachtree Accounting system date to
January 10, 2000 (as described in the written tutorial in this guide).

If you do not have sample company data installed, you can reinstall Peachtree
Accounting, select the Custom installation option, and choose to load sample
company data only.

Following Online and Written Tutorials

Peachtree Accounting offers you two tutorials to get acquainted with the
software.

* Online Tutorial: This is a multimedia introduction of the basics and
new features of Peachtree Accounting. If you installed Peachtree
Accounting from compact disc, you have the option of running the
tutorial from your hard disk or the compact disc. The compact disc
version of the tutorial offers additional sound options.

*  Written Tutorial: This is a hands-on demonstration of Peachtree
Accounting. It uses sample company data, allowing you to enter
fictitious data and explore many features included in Peachtree
Accounting. To begin, see “Tutorials” on page 49 of this guide.

Creating a New Company

If you are ready to begin setting up a new company in Peachtree Accounting,
see the “Creating a New Company “chapter in the User’s Guide. This chapter
walks you through initial setup decisions using the New Company Setup
program included with Peachtree Accounting.
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If you are upgrading from a previous release of Peachtree Accounting, First
Accounting, or Peachtree Complete Accounting, you can convert existing
company data to the new format and continue using it.

O To convert existing Peachtree company data, see “Upgrading from
Previous Versions” on page 29 of this guide.

If you used Quicken or QuickBooks/QuickBooks Pro, you can convert
existing data to the Peachtree Accounting format.

O To convert existing Quicken data, see “Converting Quicken Data to
Peachtree Accounting” on page 213 of this guide.

[0 To convert existing QuickBooks or QuickBooks Pro data, see
“Converting QuickBooks Data to Peachtree Accounting” on page 245 of
this guide.
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Peachtree Technical Support

Help is as close
as your phone,
fax, or online
computer.

We’ll get you
started off
right!

We make every effort to ensure that our software, online Help, and user
manuals are as complete and easy-to-use as possible. However, questions
sometimes do come up. If you require technical assistance, take a moment to
read about various Client Support options included in the Peachtree Products
and Services brochure that came with your software package.

Peachtree Software offers several methods for getting help including a
searchable database of technical tip documents at our Internet web site at
http://www.peachtree.com, PeachFax (fax-on-demand service), one-to-one
or group training at authorized Peachtree Support Centers, and various
telephone support options, where you will receive quality technical support
from trained support professionals.

Your first 30 days are free! That’s right—to make sure you get up and running
quickly on your Peachtree software, we offer 30 days of support available free
of charge to our new clients. The free support is under your Peachtree
warranty and begins the day you register your Peachtree product. Whenever
you have a question just call the appropriate number provided and one of
Peachtree’s support specialists will happily assist you.

Prior to obtaining technical support, we ask you to register your product.
After registering your product, you will be provided information on how to
receive technical support.

[0 To register your Peachtree Accounting product, call 1-800-718-1592.

[0 For more information on support plan memberships, call 1-800-247-3224.

Peachtree Software Internet Web Site

Peachtree also offers technical support services at our Internet web site at
http://www.peachtree.com. You can view information on each Client
Support option as well as other Peachtree Software product information.

Note

Peachtree Technical Support rates and information mentioned in Peachtree
Accounting manuals, the Peachtree Products and Services brochure, and
Peachtree Accounting Help are subject to change without notice.

21
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There are a couple of options you need to try before contacting Peachtree
Software Client Support:

+ Register your Peachtree Accounting product, if you have not already
done so.

+ Read the section in the User’s Guide that documents information
about the procedure you are doing, or refer to Peachtree
Accounting’s online Help.

« Consider examining technical tips and frequently asked questions
Peachtree Software publishes at the Peachtree Software web site.

+ Attempt to duplicate the error in one of the sample companies
provided with your software.

The Peachtree representative answering your call will need certain
information to assist you. To help the representative provide you with the best
service, please do the following:

1 Be at your computer and have your manuals available.

2 Know the telephone number you have registered your product under or
have your product serial number available.

Your serial number is located on the inside cover of this manual, the
Getting Started Guide.

3 Know the name and product number of your program. To determine your
product information, select About Peachtree Accounting from the Help
menu.

4 Write down the steps you performed prior to the problem occurring.
5  Write down the exact error message(s) displayed on your screen.

6  From the Help menu, select Technical Support Information. Enter the
appropriate information and click the Print button. This information will
assist Peachtree Client Support technicians when resolving your problem.

If you are operating on a network, please provide the name of your network,
the location of the Peachtree Accounting program (program path), and the
location of your Peachtree Accounting company data (the data path).

If you are experiencing problems printing a report, form, or financial
statement, please provide the name of your printer and possibly the printer
driver used.
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Note

For printing errors, consider printing to an alternate printer to help isolate the
problem. If you designed a custom report, form, or financial statement, try
printing the standard (predefined) version. Also, open the sample company
and try printing the same report, form, or financial statement. This helps
determine if the problem is specific to your customized design or company
data.

Uninstalling Peachtree Accounting

If you need to remove Peachtree Accounting, use the Uninstall program
included with Peachtree Accounting when it was initially installed.

Note

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

To delete Peachtree Accounting program files, do the following:
1 Turn on the computer and start Windows.

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

3 Select Peachtree Complete Accounting from the program list, then click
Add/Remove.

4 Select Yes to confirm that you want to remove Peachtree Complete
Accounting program files.

Once the program has been removed and the process has finished,
choose to return to Windows.
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Below are frequently asked questions that may help you resolve errors during
or errors when starting Peachtree Accounting.

Frequently Asked Questions
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When | attempt to install Peachtree Accounting, | received the
error, “You must have full administrative rights to your
computer.” What’s wrong?

This message can appear on Windows NT and Windows 2000, especially if
you are operating in a network environment. In order to install Peachtree
Accounting 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.

What will happen to my existing Peachtree company after |
install the upgrade?

Your data will be converted to the new Peachtree Accounting 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
Accounting. For that reason, we strongly suggest that you back up your data
to diskettes before converting your company files. For more information, see
the next chapter in this guide, see “Upgrading from Previous Versions” on

page 29.

What will happen to my custom reports, forms, and financial
statements?

They will be converted for use in the new Peachtree Complete Accounting
format. For more information, see “Conversion Issues” on page 35.
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| tried opening Peachtree Accounting, and received an error that
read “Btrieve initialization failed due to invalid transaction file.
Please delete the Btrieve.trn file, exit Windows and retry.” What
happened?

Btrieve, the underlying database structure used by Peachtree Accounting, has
a limit of approximately 50 characters in the directory path name. For
instance, you could install Peachtree Accounting to a directory called

C:\BUSINESS\ACCOUNTS
but you could not install it to a directory called
C:\BUSINESS\FINANCES\ACCOUNTS\PEACHW\GROUPA\PCHTREE

The length of the path to your files would cause a Btrieve error. Correct the
data path, then go to your Windows directory and delete the file MKDE.TRN.
Then restart Windows. (For Windows 95 users, please see next question.)

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

Install Peachtree Accounting now as a normal stand-alone computer, not
attached to a network. When it’s time to change to a Network Installation,
reinstall Peachtree Accounting on all machines, using the Network setup. If
you decide that the data files should reside on a different computer, you will
have to copy your company directory to the other computer. For more
information, see “Installing Peachtree Accounting on a Network” on page 8.

| 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 a compact
disc or diskette. Try installing the program on another computer. Turning off
screen savers and virus checkers may also help. If you suspect that a compact
disc or diskette is damaged, please contact Peachtree Technical Support for
replacements.
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I’'m getting a message that says “Setup initialization error due to
insufficient memory” or the message “Cannot find Status.dat”
and/or “Options.dat.” How can | correct it?

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

Peachtree Accounting requires that you have a minimum of 12 MB of physical
RAM installed on your computer. Restarting your computer will also reset
your memory.

Why am | getting a “Btrieve version 5.10 is too old” message
when | attempt to start Peachtree Accounting?

Peachtree Accounting currently uses the Btrieve database engine (version
6.15). When other programs, using an older version of Btrieve (such as
version 5.10), are loaded into memory first, you will get this error when
attempting to start Peachtree Accounting. To correct this error, start
Peachtree Accounting before starting other programs using Btrieve. For more
information, dial our PeachFax service at 1-800-719-3216 and request
document #36535 or search for this document number at the technical
support area of Peachtree’s Internet web site.

I’m having problems using Peachtree Accounting and my large
system fonts.

Peachtree Accounting does not support large system fonts in your Windows
display settings. To use Peachtree Accounting, please switch your system fonts
to the small font typically used in Windows.
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I’m starting Peachtree on a workstation across the network, and
I’m receiving the message “Cannot open FA\APEACHW\STATUS.DAT
or OPTIONS.DAT.” What do | need to do to correct it?

Peachtree either does not have enough memory to load these files or it cannot
find the files to load. First, check your network connections. You may have to
restart your computer to establish the connection to remote network drives.
Restarting your computer will also reset your memory.

If you are running on the following two networks, you may need to update
your networking software. Novell Netware Lite: you may need to acquire two
patch files from Novell, L11DO3.exe and L11U05.exe. Invisible LAN: you
need to be running version 3.52 or greater.

I’m installing on a Novell Network version 3.12 or higher
workstation, and am getting a “could not remove file” message.
Why is Peachtree Accounting not installing on my network?

The problem can be resolved by updating your Novell VLM version to 1.2 or
higher. As awork-around, you can remove the read-only attributes of the files
in the \PEACHW directory, before you install on the network workstations.

I’m running Peachtree Accounting on a network, and | frequently
receive the message “The record in file ‘Customer.DAT’ is
currently in use. Please try again when it is available.” What can |
do about this?

When running in a multiuser environment, such as a network, Peachtree
Accounting uses Record and File Locks to prevent more than one person
working with a record at a time. This makes your data more secure and
prevents problems with data being improperly saved. For more information
see “About Record and File Locking” on page 14. To help reduce the number
of conflicts of this type, we suggest you use the real-time posting method,
rather than batch posting. See the User’s Guide for more detail.
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e Upgrading from Previous

Versions e

Installing the Upgrade

If you are upgrading from a previous release of Peachtree Accounting,
Peachtree Complete Accounting, or First Accounting, install the updated
program in the existing Peachtree Accounting directory (usually \PEACHW,
unless you changed it to a different name during the previous installation).
During the installation process, select the Upgrade setup option. This option
upgrades your program files from a previous version of Peachtree
Accounting, maintaining your existing installation and registration settings.
For more information, see “Installing Peachtree Accounting” on page 5.

If you elect to use a new or alternate directory name, you will be prompted for
the Release 7 serial number and registration unlock code. For more
information, see “Registering Peachtree Accounting” on page 17.

Using Existing Data

30

If you are upgrading and attempt to open your established company data for
the first time, a window displays asking you to convert your data to the new
format. This is required if you intend to use your company in the new release
of Peachtree Accounting.

The purpose of this chapter is to explain how to convert existing Peachtree
Accounting data to the new Peachtree Complete Accounting Release 7
format. It will inform you of conversion issues you may encounter when
attempting to use existing Peachtree Accounting data.

Before you begin converting Peachtree Accounting company data, be sure to
read this chapter completely and carefully.
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Converting Existing Company Data

The company data conversion is used only for companies that used prior
releases of Peachtree Complete Accounting (for Windows), Peachtree
Accounting, or First Accounting. This process does not convert company data
from Peachtree Complete Accounting for DOS. The MS-DOS conversion
requires a separate utility available from Peachtree Software. To order the
Peachtree Complete Accounting for DOS conversion utility, please call
1-800-247-3224.

Before You Begin

Before you proceed in converting your data, we recommend you turn off all
screen savers, disable virus-protection software, and close all other
applications. This will speed up the conversion and avoid any errors.

Also, make sure you have ample hard-disk space available where your data is
located before converting your company. The conversion may require up to
2.5 times the size of your company data to convert successfully depending on
the version you are converting. For example, if your company is 2 MB, you
should make sure 6 MB of hard-disk space is free. This does not mean your
company will triple in size. Peachtree uses the extra space temporarily while
converting.

Note

Starting the

In some cases your company data may increase in size after the conversion.

Data Conversion

To begin the conversion process, follow these instructions:
1 Open your company by selecting Open Company from the File menu.

If your company is in a prior format (Peachtree Complete Accounting,
Peachtree Accounting, or First Accounting), a Conversion window will
display. You have three options; Backup, Continue, and Cancel.

2 Select Backup to begin the process of making a backup of your company
data prior to conversion. Once the backup is complete, you return to the
Conversion window.
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as

Warning

We strongly recommend you make a backup before converting your
company data to the new Peachtree Complete Accounting format. This way
if something failed or there was a power outage, you could restore the backup
and convert again. Also, it’s a good idea to back up your old company data to
diskette which can be filed away for audit purposes. For more information on
backing up data, refer to the “Company Administration” chapter of the User’s
Guide.

3 Select Continue to begin the conversion process. Once the conversion is
complete, you return to the main Peachtree Accounting window.

The conversion process may take some time depending on the prior
release the program is converting and the amount of memory in your
computer.

+ If you are converting a company from Peachtree Complete
Accounting Release 4 or 6, Peachtree Accounting Release 3.5 or 5,
or Peachtree First Accounting, the process should move quickly (5
to 30 minutes), depending on the size of your company data and
computer memory.

« If you are converting a company from Peachtree Accounting
Release 3.0 (or lower), the conversion make take a long time
depending on the size of your company data. For example, if you are
converting a 4 MB company, this may take between 15 minutes to 1
hour (depending whether you use inventory or not). If this is the
case, we recommend you begin the conversion before lunch or at the
end of the day.

IMPORTANT: Do not interrupt the conversion process. Companies with
large amounts of data could take a long time to convert.

Once you convert your company to the new format, you cannot use your data
with any prior releases of Peachtree Accounting or First Accounting.
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Troubleshooting the Conversion

Companies with large amounts of data could take a long time to convert. If
you are sure the conversion has stopped before it is complete, but no error
message displays, try these steps before calling Technical Support:

1

Restore your (existing) company data manually using the same method in
which you backed up the data. This means completely replacing the
partially converted company data with the pre-existing copy.

Note: You cannot backup or restore data through the Peachtree
Accounting facility at this point.

If the data conversion to Release 7 fails, if you are forced restore a backup
of your company data, and if you used Peachtree’s Simple Copy backup
method in Release 4, 5, or 6, you can manually restore your company
backup without having to reinstall the older version of Peachtree
Accounting. For detailed instructions, please refer to PeachFacts
document 30027 within the Peachtree Knowledgebase at http://
www.peachtree.com or call the PeachFax service at 1-800-719-3216 and
request this document number.

Turn off memory-resident programs (including screen savers and virus
protection programs), and remove any applications from the Startup folder.
Before attempting the conversion again, make sure all other applications
are closed.

Exit Windows, and reboot your computer.

Check for available disk space. You will need approximately 2.5 times the
amount of current space in your data directory. Company data directories
are sub-directories of \PEACHW that use respective short names for each
company.

If you get the error message, ““This transaction refers to a non-existing
invoice for customer/vendor XXXX, reference XXXX*” during conversion,
please refer to PeachFacts document 31038 within the Peachtree
Knowledgebase at http://www.peachtree.com or call the PeachFax service
at 1-800-719-3216 and request this document number. This document
gives detailed instructions for correcting the error.

Try the conversion again.

33



Upgrading from Previous Versions
Getting Started Guide

Troubleshooting Data Conversion on a Network

If you are operating Peachtree on a Novell network and experience “Lock
Table Full” errors, increase the maximum locks per connection on your
network, then try the conversion process again. If this does not work or you
are on a experiencing “Lock Table Full” errors on other networks when trying
to convert data, copy your company data to a workstation and perform the
operation directly on that workstation. When the process is complete, copy the
data back to the network drive.
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Note

If you are unclear as to how to set the number of locks, refer to your network
manual or see a network administrator. You can also visit the PeachFacts
Technical Library at our Internet web site at http://www.peachtree.com for
information correcting the error.

If you have an automatic backup routine enabled on your network and run
the conversion or purge process overnight, you should disable this routine. It
can be re-enabled after the purge or conversion process has completed.

If you still run into errors while converting existing data, consider
examining technical tips and frequently-asked questions that Peachtree
Software provides through our PeachFax (fax-on-demand) service and
PeachFacts documents available at the Peachtree Software web site or contact
Peachtree Software Client Support. For more information, see “Technical
Support” on page 22.
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Conversion Issues

This section contains important information if you are upgrading from an
earlier version of Peachtree Complete Accounting, Peachtree Accounting, or
First Accounting. For complete instructions on converting your company
data, “Converting Existing Company Data” on page 35.

Features in Release 7 that May Impact Conversion

The following is a short list of the features in Release 7 that may or may not
impact your conversion of existing data. For a complete list of new features in
Release 7, refer to Peachtree Accounting’s online Help. In the Contents tab of
the help Topics window, select “What’s New.”

Year 2000 Compliant

Peachtree Accounting and Peachtree Complete Accounting Release 7 are both
“Year 2000 compliant.” They will process, calculate, store, and display date
data into the year 2000. This means that the program, when used in
accordance with its associated documentation, will use four-digit years on
input and output where appropriate. This includes viewable four-digit dates
on screen and within reports. For two-digit year processing, years [51]
through [99] are assigned a 19xx date, and years [00] through [50] are
assigned a 20xx date. The standard date format is MM/DD/YYYY.

Toillustrate this, open the sample company, Bellwether Garden Supply. This
Peachtree Accounting company is set up with a March 15, 2003, system date;
it has data entered in 2003 and 2004.

For more information on Peachtree Software’s Year 2000 policy, visit our web
site at http://www.peachtree.com.

User/Password Security

Peachtree Accounting can allow custom access for different individuals. You
can set up user profiles (records) for each person who will be using Peachtree
Accounting. Each user record is set up with a user ID and password that will
be required before opening and working with company data. Setting up users
also enhances security and personal accountability when the Use Audit Trail
option is activated (see below).

You can also set up user rights (control levels) to various program areas of
Peachtree Accounting. You can choose to allow users access to a complete
major program area (for example, Accounts Receivable) or limit access to a
particular window (for example, Sales/Invoicing).
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When user IDs and passwords are set up, Peachtree prompts you for a user ID
and password when you open a company. If you know the password, you can
access the areas of the program to which you have rights.

Passwords from previous versions of Peachtree Accounting Releases 5 (or
lower) are converted to user records in which the user ID and password are
the same value. For example, if you set up the password “peach” in Peachtree
Accounting Release 5, enter peach as the user ID and password. To
personalize the new user records and take advantage of the new limited access
features, select Users from the Maintain menu. Only passwords set up in
previous versions with access to the “Passwords” window have access to the
new Maintain Users window.

User IDs and passwords are case sensitive. Therefore, make sure you type the
user ID and password exactly as set up in the user record when opening your
Peachtree Accounting company. For example, Password, PASSWORD, and
password, are all different. If you're sure you have the right user 1D and
password, but Peachtree isn't accepting them, check to see if your CAPS
LOCK key is on.

For more information, see the “Company Administration” chapter of the
User’s Guide.

Use Audit Trail

Peachtree Accounting has several methods to track information. For example,
the General Ledger, journals, reports, and financial statements can be used to
trace transactions and balances for audit purposes. However, if you want to
track when an action is performed in your company data, you can now
activate Peachtree Accounting’s audit trail. This is a security option that logs
when a person enters data, maintains (edits) existing data, and removes data.
Audit trail provides accountability of users, deters users from fraudulent
activity or mistakes, and tracks transaction history. The Audit Trail report can
trace fraudulent activity and other accounting adjustments you may not know
were completed.

If you intend to have Peachtree maintain an audit trail log, it is strongly
recommended that you set up users in your company. When the Use Audit
Trail option is activated and users/passwords set up and implemented, data
security will be increased substantially. The Audit Trail report can associate
user IDs with each data and system activity performed as it occurs and
establishes personal accountability.

For more information, see the “Company Administration” chapter of the
User’s Guide.
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Hide G/L Accounts

Peachtree has added a new global option in which you can elect to not display
G/L account fields on certain task windows. This allows simplified and faster
data entry for common transactions. When the General Ledger accounts
fields are not visible, it is assumed that the default accounts you have set up
will be used when recording the transaction. However, you can still change G/
L accounts, if needed, by selecting the new Accounting Behind the Screens
button (see below).

When converting from a previous version of Peachtree Complete Accounting
or Peachtree Accounting Release 3.5 (or lower), this option is not activated.

For more information, see the “Company Administration” chapter of the
User’s Guide.

Accounting Behind the Screens

This exciting new feature allows you to actually look at the journal entry prior
to posting or saving a transaction. When you select the Journal button in
various task windows, the Accounting Behind the Screens window displays.
This window displays the corresponding transaction’s journal entry. You can
modify the journal entry by changing the account IDs for each line item in the
transaction. Depending on what type of task is open, the Accounting Behind
the Screens window displays the Journal tab(s) that correspond to the
particular transaction.

Accounting Behind the Screens is available in the following task areas:

+ Accounts Receivable: The Quotes, Sales Orders, Sales/Invoicing, and
Receipts windows

« Accounts Payable: The Purchase Orders, Purchases/Receive
Inventory, and Payments windows

« Payroll: The Payroll Entry window

When converting from a previous version of Peachtree Complete Accounting
or Peachtree Accounting Release 3.5 (or lower), this option is not activated.

For more information, see the “Basics” chapter of the User’s Guide.
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Peachtree Accounting Color Schemes

You can choose from five color schemes that change the appearance of
windows and dialog boxes used in Peachtree Accounting. Each scheme uses a
different combination of colors. When you select a color scheme preference,
this default affects all companies in the Peachtree Accounting data path that
are accessed by this computer. You can change color schemes at any time. If
you operate on a network, each workstation can set up its own color scheme
preference.
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Note

Peachtree Accounting color schemes only apply to windows and dialog boxes
within the Peachtree Accounting program, not other Windows applications
or the Windows desktop.

Choose from one of the following color schemes:

» Classic: This scheme uses Peachtree’s traditional white tabs and
white color backgrounds throughout the program. If you are
upgrading from a previous version of Peachtree Accounting, this
color scheme is initially set up.

+ Professional: This scheme uses light gray tabs and gray
backgrounds. If you are new to Peachtree Accounting, this color
scheme is initially set up.

+ Splash: This scheme uses light pastels similar to the folder colors
displayed in the Navigation Aids.

« Sand: This scheme uses light and dark tan colors throughout the
program.

+ Vibrant: This scheme uses bright and bold colors similar to the
folder colors displayed in the Navigation Aids.

To change a Peachtree Accounting color scheme, do the following:

[0 From the Options menu, select Global. In the Maintain Global Options
window, select the General tab and choose a color scheme option.

If you change a color scheme preference and select OK, you must close
and restart Peachtree Accounting for the color changes to take effect.
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Time and Expense Ticket Descriptions

You can now insert ticket or item descriptions easily when applying tickets to
a sales invoice. There are two new fields to manage detail information in the
Time Tickets and Expense Tickets windows.

+ Ticket Description for Invoicing: You can enter a short description
describing the ticket in either the Time Tickets or Expense Tickets
window. You can enter up to 160 characters. Typically this
description is used for billing purposes. When applying tickets to
customer invoices, you can choose to display the ticket description
entered here or the activity or charge item description set up in
Maintain Inventory (provided the tickets are not consolidated).

+ Internal Memo: You can enter notes on how time was spent
performing this activity. The Memo field is included for internal
purposes only and is used to help identify the time ticket. Memos
cannot be added to a customer invoice or employee paycheck;
however, they can be displayed in reports. You can enter up to 2000
characters.

Ticket memos converted from Peachtree Complete Accounting Plus Release
4 become the internal memos. The Ticket Description field will be blank. To
apply ticket descriptions to sales invoices, you must enter a short phrase in the
Ticket Description field for each existing time and expense ticket.

For more information, see the “Basics” chapter of the User’s Guide.

From Peachtree Complete Accounting Release 4

If you are converting from a previous version of Peachtree Complete
Accounting (Batch 3 or lower), you should consider the following items. If
you are converting from Peachtree Complete Accounting (Batch 4) or
Peachtree Complete Plus Release 4, this section does not apply.

Events

Once an invoice is paid in Peachtree Accounting it is now cleared from the
Events log in Action Items. Therefore, after the conversion, you may notice
that the number of events and the size of the EVENT.DAT file will be
considerably smaller.
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Payroll Reports

In Maintain Employees, additional fields have been added to the Pay Info tab.
These new fields determine how the employee will be paid during payroll
entry. Pay method replaces what was Pay Type option in previous version of
Peachtree Accounting. An Hours Per Pay Period field has been added if you
are paying the employee a standard number of hours per pay period.

For explanations of the these new fields, refer to the Peachtree Complete
Accounting User’s Guide or the Peachtree Accounting online Help.

Because of the new field additions, if you customized an Employee List report,
field order from your custom reports may be affected after converting to the
new version of Peachtree Accounting. If you rebuild these custom reports
from the new Employee List format, the field order will be corrected.

From Peachtree Accounting Release 3.5 (or lower)
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If you are converting from Peachtree Accounting Release 3.5 (or lower), you
should consider the following enhancement considerations:

» Purchase Orders
* Quotes

+ Inventory Item Description

+ Freight
+ Jobs

* Forms

* Reports

Purchase Orders

The new Purchase Order system has been expanded to maintain history of all
purchase orders entered in Peachtree Accounting. The conversion process
will update your purchase transactions to give you this new functionality.

+ If there are any existing purchase transactions that were marked at
one time as a PO, a separate purchase order transaction will be
created and added to the new Purchase Order Journal. These PO’s
will be marked as “closed”. Depending on the number of purchase
orders you previously entered, this may slightly increase your
company data size.

* The date of these new PO transactions will be the same date as the
purchase invoice it is attached to.
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« The information entered on the purchase order will be identical to
the original purchase invoice. Note that if you have printed copies of
a previous PO, and the purchase invoice was later modified, the
items on the new PO may be different than your printed PO. The
advantage to this is the ability to reprint existing purchase orders.

+ Ifyou enter duplicate PO numbers for the same vendor, then the
conversion process will append the numbers by one so that no
duplicates exist. You cannot have duplicate purchase order numbers
for the same vendor in Peachtree Accounting.

Job Costing

The Job Costing system has been significantly enhanced to include phases and
cost codes. All jobs entered in a previous version will be converted to new job
IDs which do not use phases or cost codes. You can add phases and cost codes
to existing jobs after the conversion if you want to take advantage of this new
powerful feature.

Before you begin the conversion, make a note of your existing job IDs
which have commas in them. If the conversion encounters acomma in a pre-
existing job ID, it will replace the comma with another character, effectively
changing the ID name.

After the Conversion

Purchase Orders

The new PO transactions created during the conversion are now accessed in
the new Purchases Order task window.

[0 To edit previous purchase orders, or to create new purchase orders, from
the Tasks menu, select Purchase Orders.

The PO numbers will also display in the new Purchases/Receive Inventory
window. You can drill-down on these PO transactions from many report
windows. For more information, see the “Accounts Payable” chapter of the
User’s Guide.
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Quotes

If you entered customer quotes in the previous version of your company data,
these are now accessed in the new Quotes task window.

[0 To edit previous quotes, or to create new quotes, from the Tasks menu,
select Quotes/Sales Orders, then select Quotes from the submenu.

For more information, see the “Accounts Receivable” chapter of the User’s
Guide.

Inventory Item Description

Peachtree Accounting now allows you to have two detailed descriptions for
inventory items, one for purchases and one for sales. The item description
that converts will be saved as your description for sales. If you want to add a
new detailed description for purchases, you can enter this in the Maintain
Inventory Items window.

Freight

Peachtree Accounting has added a freight field to quotes, sales orders, and
sales invoices. In order to use this new field, you need to set up the default
G/L freight account.

[0 From the Maintain menu, select Default Information, then Inventory Items
from the submenu. Enter the G/L Freight Account to credit when you post a
sales invoice.

Peachtree-compatible pre-printed forms work with the new freight field. If
you use pre-printed quotes or sales invoices and enter a freight charge, these
transactions add the new freight amount on your form. When using freight,
you should select one of the forms labeled “w/Freight” to include the new field
on your pre-printed form.

If you have customized quotes and sales invoice forms and decide to use the
new freight field, you will have to add the Freight Amount data object to your
custom form. Otherwise, your totals may print incorrectly.

Forms

The standard forms included in Peachtree Accounting have been changed,
dropping the “R3” from the end. These are the same forms, only the names
are different. Some new forms have been added including credit memos and
packing slips which include items you ship to a customer. Also new quotes
and sales invoice forms have been added which include the new freight field
(see above).
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Reports

All your customized report and forms are updated to the new Peachtree
Accounting format.

In financial statements, Peachtree Accounting has added a new G/L Account
Summary report. This report summarizes account activity over a period of
time, essentially summarizing the General Ledger. It can be copied from the
sample company, Bellwether Garden Supply.

To copy this financial statement into your company, follow these
instructions:

1 Open your company in Peachtree Accounting.
2 From the Reports menu, select Financial Statements.
3 Select the Copy button. The Copy Report window displays.

4  Type a name for the report in the New Report Name field (for example, G/L
Account Summary).

5  Select BCS as the Source Company.

This is the sample company. If you do not see BCS, check your data path.
If the sample company data is not installed, you can reinstall Peachtree
Accounting. Select the Custom installation option, and choose to only
install the sample company data.

6  Select <Predefined> G/L Account Summary as the report to copy. Then,
select OK.

The report is copied into your company under financial statements.

You may also notice Bellwether Garden Supply has some examples of
customized financial statements. These include

+ Consolidated Income Statement
+ Income Statement/Budget Variance

+ Gross Profit by Departments

These financial statements are designed specifically for Bellwether Garden
Supply. They demonstrate the use of departments and budgets in the chart of
accounts. If you copy these into your own company, you need to alter the
design to reflect your company’s chart of accounts.
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Upgrading Inventory from Peachtree Accounting Release 3.0

Important Note: This section does not apply to users upgrading from
Peachtree Accounting Release 3.5 or higher.

Peachtree Complete Accounting Release 7 has a new, date-based system of
inventory costing. This could cause slight differences in inventory-related
general ledger accounts from previous periods, as reflected on previous-
period reports and financial statements.

During conversion, we save any differences in inventory-related general
ledger accounts for each accounting period. You can choose to create general
ledger entries in each period that will adjust for these differences (if any). That
means the information on previous-period financial statements won't
change.

Whether you create the entries or not, Peachtree does not change inventory
information for previously closed fiscal years. In general, we recommend that
you do create these general ledger entries. You can always delete the entries
later.

When You Would Create the General Ledger Entries:

+ Ifyou have used pre-conversion account balances to prepare
financial statements that you distributed to any outside parties.

+ Ifyou have used pre-conversion account balances to prepare income
tax returns.

When You Might Not Create the General Ledger Entries:

+ Ifyou have not distributed Financial Statements to outside parties,
and...

+ ...You have not prepared income tax returns based on pre-
conversion account balances.

If you do create these entries, you can view them through Tasks, General
Journal Entry, by clicking the Edit button. They are dated the last day of the
period, with a Reference of Conversion and a Description of Inventory
Conversion Adjustment.

Also, if you do create these entries, be aware that the ending value of your
Inventory Valuation Report may no longer match your ending value in your
Inventory General Ledger Account balance. This is because General Journal
entries are posted directly to the general ledger but do not update your
inventory ledger.
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If Your Inventory Valuation Report is Different in Peachtree
Complete Accounting

Itis possible that the information on your Inventory Valuation Report will be
different after conversion. Basically, this is because Peachtree Complete
Accounting Release 7 has implemented a more accurate, date-based costing
method. In particular, we have improved the method of handling cost of
goods entries when you sell out-of-stock items, and of accurately recosting
sales or purchase returns.

If Your Ending Inventory Valuation Report After Conversion Does
Not Match You General Ledger’s Inventory Account

This could be for the reasons explained in the paragraph above, or it could be
that a transaction used an incorrect General Ledger account (any journal
entry to any inventory account). It is also possible that you have made general
journal entries posted to inventory accounts. These entries only postamounts
and do not affect quantities; therefore, valuation is not affected by general
journal entries.

From Peachtree First Accounting

At the beginning of the install process, Peachtree will search for a copy of First
Accounting. If detected, you will be prompted to replace the existing
\PTFIRST directory with Peachtree Complete Accounting Release 7. We
recommend you install the update into the existing Peachtree First
Accounting (usually \PTFIRST, unless you changed it to a different name
during the previous installation). However, you may want to make a complete
backup prior to installing.

If you elect to use a new or alternate directory name, you will be prompted for
the original registration number and serial number. Enter your First
Accounting registration and serial numbers; if you don’t know the number,
install the update into your existing Peachtree First Accounting directory.

Upgrading Inventory from First Accounting Release 1.0

First Accounting Release 1.0 only allowed “non-stock” and “description only”
inventory items. Peachtree Complete Accounting Release 7 provides
additional inventory item types such as “stock items” and “assemblies”. These
new inventory types can track quantity on hand and unit cost. You cannot
change a converted Release 1.0 inventory item type. If you want to establish
inventory quantity and cost, you will have to create a new inventory item and
assign it the new item type of Stock Item or Assembly.
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Upgrading Payroll from First Accounting Release 1.0

If you are upgrading from First Accounting Release 2.0, this section does not
apply.

IMPORTANT: If you used payroll in First Accounting, when you convert to
Peachtree Complete Accounting Release 7 before running payroll, you must
complete the Payroll Setup Wizard in Maintain Default Information. Please
refer to the User’s Guide or Peachtree Accounting Help for assistance in
setting up and modifying the payroll tax and field information.

Please note that after converting to Peachtree Complete Accounting, all of
your employees who were entered in First Accounting Release 1.0 are
specified as Hourly pay type employees with a Weekly pay frequency and a tax
status of Single. To modify these defaults you should first set up payroll in
Maintain Employee Default Information for Employees and then change each
employee accordingly in Maintain Employees.

Payroll checks that were entered in First Accounting Release 1.0 cannot be
edited in Peachtree Complete Accounting because of differences in how
payroll is processed in the two systems.
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Converting Data from other Products
You can convert data from other products including Peachtree Complete
Accounting for DOS, Quicken, and QuickBooks.

Peachtree Complete Accounting for DOS

You should use the default settings to install Peachtree Complete Accounting
for Windows. Do not install Peachtree Complete Accounting for Windows
over your existing Peachtree Complete Accounting for DOS directory.

The company data conversion is only used for companies which used prior
releases of Peachtree Accounting or First Accounting. This process does not

e convert company data from Peachtree Complete Accounting for DOS. Those
conversions require a separate utility from Peachtree Software. To order the
conversion utility for Peachtree Complete Accounting for DOS Version 7 (or
higher), please call 1-800-247-3224.

Quicken

You can import existing Quicken data in to a new company set up in
Peachtree Accounting. Due to basic differences between the two programs,
some of the Quicken data cannot be imported into Peachtree Accounting as
it is. Rather, you must redefine how you want the data to be handled as part
of the import program. Understanding the basic program differences can help
you decide how you want to redefine Quicken data.

For more information, see “Converting Quicken Data to Peachtree
Accounting” on page 213.

QuickBooks and QuickBooks Pro

If you created a company using QuickBooks or QuickBooks Pro, you can
convert your company data to the Peachtree Accounting format. Peachtree
will convert most QuickBooks lists (such as accounts, customers, vendors,
employees, items, and jobs) and current balances.

Peachtree Accounting can only convert company data created in versions 4 or
5 of both QuickBooks and QuickBooks Pro for Windows. You cannot convert
company data from an earlier Windows version of QuickBooks or
QuickBooks for DOS.

For more information, see “Converting QuickBooks Data to Peachtree
Accounting” on page 245.
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e Tutorials

Whether you are new to Peachtree Accounting or an experienced user who
wants to learn more about the new features, this chapter gives you hands-on
practice using our sample company, Bellwether Garden Supply.

Lesson Plan
The tutorials are presented in the following easy lessons:
+ Lesson I—Getting to Know Peachtree Accounting
+ Lesson Il—Basic Procedures
+ Lesson Ill—General Ledger
+ Lesson IV—Accounts Payable
+ Lesson V—Accounts Receivable
+ Lesson VI—Payroll
+ Lesson VIl—Inventory
+ Lesson VIII—Job Costing
+ Lesson IX—Company Administration

¢ Lesson X—Time & Billing

Each lesson is set up as an independent module in which you can practice at
your own pace. For example, everyone new to Microsoft Windows and
Peachtree Accounting would benefit from Lesson 1—Getting to Know
Peachtree Accounting. Lesson I1—Basic Procedures is a good introduction to
general operations, but it can be skipped if you have previously used
Peachtree Accounting. If Payroll is your primary responsibility, feel free to
skip to Lesson VI.
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Before You Begin

In order to follow along with the tutorials, you must have Peachtree
Accounting installed along with the sample company data files. If you chose
the Standard or Upgrade setup option, the sample company data is installed
and you are ready to begin.

Peachtree Accounting includes the following sample company data:

» Bellwether Garden Supply. This is a retail and service company that
demonstrates Peachtree’s extensive inventory and job tracking
capabilities.

« Pavilion Design Group: This is a graphic service company that
demonstrates Time & Billing features.
If you do not have sample company data installed, do the following:

[0 Reinstall Peachtree Accounting, select the Custom installation option and
choose to load sample company data only. For more information, see
“Introducing and Installing Peachtree Accounting” on page 1.

Which Tutorial Do | Use?

Peachtree Accounting offers you two tutorials to get acquainted with the
software.

* Online Tutorial: This is a multimedia introduction of the basics and
new features of Peachtree Accounting.

» Written Tutorial: This is a hands-on demonstration of Peachtree
Accounting (what you are reading at the moment). It uses sample
company data, allowing you to enter fictitious data and explore
many features included in Peachtree Accounting.
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Lesson I—Getting to Know Peachtree Accounting

This lesson helps you start, get to know, and move around Peachtree
Accounting. You will become familiar with the terms used throughout
Peachtree Accounting, as well as other Microsoft Windows programs.

You will learn how to

+ Start and quit Microsoft Windows and Peachtree Accounting

» Use basic Microsoft Windows features such as windows and menus
in the Peachtree Accounting environment

+ Learn basic Peachtree Accounting terms
+ Use Navigation Aids

» Explore Peachtree Accounting online Help

Estimated Lesson Time: 30 Minutes

How to Start Peachtree Accounting
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After you have installed Peachtree Accounting, you are ready to begin.
Starting Peachtree Accounting is essentially a two-step process.

Starting Microsoft Windows

[0  If you are using Microsoft Windows 95, Windows normally opens
automatically when you start your computer. If you have a menu option
when booting your computer, select Windows 95.

Starting Peachtree Accounting

[0 Click the Start button on the taskbar, and then select Programs. Select the
Peachtree Accounting folder, and then click the Peachtree Accounting icon.
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The Startup Screen

After you have entered the product serial number and registration access
code, Peachtree displays the Startup screen.

‘bh-" t‘: Open an existing company.

-& Bet up a new comparny

H Learn about Peachires Accounting
through an online tutarial.

Convert & QuickBaoks® company
to Peachires Accounting,

"jt Explors a sample company.
&

h Clogs this windaw.

From the Startup screen, you can open an existing company, set up a new
company, learn about the program through the online tutorial, explore the
sample company used in these tutorials, or convert a QuickBooks company
to Peachtree Accounting.

[1 Select “Explore a sample company” to open the sample company data.

The Select a Sample Company window opens and you can choose the sample
company you want to use.

The System Date is set to March 15, 2003.

What If There Is No Startup Screen?

If the Startup screen does not display, then someone has turned off this
option. Follow these instructions to open the sample company data.

1 From the File menu, select Open Company.
Peachtree displays the Open Company window.
2 Select Bellwether Garden Supply, and then click OK.

The sample company opens and all menus are available.
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Peachtree displays the Startup screen each time if the last company opened
was Bellwether Garden Supply.

Note

Getting to Know Windows

The following illustrates basic parts of a window.

Minimize, Maximize/Restore,
and Close buttons

Window menu Title bar

Main Menu a' I"'eachives Ar couning alleel s Gaden Supply H=E|
bar B e G i 1

Navigation Aids

T S—
et 1- WM 3um

Status bar / Mouse pointer. Window borderJ

Below are of some basic windows terms:

Window menu: The window menu is opened or closed by selecting the
miniature button in the upper left corner of any window. Most of the
Window menu commands deal with controlling the windows on the desktop.
Double-clicking this button closes the window and/or application.

Title bar: This is the bar at the top of the window. When a company is open
in Peachtree Accounting, the name of the company is displayed. You can
select the title bar with your left mouse button and drag it to move the entire
window around on the desktop.

Menu bar: This displays all the menu options available in Peachtree
Accounting. These options may change depending on the particular window
that is open.
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Menus: When you select a heading from the Menu bar, a menu of options
appears. You then select one of the menu command options available. You
can select a menu option without using the mouse by holding down the
key and pressing the underlined letter in the menu option. For example,
(Ai)+(F) opens the File menu. When a menu option is dimmed, either it
doesn’t apply to your current situation, or is unavailable. For example, if you
use passwords, you may have limited access to certain areas of the program.
The areas to which you do not have user/password privileges will be dimmed
(disabled).

For more information on menu options, refer to the “Basics” chapter of the
User’s Guide.

Minimize, Maximize/Restore and Close buttons: Selecting the Minimize
button reduces the current window to a button on the Taskbar. Selecting the
Maximize button expands the current window to fill the entire desktop, or
screen area. The Restore button returns the window to its original size.
Selecting the Close button closes the current window and/or application.

Scroll bar: If there is too much information to fit in one window, a scroll bar
displays enabling you to move the window to see additional information.

Scroll arrow: When selected, the scroll arrow moves the window up, down,
or sideways to view more information if not all contents can be displayed at
once.

Scroll box: Selecting the scroll box, you can drag it up or down to quickly
move through the window contents.

Status bar: The gray bar at the bottom of the Peachtree Accounting window
shows abbreviated help information about the current field.

N\ N\,

Lets yru soplord the snmple company. 8130500 [Paricd 3+ 37100 10 33,10 |
Alert Notification /Current Accounting Period _/

The status bar also shows the current system date (today’s date) and the
current accounting period. It will display an alarm clock icon when there are
Alerts due. (Alerts are action items you want to be reminded of; they are set
up through the Tasks, Action Items option.) You can hide the status bar by
unchecking the option through the Options menu.

System Date

Window border: The window border, when it is thick, can be used to size the
window. Move the mouse pointer to the border; when you see a double-sided
arrow, click and hold the left mouse button and drag the arrow until the
window is the desired size.
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Mouse pointer: This arrow-shaped cursor shows where you are on the screen
when you have a mouse installed.

Navigation Aids: These are unique Peachtree Accounting tools that offer you
a graphical alternative to the Main Menu options. The major functions of the
program are represented as icons or pictures that show you how tasks flow
through the system. You can use the mouse to select an icon to perform the
specific task you want.

Navigating in Windows

To... Do This...

scroll through a window click the scroll bar or scroll arrow, or drag
the scroll box.

enlarge a window to fill the screen double-click the title bar, or click the
Maximize button.

restore a window to its previous size double-click the title bar, or click the
Restore button. When a window is
maximized, the Maximize button
changes to a Restore button.

reduce a window to a button on the click the Minimize button. To display a

taskbar minimized window, simply click its
button on the taskbar.

move a window drag the title bar.

close a window click the Close button, double-click the

upper-left miniature button above the
Window menu, or press (Esc).

Navigation Aids

In addition to the Main Menu options, you have another method of opening
windows in which to perform tasks or data entry. This option is called the
Navigation Aid and is unique to Peachtree Accounting.

|Saleez| Pumhaaﬁi‘%:drgm P'me |n‘\l'BI'I1CI|'D Téﬁﬁn&m Amlyagz Ccnmpanm|

It allows you to click on icons instead of choosing menu options. It also helps
you understand the task flow of information in certain areas of Peachtree
Accounting.
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What If You Don’t See the Navigation Aids?

If you don’t see the Navigation Aids, it’s possible someone turned off this
option. To turn it back on, select View Navigation Aid from the Options
menu (you will see a check mark beside the menu option when it is turned
on).

1 If the Action Items window is still open, close it by selecting the Close
button.

2 Click the Payroll Navigation Aid. This is a folder at the bottom of the
window, above the status bar.

Pavrall

Each Navigation Aid
contains pictures to
help you remember
activities that you
perform in Peachtree
Accounting. Click
the icon to go to the
selected area.

Notice that the Navigation Aid is divided into three sections: Maintain,

Tasks, and Reports. These sections correspond to the menu structure in
Peachtree Accounting. Maintain refers to records or lists that you would
keep on file. Tasks refer to everyday activities that you perform. Reports
provide useful information about the selected accounting area.

3 Click the Employees icon to open the Maintain Employees/Sales Reps
window.

This is the same window that would display if you were to select
Employees/Sales Reps from the Maintain menu.
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More Peachtree Accounting Terms

Before you begin entering data into your Peachtree Accounting company,
let’s look at some of the other common terms referred to in Peachtree
Accounting and Windows.

Let’s take a closer look at the Maintain Employees/Sales Reps window.
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0 Toolbar: The toolbar at the top of most windows shows graphical
representations of commands and functions accessible from the window.

O Folder Tabs: Folder tabs are common in most Peachtree Accounting
windows (also known as dialog boxes). Each tab stores and organizes
additional information on the current record. Here, for example, the
information you can track for an employee is subdivided into five sections
including General, Custom Fields, Pay Information, Employee Fields, and
Employer Fields.

O Lookup Boxes: Boxes with a magnifying glass icon beside them indicate a
lookup box for selecting or adding a record. You can click the magnifying
glass icon, right-click your mouse in the field, or type (7) in the field to display
a list of choices. In addition, you can double-click the field in some windows
or type a(+)to add a new record.

0 Option Buttons: These buttons can be selected by clicking with the mouse
or pressing the (Spacebar).

0 Text Boxes: These are rectangles or fields where information can be
entered.
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O Drop-Down Lists: Fields that have lists of available information choices.
These fields have an arrow beside the text box. Click the arrow button and
make a selection. (You can also use the key to highlight the arrow button

and press to open the list.)

0 Date Boxes: Boxes in which you enter dates have a small calendar icon
beside them. You can click this icon, or right-click the mouse while in this
field, to display a pop-up calendar. You can search for and select the date you
want by double-clicking within the calendar.

O Check Boxes: Options that are selected when an X (or check mark) appears
in the box. To select a check box, click the box with your mouse or press

(Spacebar].

O Arrow Buttons: These buttons indicate that more information is available.
Selecting an arrow button generally opens a second window. (In this case, the
Employee Beginning Balances window opens.)

Getting Help with Peachtree Accounting

£

Right-click in an
area of the
window and select
“What'’s This?”” to
view the pop-up
definition.

When you need information about a procedure or how to use a particular
feature, the Peachtree Accounting Help system is one of the most efficient
ways to learn. You can access Peachtree Accounting Help in the following
ways:

« From most Peachtree Accounting windows, select the Help button:
This button displays a Help topic pertaining to the particular
window currently open. You can also press to open a Help topic
about the currently displayed window.

+ Select “Contents and Index” from the Help menu: This option
opens the Peachtree Accounting Help file where you can explore the
table of contents, scroll through an index, or search for a desired
topic. The Find tab searches for every instance of the word or phrase
you submit. The Ask a Question tab searches for topics related to
your inquiry.

+ Select “What's This” from the Help menu or press (Shift)+(F1_): Your
mouse pointer will change to a question mark symbol. Click the field
or object you want information about and a pop-up definition will
appear. You can also click your right mouse button on an area of the
window, and then select “What’s This?” from the list.
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Note

The Contents tab
acts as a starting
point, displaying

categories of
information
available. The
Contents tab is
similar to a table
of contents.
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If you are new to using online Help, select “Using Peachtree Accounting
Help” from the Contents tab of the Help menu. This gives you a basic
overview on using the Windows Help engine.

Using Peachtree Accounting Help

The online Help is also a great reference for information in setting up a
company. Let’s take a look at a list of the sample company charts of accounts
included with Peachtree Accounting.

1 From the Help menu, select Contents and Index.

The “Help Topics: Peachtree Accounting Help” window appears with the
Contents tab selected.
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2 With the Contents tab selected, double-click the Reference book.

The Reference book opens and displays all Reference topics available,
including an Accounting Primer for introduction to basic accounting.

3 Scroll down and double-click the Help for Your Business book.
The Help for Your Business book opens.
4 Double-click the “Sample Charts of Accounts™ book.

This opens a Help window displaying a list of sample charts of accounts.
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Scroll through and select any sample business that interests you (for
example, Construction Company).

The selected company’s chart of accounts appears.

When finished, select Exit from the File menu (or click the Close button).

You can also open Help from within an open Peachtree Accounting
window.

Open the Maintain Employees/Sales Reps window. Select the General tab,
and then press (F1 ).

Peachtree Accounting Help displays a window listing all the topics
associated with the Maintain Employees/Sales Reps window. (You also
could have displayed this window by selecting the Help button from the
toolbar.)

Click the “How Do 1?”” button at top of the Help window.

The “How Do 1?” Help window appears. “How Do 1?” Help windows
provide a list of procedural topics related to the program area you are
currently using. If you select one of these topics, step-by-step
instructions will be provided.

Select the ““Set up an employee™ hypertext jump.

Step-by-step instructions appear, explaining how to set up an employee
record.

Close the “How Do 1?”” and Peachtree Accounting Help windows. You
return to the Maintain Employees/Sales Reps window.

Press to close the Maintain Employees/Sales Reps window.
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Review of Lesson |

Let’s review some of the things we learned in this lesson.

* When you start Peachtree Accounting, you can optionally have the
Startup screen display. This option can be turned off from the
Options menu.

+ Press (ait) and the underlined character to choose an option or to
jump to a text box. On menus, you can press the underlined letter to
select an option.

* You can have optional elements such as Navigation Aids and the
Status bar display on your Peachtree Accounting desktop. These
features can be turned on or off from the Options menu.

*  Press or select a Help button from any message window to
display Help topics.

Quitting Peachtree Accounting

Now that you have been introduced to Windows and Peachtree Accounting,
you are ready to go on to Lesson II. If you would like to quit Peachtree
Accounting or Windows follow the step below.

Quit Peachtree Accounting

0 From the File menu, select Exit.
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Warning

Do not turn off your computer while a company is open in Peachtree
Accounting. If you exit Windows without quitting Peachtree first, a message
asks if you are sure you want to close the current company.
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Lesson Il—Basic Procedures

This lesson introduces you to the basic procedures for entering data, editing
records, and working with Peachtree Accounting information.

You will learn how to

Set up global options

Back up and restore your company data
Look up data records

Enter a sample record

Move through data entry fields

Edit data records

Print a report

Use action items

Estimated Lesson Time: 30 Minutes

Beginning the Lesson

If you are continuing from Lesson I, skip this section and proceed with the

lesson.

If you are just starting the Lesson, start Peachtree Accounting and open up
the sample company Bellwether Garden Supply. If the Action Items window
appears, close it for right now.

For more information, see “How to Start Peachtree Accounting” on page 52.
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Setting Up Tutorial Global Options

You can set up preferences (global options) that customize how your
Peachtree Accounting company data appears. These options affect each
company displayed by the current computer. Other computers displaying
Peachtree Accounting data may use an alternate set of options.

We will set up options that impact these tutorials.

1 From the Options menu, select Global.
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2 Inthe Accounting tab, select Manual Decimal Entry and 2 as the number of
decimal places.

When entering data, we will manually enter decimals to two places.
3 In the Hide General Ledger Accounts section, select Accounts Payable.

Make sure the Accounts Receivable and Payroll check boxes are clear
(not checked).

4 In the Other Options section, make sure the following options are selected:
« Warn if inventory item is out of stock
+ Recalculate cash balance automatically in Receipts and Payments

5 Select the General tab.

6  Make sure the Line Item Entry Display option is set to two lines.
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Select both options for Smart Data Entry.

Make sure there are check marks in the “Automatic field completion”
and “Drop-down list displays automatically” check boxes.

When finished, select OK to close the Maintain Global Options window.

Most of these options will be explained throughout the tutorial lessons.
Setting them up now will allow your display to match what the tutorial is
using.

Backing up the Sample Company Data

If you are the first person in your company to work with this tutorial, then you
have the honor of backing up the sample company data. This step is
important because we are going to be entering information and posting
transactions. Others in your office will need a clean copy of the sample data
so they can enter the same information and encounter the same conditions.

Note

If you are not the first person to run through this tutorial, you can read this
section to understand the procedure, and then proceed to the next section,
“Restoring the Sample Company Data.”

1

From the File menu, select Back Up. The Back Up Company window
appears.

Click the Back Up Now button.

In the Save Backup window, specify the path and file name for your backup
copy. For example, SAMPLE.ptb.

Click the Save button. Peachtree displays the estimated size of your backup.

Click OK. The system displays the progress of the backup until it is
complete.

Note

For more information on backing up data, refer to the “Company
Administration” chapter of the User’s Guide.
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Restoring the Sample Company Data

If you are not the first person to use this tutorial, you must restore the sample
company data to its original state. Open the company you want to restore.

1  From the File menu, select Restore.
2 Select the backup of the sample company data. (SAMPLE.ptb.)

3 Click the Open button to begin the restore process. The system displays the
progress of the restore procedure.

You will receive a warning message that you are about to overwrite
existing data. Select OK to continue.

Entering Information

In order to get accustomed to entering information in Peachtree Accounting,
you're going to enter yourself as an employee in our sample company,
Bellwether Garden Supply. Our sample company uses a variety of coding
schemes for identifying employees. One method is to use the first letter of the
first name along with the last name and a sequential two-digit number. If you
try to use a code already in use, a message will appear. Just pick a different
code.

For example, if your name was Ellen Adams, you might enter EADAMS-02.
This is because EADAMS-01 is already used by an employee named Elliot
Adams.
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Note

Because we’re in the sample company, you don’t have to worry about
accuracy, or about damaging your company records. \We're more interested
in learning how to move around and save records. Always open Bellwether
Garden Supply before beginning or resuming any of the lessons in this tutorial.
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Using Data Lookup Lists

1 To begin the lesson, from the Maintain menu, select Maintain Employees/
Sales Reps.

Peachtree displays the Maintain Employees/Sales Reps window.

First, let’s look at a list of existing employee IDs already entered in our
sample company.

2 Select the magnifying glass button next to the Employee ID field.

Employee ID: | |

Alternatively, you can right-click your mouse in the Employee ID field or
type (7) while the cursor is in the Employee 1D field. All three methods
display a lookup list of employees.

3 Select any employee on the list by double-clicking the ID.

The employee information appears in the fields. You can select other
tabs such as custom fields to display additional information on the
employee. If you selected a sales rep, you may have limited access to
certain tab areas. For now, return to the General tab.

Entering a New Record

1 Select the New button to clear the window.

2 Type an employee ID for yourself and press (Enter). The cursor moves to the
Name field.

Case-Sensitive Codes

All ID codes (such as employee ID) are case sensitive. This means that
JOD3 and j@D3 are considered different codes. Capital letters sort
before lowercase letters.

Cursor Movement

You can use or to move forward to the next field (or text box)
in data entry windows. Use (ShiftHEnter) OF (Shift}+{Tab) to move back a field.
You can hold the key down and press the underlined letter next to a
field text box to jump to that field. For example, to jump to the Social
Security # field, hold the key down and press (C), the underlined
letter.
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Save

Type your name and press until the cursor moves to the Address field.

Type your street address information. There are two lines for the address, so
you can enter an ATTENTION line or a PO Box number, if necessary. Press
to move to the next row of fields (City, ST Zip).

Type your city, state, and ZIP Code, pressing or after each. After
the ZIP Code, move to the Country field.

None of the other information is required. We will look at the employee
fields more closely in the Payroll lesson.

Add any information you would like to add, and then press to save the
record.

Pressing saves records in Peachtree Accounting windows. You could
alternatively select the Save button.

You can click on the magnifying glass beside the Employee ID field, to
display the employee list and see that your name has been added.

Congratulations! You are an official employee of Bellwether Garden
Supply!

Editing a Record
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One of our employees, Dorothy Beckstrom, just moved to a new address and
has a new phone number. Let’s make the change.

Using Smart Data Entry

To speed up the process of looking up data, Peachtree has Smart Data Entry
options. Instead of looking up a known record using the magnifying glass or
typing in the ID, you can type in the first couple of letters and Peachtree will
do the rest for you. This option is previously set up in the Maintain Global
Options window.

1

With the cursor in the Employee ID field type D (capital D) and press
to accept the selection.

This demonstrates Smart Data Entry. The Employee ID list appears, with
Dorothy Beckstrom selected, because hers is the first name in the list
starting with D.

Press to accept the name. The cursor moves to the Employee Type
option.
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Press to skip the Employee Type option and move to the Address
field.

Notice that the field text is highlighted.

FiXa e 2743 Morth Diruid Hille Road|
City, 5T Zip: [Atlanta Ga |30325
Country:

Dorothy’s new address is:

3588 Atlanta Hwy.
Apt. E-2
Atlanta, GA 30329-1209

Without using your mouse or pressing the key, start typing 3588
Atlanta Hwy.

Peachtree deletes the old text for you and adds your new text as you type.
You can edit any text field in Peachtree Accounting using this method.

Press and type Apt E-2. Press again.

Type Atlanta GA 30329-1209 (Enter].

Keep pressing the key (or key) until the Telephone 1 field is
highlighted. Type 404-380-9921 and press (Enter).

You could also press the (ait) key and type (1) to highlight the Telephone 1
field.

Press the Save button or to record the change.

Dorothy’s employee record is now changed. Any future payroll
transactions will refer to her new address.

Close the window by clicking the Close button.
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Displaying and Printing a Report

Now that you have entered and displayed a list of employees, let’s print
an employee list. If you do not have a printer currently set up, read along
in the section, following as much as you can.

From the Reports menu, select Payroll.

The Select a Report window appears. The Payroll program area is
highlighted on the left-hand side. A list of payroll reports and forms are
listed on the right-hand side of the window. The report we want is the
first item on the list, Employee List.

First, we will display the report. Then, we will print it.
Double-click Employee List from the Report List.

The report appears onscreen. You will see your name listed as an
employee and Dorothy Beckstrom’s new address.

If you want to print the report, select the Print button. The Print
window appears, notifying you which printer is set up as the current
default. Select OK to print; otherwise select Cancel. You should return to
the report displayed onscreen.

Press to close the Employee List report window.

Press to close the Select a Report window.

Using Action Items

Action Items offer you four tools to help manage your business:

+ Events: Notes or messages that are generated by everyday
transactions. For example, when a customer’s invoice is past due, or a
sales quote is about to expire.

« To Do: Notes to yourself about tasks that you need to perform.

+ Alerts: Warnings you create about potential problems or situations
that merit special attention. For example, you could set up alerts to
notify you when a customer’s year-to-date sales exceeds a certain
dollar amount or if an inventory item goes below minimum stock
level.

« Tips: Helpful hints about using Peachtree Accounting.

For our sample company, Bellwether Garden Supply, the Action Items
window appears every time you open the company. We previously closed this
window.
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0 From the Tasks menu, select Action Items.
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Entering a To Do Action Item
1 Select the To Do tab.
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2 Click in the Notes column, on the next available line of the To Do list.

3 Enter a brief message, like Make flyers for new promotion and press

(Enter)

4 You can change the date if you like, but the default (automatically
displayed date) is fine for our purposes.

5 This action item will appear on your To Do list until it is marked as
completed and you delete it.
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Entering an Event Action Item

Let’s create an event to remind us of a meeting tomorrow with one of our
customers.

1

Select the Event button.
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Select Customer/Prospect as the type of event. In the ID field, type FR (in
capital letters) and press (Enter).

Peachtree Accounting automatically continues filling in the field with
the Customer ID FREEMAN-01. The customer name below the 1D field
displays Freeman Enterprises/Darlene Freeman.

Type 3/16/03 as the date and press (Enter).
You can also use the pop-up calendar to enter the date.

Now select the Meeting option as the Event Type and press to move
to the Note field. Type the Note as 12:00 Lunch meeting with Ms.
Freeman to go over new contract. Press (Enter).

Select the Display in Action Items check box and enter one (1) day before
the event.

Select to save the event. Click the Close button to close the Create
Event window.

You will now see the event we just created in the Activities section of the
Events tab. The event is scheduled for tomorrow. We elected to have the
event appear a day ahead of time to remind us of the meeting.
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Using the Action Item Log

Action Items can be displayed in many areas of Peachtree Accounting. Let’s
look at action items using a different method.

1
2

Close the Action Items window.
From the Maintain menu, select Customers/Prospects.
The Maintain Customers/Prospects window appears.

In the Customer ID field, type FR and press to display the Freeman
Enterprises customer record.

Most of the information in this window will be covered in the Accounts
Receivable lesson. For now, we want to look at the action items that
involve this customer.

Select the Log button to display the Customer Event Log.
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The Customer Event Log displays several events including an invoice
sent and notification that the invoice was due. You will also see the lunch
meeting event. Using action items in this manner is an excellent way to
look at the customer contact activity over a period of time.

Press to close the Customer Event Log window and again to close
the Maintain Customers/Prospects window.
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Choosing a Peachtree Accounting Color Scheme

You can choose the colors that display in Peachtree Accounting windows.
There are five color schemes from which to choose. The color schemes range
from traditional Windows colors to bright vibrant colors similar to the

Navigation Aids.

1 From the Options menu, select Global. The Maintain Global Options
window appears.

2 Select the General tab.

3 Choose an alternate color scheme (for example, Sand) at the bottom of the
window, and then select OK.
Color Scheme
 Classic ' Professional 5'  Splash € Vibrant
You must restart Peachtree Accounting, to display the new color scheme.
For information on color schemes, see the “Company Administration”
chapter of the User’s Guide or press the Help button.

4 Exit Peachtree Accounting.

5 Restart Peachtree Accounting and open the sample company, Bellwether
Garden Supply.

6  Explore various areas of Peachtree Accounting to examine the new look. Try

several different color schemes to see which one you like best. When
finished, continue with this tutorial.

Review of Lesson I
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Let’s review some of the things we learned in this lesson.

* When restoring company data, you must use the same method and
destination you used when you backed up the data.

* When looking up ID codes, you can select the magnifying glass in
the field to display the list.

+ All ID codes are case sensitive. This means that J@@3 and j3@3 are
considered different codes. Capital letters sort before lowercase
letters.

s Press or to move forward a field in a window. Press
(Shift)}+(Enter) OF (Shift+(Tab) to move back a field.

+ To save arecord, press or select the Save button.
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If the cursor activates a field and the text is highlighted, you can
simply start typing to change the field text automatically.

With the Smart Data Entry options turned on, Peachtree Accounting
automatically displays ID codes for you based on partial data entry.

To close a window, press (Ctri)+(F4 ), (Esc), or select the Close button.

To close Peachtree Accounting, press (At +(F4 ) or select Exit from the
File menu.

Action items can be entered and displayed in many Peachtree
Accounting windows.

Now that you have been introduced to basic data entry procedures of
Peachtree Accounting, you are ready to proceed to Lesson I1l—General

Ledger.
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Lesson Ill—General Ledger

This lesson prepares you for setting up your company. You will learn how to
set up and maintain your chart of accounts, the basis for the General Ledger.
Next, you will learn how to enter a transaction that will post to the General

Ledger.

You will learn how to:

Enter a new account into the chart of accounts
Enter a prior year adjustment for an account
Allocate a budget amount for an account

Enter and post a transaction (General Journal entry)

Change accounting periods.

Estimated Lesson Time: 30 Minutes

Beginning the Lesson

If you are continuing from Lesson 11, skip this section and proceed with the

lesson.

If you are just starting the lesson, do the following:

1 Start Peachtree Accounting and open up the sample company, Bellwether
Garden Supply.

2 If the Action Items window appears, close it for right now.

3 From the Options menu, select Global. The Maintain Global Options
window appears.

4 In the Accounting tab, do the following:
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Select Manual Decimal Entry and 2 as the number of decimal places.

In the Hide General Ledger Accounts section, select Accounts
Payable. Make sure Accounts Receivable and Payroll Entry check
boxes are clear (not checked).

Select the “Warn if inventory item is out of stock” option.

Select the “Recalculate cash balance automatically in Receipts and
Payments” option.
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5 In the General tab, do the following:
« Make sure the Line Item Entry Display option is set to two lines.

+ Select both Smart Data Entry options by putting check marks in the
“Automatic field completion” and “Drop-down list displays
automatically” check boxes.

You could have other global options selected as well. However, the above
options are the only ones that directly affect this tutorial.

6  When finished, select OK to close the Maintain Global Options window.

Working with the Chart of Accounts

Peachtree Accounting comes with over 75 sample charts of accounts already
set up that you can choose from to customize or copy into your own chart of
accounts. You can create your own chart of accounts from scratch. However,
we recommend you use one of the chart of accounts from the sample
companies as a template—keeping the basic structure but editing and adding
individual accounts to suit your needs. You can copy the sample chart of
accounts when setting up your company during New Company Setup.

Entering an Account

1 From the Maintain menu, select Chart of Accounts.
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Save

After setting up the sample company, we noticed an error in our chart of
accounts. We forgot to enter a $2000.00 money market fund created at
the end of last year, and accidentally included the balance in our savings
account. We want to first create an account for these funds. We can select
any unused account number, but it is wise to stay within traditional
account number ranges. For our sample company, all asset accounts are
in the ten-thousand level (10000 to 19900).

In the Account ID field, type 1@5@@ and press (Enter). The cursor moves to
the Description field.

Type Money Market Fund and press (Enter). The cursor moves to the
Account Type field.

Enter or select Cash from the Account Type lookup box and press (Enter).

Select Save to establish the account.

Making a Prior Year Adjustment (Beginning Balance)

Normally you would enter beginning balances after entering your chart of
accounts. However, our sample company has already established the account
beginning balances and entered transactions. We want to record our money
market fund balance as of the end of the last fiscal year.

1
2

Select the Beginning Balances button.

The Select Period window appears.

Period 1 begins 1/1/03. We will enter a balance prior to this period.
Scroll down and select From 12/1/02 through 12/31/02, and then click OK.



Before you leave this

window, the Trial T
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Balance should
equal zero (in
balance).

If the Trial Balance is
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you select OK

(not recommended),
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the correcting entry
for you.
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Peachtree Accounting operates on a forced-balance trial balance. The
trial balance must always balance or equal zero (&). This means the sum
of assets and expenses must equal the sum of liabilities, equity, and
income.

First we will decrease the balance of the savings account. Then we will
make up the difference by adding the balance of the new money market
fund.

Select Account 10400-Savings Account, and enter 5500.00 in the Assets,
Expenses column and press (Enter).

Notice the Trial Balance is now out of balance (instead of 0.00, it displays
-2000.00).

Enter 28@0@.0@ for Account 10500-Money Market Fund and press (Enter).

The Trial Balance is now back in balance (displays 0.00).

Select OK to save the adjustment.

The beginning balance is posted to the General Ledger and will display
properly in our financial statements. You return to the Maintain Chart
of Accounts window.
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What If You Are Out of Balance?

Sometimes the trial balance may be out of balance. It’s a good idea to
investigate this first and make the adjusting entries. However, if the

reason cannot be determined, Peachtree Accounting will make a

correcting entry to temporarily put you back into balance. When you
select OK (with the trial balance out of balance) on the Prior Year
Adjustments or Beginning Balances window, a message appears warning
you that an equity account will be created (or updated) to contain the
difference or out-of-balance amount. You can select Cancel to return to
the window and make corrections, or OK to accept the correcting entry.

For more information on the chart of accounts and beginning balances,

refer to the “General Ledger” chapter of the User’s Guide.

Entering Budgets

Let’s enter a new expense account and allocate a budget amount throughout

the upcoming year.

1

2
3
4

5
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In the Maintain Chart of Accounts window, select the New button.
In the Account ID box, type 717@@ and press (Enter).

In the Description field, type Cellular Phone Expense and press (Enter).

Select the Budgets tab.
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Type 180@.0@ in any Amount field for Budget This Year. Press (Enter].
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6  Select the Allocate button on the Budget This Year side.

The $1800.00 is distributed over all accounting periods during the year,
with any odd pennies being distributed to the last accounting period.

'_.-E : 7  Select Save, and then select Close to close the window.

Save Budget information can be viewed in financial statements and certain
General Ledger reports.

Posting Transactions to the General Ledger

Peachtree Accounting offers two methods for posting transactions.

g + Real-Time Posting: Transactions are written to the General Ledger
Post as they are entered and saved. If your company uses real-time posting
you will select the Post button to record a transaction.
I—'ﬂ, + Batch Posting: Transactions are saved in a temporary holding area
Jave and later posted in a group. You can print registers and check the

batch of transactions before they are posted to the General Ledger. If
your company is using batch posting, you will use the Save button to
record a transaction. Later, you post all the saved transactions at one
time by selecting System, and then Post from the Tasks menu.

There are several advantages for using either posting method. Refer to the
“General Ledger” chapter of the User’s Guide to determine which method best
suits your company’s needs.

You can change posting methods at any time by selecting Company
Information from the Maintain menu. Our sample company, Bellwether
Garden Supply, uses the real-time posting method.

The General Ledger and General Journal

The General Ledger contains all journal transactions posted to the chart of
accounts and keeps track of account balances. Each program area contains
journals that list the transactions for that specific area. For example, Accounts
Receivable information (sales orders, sales invoices, and receipts) is recorded
in the Sales Order Journal, Sales Journal, and Cash Receipts Journal,
respectively.

If you are operating in an accrual-based company, all journal transactions are
posted collectively to the General Ledger. If you are operating in a cash-basis
company, some journals will not be included, such as the Purchase Journal
and Sales Journal. These purchase and sales transactions are posted to the
General Ledger in the Cash Disbursements and Cash Receipts Journals,
respectively.
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The General Journal contains transactions that establish and adjust account
balances. It is used to transfer funds from one account to another or make
correcting journal entries. If you make beginning balance entries or prior year
adjustments in the Maintain Chart of Accounts window, Peachtree
Accounting generates the entries for you and inserts them into the General
Journal. Other examples include monthly accruals, asset depreciation, and
end-of-year adjustments. In the General Journal you distribute the debits and
the credits. In other journals, Peachtree Accounting automatically distributes
the entry for you.

General Journal Entry

Our sample company, Bellwether Garden Supply, has two checking accounts.
One is used for disbursements (accounts payable) and the other is used for
payroll. Let’s transfer $5000.00 from the Regular Checking account to the
Payroll Checking account to cover an upcoming payroll run.

1 From the Tasks menu, select General Journal Entry.
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2 Press to accept the displayed date in the Date field.

The cursor moves to the Reference field. You could type anything here to
identify the journal entry.

3 Type Transfer101 and press (Enter). The cursor moves to the first Account
No. field.

4 Type the account number for the Regular Checking Account—1@2@@ and
press (Enter).
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5  Enter the following description: Transfer from Regular Checking to
Payroll Checking and press twice to move to the Credit field.

6  We are decreasing this account by $5000.00, so type 5839@.0D and press
twice.

We could have entered the debit for the payroll account first. However, it
makes no difference.

Notice that the Totals field in the lower right corner now displays
5000.00 beneath the Credit column of the table. The Out of Balance field
totals 5000.00. To complete the entry and remain in balance, this total
must equal zero (debits equal credits).

Once you pressed twice, the cursor moved to the Account No. field
on the second line to begin the new line item entry. Now we are going to
enter the offsetting debit ($5000.00 to the Payroll Checking Account).

7 Type 1@3@D and press (Enter). The Payroll Checking Account appears in the
account description area.

8 Accept the Transfer from Regular Checking to Payroll Checking
description by pressing and move to the Debit field.

9  We are increasing the balance of the account by $5000.00, so type a debit
amount of 53@@.3P and press twice.

Notice the Totals field now displays 5,000.00 in the Debits column. The
Out of Balance field now displays @. This means the journal entry is in
balance and can be posted.

10 Select Post to record this journal entry.

11 Press to close the window.

Accounting Periods

Accounting periods are set up when you create your company during New
Company Setup. Once you have defined your accounting periods, you cannot
change the structure of the periods. You can only change the current
accounting period, moving forwards or backwards within the structure
already established.

Peachtree Accounting allows up to 26 open periods. This allows you to have
last year’s history available for editing or adjusting throughout the current
fiscal year. You can work in the second year without closing the first year.

[0 To view the current accounting period, look at the status bar.
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Note

If you do not see the status bar, turn on the option by selecting View Status
Bar from the Options menu.

Bellwether Garden Supply is set up with 12 accounting periods per fiscal year.
The current accounting period is Period 3—3/1/03 to 3/31/03. If the current
accounting period was February 2004, then the status bar would read Period
14—2/1/04 to 2/28/04.

The date to the left of the current accounting period is the system date.
Normally this represents today’s date or the current date of your computer’s
clock. However, in our sample company, we have set this date to always be
3/15/03 for tutorial purposes.

Changing Accounting Periods

At the end of each accounting period you should change to the next
accounting period. Peachtree Accounting does not actually close accounting
periods. You change accounting periods at will, moving back and forth
through the fiscal year. When you post a transaction, Peachtree Accounting
selects the correct period based on the transaction date.

This brings up an interesting point. You cannot post a new transaction to a
previous accounting period. This feature ensures that a new entry will not be
inadvertently posted to a period for which financial statements have been
reported. However, you can post future transactions while remaining in the
current accounting period.

For example, the current accounting period in our sample company is Period
3—3/1/03-3/31/03. You can post new transactions dated 3/2/03 or 5/4/03.
However, you cannot post a new transaction dated 2/6/03 because it’s in the
past. The only way you can add this old transaction is to change accounting
periods back to Period 2—2/1/03-2/29/03—then enter it.

Entering future transactions is a powerful feature and can save you time. This
is especially true if you are approaching the end of a current accounting
period and are not quite ready to change. It also allows you to post recurring
transactions.



This drop-down list
box displays the
current accounting
period.
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There are a couple of additional rules to consider when changing accounting
periods.

+ All transactions currently entered in the General Ledger must be
posted before you can change accounting periods. If you are using
real-time posting, this is already done for you. If you are using batch
posting, then you must post all journals before moving forward.
(Our sample company uses real-time posting, so this rule does not
affect us.)

+ Ifyou are using a network, all other Peachtree Accounting users
must exit the company data before you can change accounting
periods. Basically this means only one user can be working in the
company when changing accounting periods.

Let’s pretend it’s the end of the month. We are ready to change accounting
periods to move ahead.

1 From the Tasks menu, choose System, and then select Change Accounting
Period.
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2 Select Period 4—Apr 1, 2003 to Apr 30, 2003 from the drop-down list, and

then select OK.

3 Peachtree Accounting asks if you would like to print reports before

continuing. Select Yes.

Generally it is a good idea to print and file reports before you change
accounting periods. This maintains an audit trail for your records. You
can select which reports you want to print. You should also print open
invoices and checks.

4 To save time and paper, let’s not print any reports at this time. Select

Cancel. You will return to the Change Accounting Period window.

5 Select Period 4—Apr 1, 2003 to Apr 30, 2003—again from the drop-down

list, and then select OK.
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6  Select No when given the option to print reports.

Peachtree Accounting checks for unposted entries and changes your
accounting period. Notice the status bar now displays the current
accounting period as Period 4—4/1/03 to 4/30/03. You can begin
entering transactions for period 4 or later. You cannot enter new
transactions dated prior to 4/1/03.

For tutorial purposes, let’s change back to period 3 to prepare for the
next lesson.

7  From the Tasks menu, choose System, and then select Change Accounting
Period. The Change Accounting Period window appears.

8  Select Period 3—Mar 1,2003 to Mar 31,2003—from the drop-down list
and then select OK.

When changing to previous periods, Peachtree Accounting does not ask
if you want to print reports. (This only occurs when you move forward.)

Review of Lesson Il

86

Let’s review some of the things we learned in this lesson.

You can create your own chart of accounts from scratch. However we
recommend you use a chart of accounts from one of the sample
companies as a template—keeping the basic structure, but editing
and adding individual accounts to suit your needs.

You can only enter chart of account beginning balances in the
current fiscal year if no transactions have been posted to the General
Ledger. If transactions are posted, you must enter prior-year
adjustments.

Peachtree Accounting operates on a forced-balance trial balance. The
trial balance must always balance or equal zero (d.99). This means
the sum of assets and expenses must equal the sum of liabilities,
equity, and income.

When entering budget amounts for an account, enter the yearly
total, and then select the Allocate button to have Peachtree
Accounting subdivide and distribute budget amounts for individual
accounting periods throughout the year.

Peachtree Accounting offers two methods for recording transactions
to the General Ledger—real-time posting and batch posting. You can
change posting methods at any time.

The General Ledger contains all journal transactions posted using
the chart of accounts and keeps track of account balances.



Lesson lll—General Ledger
Review of Lesson Ill

The General Journal contains transactions that establish and adjust
the chart of account balances. It is also used to transfer funds from
one account to another or make correcting entries. In the General
Journal you distribute the debits and the credits. In other journals,
Peachtree Accounting automatically distributes the entry for you.
Make sure the Out of Balance amount equals zero (&), or you can’'t
post the General Journal entry.

At the end of each accounting period you should change to the next.
Peachtree Accounting does not actually close accounting periods.
You change accounting periods as needed, moving back and forth
through the fiscal year.

You cannot post a new transaction to a previous accounting period.
However, you can post future transactions while remaining in the
current accounting period.

All transactions currently entered in the General Ledger must be
posted before you can change accounting periods.

Now that you have been introduced to the General Ledger area of Peachtree
Accounting, you are ready to proceed to Lesson IV—Accounts Payable.

If you would like to quit Peachtree Accounting, follow these steps.

Quit Peachtree Accounting

g

From the File menu, select Exit.

For a keyboard shortcut, you could select (Ait)+(F4 ) to exit Peachtree
Accounting as well.

This closes the current company and exits Peachtree Accounting.
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Lesson IV—Accounts Payable
In this lesson you will learn about entering vendors and using the accounts
payable functions of Peachtree Accounting.
You will learn how to:
+ Update a vendor record
+ Enter a purchase order
+ Receive inventory and record the purchase invoice
+ Display a journal entry using Accounting Behind the Screens
+ Make a payment for the purchase invoice
+ Print a disbursement check
* Analyze payments to vendors

+ Hide and display G/L accounts in task windows

Estimated Lesson Time: 30 Minutes

Beginning the Lesson

If you are continuing from Lesson 111, follow the steps below before
proceeding with the lesson.

1 From the Options menu, select Global.

2 In the Hide General Ledger Accounts section of the Accounting tab, select
Accounts Payable. Make sure the Accounts Receivable and Payroll Entry
check boxes are clear (not checked).

The rest of the global options are set up properly from the previous lesson, so
you can now proceed with the lesson.

If you are just starting the lesson, do the following:

1 Start Peachtree Accounting and open up the sample company, Bellwether
Garden Supply.

2 If the Action Items window appears, close it for right now.

3 From the Options menu, select Global. The Maintain Global Options
window appears.

You need to make sure that the tutorial global options are set up
properly.
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4 In the Accounting tab, do the following:

Select Manual Decimal Entry and enter 2 as the number of decimal
places.

In the Hide General Ledger Accounts section, select Accounts
Payable. Make sure the Accounts Receivable and Payroll Entry check
boxes are clear (not checked).

Select the “Warn if inventory item is out of stock” option.

Select the “Recalculate cash balance automatically in Receipts and
Payments” option.

5 In the General tab, do the following:

Make sure the Line Item Entry Display option is set to two lines.

Select both Smart Data Entry options by putting check marks in the
“Automatic field completion” and “Drop-down list displays
automatically” check boxes.

You could have other global options selected as well. However, the above
options are the only ones that directly affect this tutorial.

6  When finished, select OK to close the Maintain Global Options window.

Accounts Payable Tasks

Processing vendor transactions in Peachtree Accounting is, at most, a five-
step process. The number of steps may vary depending on your needs.

Tasks Procedure

Maintain Vendors Set up a vendor

Purchase Orders Order items from your vendor

Purchase Invoices Receive inventory or services and/or
apply purchase order to purchase
invoice

Payments Apply a disbursement payment against
the purchase invoice or record a cash
purchase

Print Checks Print the disbursement check

You may use all five steps or, in some cases, only one step. For example, if you
make a cash purchase, you can enter this directly in the Payments window
(without even creating a vendor).
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Maintain Vendors

Firstwe are going to select the vendor from whom we are going to order items.
Then we will change one item of information—the discount percentage
offered for timely payment.

1 From the Maintain menu, select Vendors.
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The cursor is in the Vendor ID field. The magnifying glass indicates a
lookup box, which is a field with a lookup list attached.

2 With the cursor in the Vendor ID field, type a question mark.

Alternatively, you could select the magnifying glass button to display the
vendor lookup list.

The vendor we will use for this tutorial is Arbor Wholesale Suppliers.

3 Double-click on ARBOR-01—Arbor Wholesale Suppliers to select it from the
list.

You could also select ARBOR-01 and press (Enter).
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Clearing the Use
Standard Terms
check box allows
you to enter
unique conditions.

Save

Lesson IV—Accounts Payable
Maintain Vendors

Entering a Discount

This vendor is offering our company a 5% discount for paying bills within 15
days of the purchase invoice date. This exceeds our standard vendor terms of
payment for Bellwether Garden Supply, which is 2% in 10 days. However, we
have been given this incentive because we are a good customer to them.

1 Select the Purchase Defaults tab.
Notice that most of the information in the window changes, but some
remains the same—the Vendor ID, Name, and the Inactive check box.
2 Select the Terms arrow button at the bottom of the window.

An arrow button indicates additional information can be accessed
related to the subject.
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3 Click the Use Standards Terms check box to clear this option. There should
be no mark in the box.

When the Use Standard Terms check box is selected, the other term
options are dimmed. Clearing the check box allows us to make changes
to this vendor’s terms.

4 Move the cursor to the Discount in # of days field. Type 15 and press (Enter).
The cursor moves to the Discount % field.

5 Type 5.0 and press (Enter].

6  Select OK to save these entries. Next, select the Save button to update the
vendor record.

~

Press to close the Maintain Vendors window.
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Entering a Purchase Order

Purchase orders are used to place an order for items you intend to purchase
from a vendor. When you post a purchase order, you do not actually update
accounting information. In an accrual-based company, the accounting
information is updated only when you receive the items on the purchase
order through the Purchases/Receive Inventory window.

1 From the Tasks menu, select Purchase Orders.
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The cursor is in the Vendor ID field. Do you remember the Vendor ID
for Arbor Wholesale Suppliers? Don’t worry if you don't— the program
does. The Vendor ID field is also a lookup box.

2 Type A (capital A) and press (Enter).

If you have the Automatic field completion (a Smart Data Entry option)
set up in Global Options window, the Vendor ID ARBOR-01—Arbor
Wholesale Suppliers appears. (For more information, refer to Lesson
Il— “Using Smart Data Entry” on page 68.)

If the Smart Data option is turned off, select the magnifying glass icon or
type (7] to access the lookup list for vendors. Select ARBOR-01—Arbor
Wholesale Suppliers and press (Enter).

The cursor moves to the PO # field. Peachtree Accounting supplies PO
numbers for purchase orders it prints. You would enter a number here
only when recording a previously entered purchase order that you don’t
want to print.
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3 We want to print the PO, so press to move to the Date field.

Dates

The Date field defaults to the System Date. This date will print on the
purchase order as the date you want to issue the purchase order. It does not
represent the purchase invoice date or the date you may have entered the
purchase order in the computer.

Peachtree Accounting permits flexibility when entering dates. For example, to
enter January 1, 2003, type 10103 and Peachtree Accounting will format the
date correctly. You can even enter the day portion of the date and the program
formats the date based on the current accounting period. For example, if you
are operating in December 2003, type 4 with the date field selected and press
(Enter), Peachtree Accounting would format the date as Dec 4, 2003. This can
save time during data entry.

We'll pretend it’s March 27, 2003.

4 In the date field type 27 and press (Enter). The cursor moves to the Good
Thru date field. Accept the 30 day expiration and press (Enter]. The cursor
moves to the Ship To address field.

The shipping information and terms are correct. We are going to skip
these items.

Entering Transaction Lines
There are two ways to enter transaction lines for purchase orders and invoices:

« By Inventory Item: You can set up inventory items through
Maintain Inventory Items, making it easy to track items or services
purchased or sold. Setting up these items also allows Peachtree
Accounting to complete distribution entries for you, saving you
time.

+ By Account Number: If there is no line item set up for a particular
item you intend to purchase (or sell), or if you do not intend to use
the Inventory module, you can type a description and distribute it
directly to the proper General Ledger account.

We are going to use the first method to purchase some inventory items.
You might use the second method when purchasing items like office
supplies or recording a telephone bill.

5  With your mouse, select the Quantity field.

Our stock levels are low for a couple of items—Cilantro Seeds and Pansy
Seeds.
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In the first line, Type 12 in the Quantity field and press (Enter). The cursor
moves to the Item field.

Select the magnifying glass button to open the lookup list for inventory
items.

You can set up a list like this for your own products or services in the
Maintain menu. See “Lesson VII—Inventory” on page 145.

As an exercise, select the Sort button from the inventory lookup list.

Notice this changes the order of the list from being listed by ID to being
listed by item name. This feature is available for all lookup lists.

Double-click SEHB-32120—Cilantro Seeds.

The item description appears in the Description field. Notice that the
description changes to read, “Catalog #:102030: Cilantro Seeds.” When
setting up inventory items, you can enter two types of descriptions for
the same item—one for purchases and one for sales. In this example, we
need to refer to the vendor’s catalog number when ordering the item.
However, when we sell the item it is described as “Bell-Gro Basil Cilantro
Seeds (Long Standing)”.

Press twice to accept the description and unit price and the cursor
moves to the Amount field.

Peachtree Accounting calculates the quantity multiplied by the unit
price and enters it in the field.

Press to move to the Job field.

The Job field is also a lookup box. It contains a list of jobs and their
descriptions. For this part of the tutorial, we are going to skip entering a
job. To learn more about jobs, refer to “Lesson VIII—Job Costing” on

page 157.

Press (Enter). The cursor moves to a new transaction line.

Next we will order Pansy Seeds.

Type 12 and press (Enter).

Find item SEFL-31160 Pansy Seeds (Pastel Mix) from the lookup list and
press (Enter).

The PO Total at the bottom should now display a total of $12.00.
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Saving and Posting

Always save your entries before exiting a task window (in this case the
Purchase Order window). The Post button is displayed because the sample
company uses real-time posting. When you select the Post button, Peachtree
Accounting saves and posts the purchase order. (You could also select the
Print button here to both print the purchase order and post it to the Purchase
Order Journal.)

is not recorded to the General Ledger—just recorded to the Purchase Order
Journal or Sales Order Journal, respectively. Once you receive or ship
inventory, the orders are changed to invoices. When you enter a purchase
invoice or sales invoice, Peachtree posts the account information to the
General Ledger (in an accrual-based company).

@ When purchase orders and sales orders are posted, the account information

Note

15 Select the Post button.

16 Select the Close button or press to close the window.

Printing Purchase Orders

Now let’s print the Arbor Wholesale Suppliers purchase order we just entered.

There are three ways to print purchase orders.

+ From the Purchase Orders task window, select the Print button:
This prints the current purchase order displayed. If the reference
number field (PO number) is left blank, Peachtree Accounting
assigns a reference number and prints the form. If the PO number
field already has a reference number, Peachtree Accounting prints the
form with the word “Duplicate” on it.

+ From the Reports menu, select Accounts Payable. Select a form
from the Purchase Orders folder, and then click the Print button:
This prints a batch of open purchase orders (those without PO
numbers assigned) at one time based on a date you enter.

+ From the Navigation Aid, select the Purchases folder, and then the
Print Purchase Orders icon: This prints a batch of open purchase
orders (those without PO numbers assigned) at one time.

This basic procedure is the same whether you're printing a batch of Purchase
Orders, Quotes, Sales Invoices, or Packing Slips. From the Reports menu,
select the module (for example, Accounts Receivable). Then double-click the
form folder, select the form you want to print, and filter the last date for which
to print the form. All transactions without reference numbers (for example,
invoice or order numbers assigned) will print.
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1 From the Reports menu, select Accounts Payable.

2 Scroll down the report list and open the Purchase Orders forms folder by
double-clicking it.

3 Scroll down and single-click the PO Plain form to print a plain paper
purchase order.

If you purchased preprinted forms, you might select the PO PrePrinted
form.

4 Select the Print button. The PO Plain filter window appears.

5  For tutorial purposes, assign the first PO number as 8111. In the Last Date
for which PO will print field, type 3/27/03 and press (Enter).

6  Select OK to accept the filter options.

7  The Print window displays. Confirm the print setup and select OK to print
purchase orders.

After the purchase order is printed, a message box displays asking if it
printed properly. In real life, this is a very important question. When you
answer Yes, Peachtree Accounting updates PO numbers and flags the PO
as printed, so that it will not print again.

8 Select Yes.

9  Press to close the Select a Report window.

Purchases/Receive Inventory
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In the Purchases/Receive Inventory task, you apply purchase orders to
purchases or enter direct purchases (invoices you receive from your vendor
without a PO).

We have just received a shipment from Arbor Wholesale Suppliers for the
purchase order we previously entered.
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Purchases/Receive Inventory

1 From the Tasks menu, select Purchases/Receive Inventory.
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Notice the similarities with the Purchase Order window. The only major
difference is the presence of the Apply to Purchase Order tab and Apply
to Purchases tab.

« Apply to Purchase Order: When you select a vendor who has open
purchase orders, this tab appears, allowing you to select which
purchase order to receive items against.

« Apply to Purchases: If you select a vendor with no open purchase
orders, this tab appears. You can enter a vendor invoice that did not
originate on a purchase order. In addition, even if you have selected a
purchase order and received items against it on the Apply to
Purchase Order tab, you can also select the Apply to Purchases tab to
enter purchases not included in any open purchase orders.

2 With the cursor in the Vendor ID field, type ARBOR-01 and press (Enter).
The cursor moves to the Invoice # field.

Included in the Arbor Wholesale Suppliers shipment is Invoice 15777,
dated 3/29/03, responding to our Purchase Order # 8111. They shipped
us 12 packs of Cilantro Seeds and 12 packs of Pansy Seeds.
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Type 15777 and press (Enter). In the date field, type 29 and press (Enter).

The date should format as Mar 29, 2003. The cursor moves to the
Waiting on Bill from Vendor field. Since our shipment included the
invoice, we can skip this field.

Press five times. The cursor should now be on the Apply to Purchase
Order tab.

You should see a drop-down list displaying <No PO Selected>. This
displays all the current open POs for the particular vendor.

Select the down arrow, and then choose 8111 from the drop-down list.

You cannot apply more than one open purchase order to an invoice.

Press twice. The cursor should be on the first transaction line in the
Received field. We ordered 12 packs of Cilantro Seeds and only received 6.
The remaining 6 packs have not been received yet.

Enter 6 and press (Enter). The cursor moves to the Description field.

The description has not changed, so press to move to the Unit Price
field.

The vendor has reduced the price to $.40 a pack, so enter .40 and press
(Enter). The Amount field should calculate and display 2.40.

Press to accept the amount. The cursor moves to the Job field.

Let’s skip the Job field for now. Press to move to the second
transaction line which displays the Pansy Seeds.

Enter 12 and press (Enter).

The unit price did not change and remains $.55. That's all we need to
complete this invoice. The invoice total should display as $9.00.
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Discount Information

13

14

We began this lesson by changing the payment terms for Arbor
Wholesale Suppliers. Let’s check the discount information for the
purchase invoice we just entered.

Select the arrow button to the right of the Terms. This information is just
below the Ship To address.
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The Date Due is the date by which the invoice should be paid. The
Discount Amount is the invoice total multiplied by the discount
percentage you entered in the Maintain Vendor record. The discount
date is the date by which we must pay to receive the purchase discount.
The Displayed Terms are the percentage of discount, the time in days for
receiving the discount, and the number of days before the invoice is due.

Select OK to exit this window.

Accounting Behind the Screens

Let’s examine the journal entry that will be made to the Purchases Journal
before posting it.
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You can edit the
account number
for each line item
you entered. The
other fields cannot
be edited in this
window.

Select the Journal button from the toolbar.
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The Accounting Behind the Screens window displays journal entries that
will be posted if this transaction is saved; it provides a preview of what
will happen when the transaction is recorded.

The default account that is selected for each line item is 12000—
Inventory. This default comes from the inventory item list and or default
information set up in Maintain Inventory Items. The accounts payable
account also appears. You have the opportunity to change these account
IDs, if necessary, but usually you would accept the default.

The Accounting Behind the Screens window displays debit and credit
information for each line item. Since Peachtree is a double-entry
accounting system, all the accounting distributions are automatically
done for you, behind the scenes. Whenever you need to see this
accounting information, select the Journal button.

Since we do not need to make any changes, select the OK button to return
to the Purchases/Receive Inventory window.

Posting Purchase Transactions

Most entries made in the Purchases/Receive Inventory window are debits.
The offsetting credit is made to the Accounts Payable account (in accrual
accounting). The credit to Accounts Payable is made to the A/P account that
appears on this Purchases/Receive Inventory window.

17

Select Post to record the Purchase invoice.

The purchase is recorded and the proper accounts are distributed to the
General Ledger. Inventory is also updated.

You return to the Purchases/Receive Inventory window.

Note:

100

You cannot print purchase invoices, only purchase orders.

18

Close the Purchases/Receive Inventory window by pressing (Esc).
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Lesson IV—Accounts Payable
Payments

Typically, you would enter purchase invoices throughout the month so that
you would have a record of what you owed. Then, at some later date, you pay
the invoices. We are going to enter a payment for this purchase invoice.

1

From the Tasks menu, select Payments.
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You have the option of writing a disbursement check to a vendor or a
customer. Usually payments are made to vendors. However, you might
write a check to a customer when issuing a refund.

Select Vendor ID as the payment type, type ARBOR-01 (the vendor ID for
Arbor Wholesale Suppliers) in the Vendor ID field, and press (Enter). The
cursor moves to the Pay to the Order of field.

Notice the Apply to Invoices tab now displays the purchase invoice
15777 we just entered. Other outstanding invoices for this vendor are

also listed here.

With the cursor in the Pay to the Order of field, you could change the
vendor address by selecting the arrow button.

If you wanted to enter a cash purchase (for example, food for an office
lunch) without creating a vendor ID or purchase invoice, you could skip
the Vendor ID field and enter the name of the one-time payee in the Pay

to the Order of field.
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3

Press to accept the vendor name and address. The cursor moves to
the Check Number field.

We are leaving the check number blank. When we print the check,
Peachtree Accounting will then assign the next check number in
sequence. If you enter a check number, Peachtree Accounting assumes
you are entering a manual check or a previously-printed check, and will
print the word “DUPLICATE” on the check if you choose to print it.

Press to leave the Check Number field blank. In the Date field, type
29 and press (Enter). The date formats to Mar 29, 2003. The cursor moves to
the Memo field.

Peachtree Accounting automatically fills this field with the vendor
account number (set up in the Maintain Vendors window). You could
enter other information in this field.

Press to accept the Memo field. The cursor moves to the Cash
Account field.

The Cash Account field should display Regular Checking. Below is the
current balance (as of the check date 3/29/03). If question marks display,
select the Recalculate (Recalc) button to temporarily display the cash
balance. This displayed balance will not change until you press the
Recalculate button again.
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Note

Peachtree Accounting offers you the option of automatically displaying the
current Cash Account balance on the Payments, Receipts, and Payroll Entry

windows. From the Options menu, select Global and turn on the Automatic

Recalculate cash balance automatically in Receipts and Payments option.
Each time you enter Receipts, Payments, or Payroll Entry windows and enter
a transaction, the displayed cash account balance is updated.

At this point, you can select invoices to pay. Optionally, you can make a
payment against an expense account. When you select the Apply to
Expenses tab, the outstanding invoices for this vendor will temporarily
disappear, and the columns in the distribution area will be different
(similar to the purchase invoice). We are going to apply this
disbursement against the invoice we just entered.

Click the Description column beside invoice 15777. You could enter a brief
description to appear on the check stub if necessary. For the tutorial, we
won’t enter a description. So all you have to do now is select the Pay check
box in the far right column.
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Notice the amount box on the check form now displays $8.55. This is
$9.00 minus the 5% discount we established earlier for Arbor Wholesale
Suppliers.

The amount box keeps a running total of the vendor invoice(s) you pay.
You can only adjust the amount it shows indirectly, by entering
payments in the Amount Paid field.

In addition to Purchase Invoice 15777, you may see other outstanding
invoices due for this vendor. You can elect to pay them as well or make a
partial payment on a single invoice. You may also note that these
invoices may or may not qualify for purchase discounts based on the
check date entered.

7  Select the Journal button to display the Accounting Behind the Screens
ﬁ window.

The Accounting Behind the Screens window appears. This window
shows all transaction distributions.

8  Select OK to return to the Payments window.

9  Select the Post button to record and post this payment.

You could also select the Print button here to both print the check and
post the disbursement. However, we will print the check in the next
section.

10 Press to close the Payments window.

Disbursement Transactions

When you post this payment (in an accrual-based company), the Accounts
Payable account is debited for the full invoice amount, which balances the
credit when we entered the invoice. The cash account is decreased by the
amount of the check, and the Discounts Taken account is decreased by any
discount that might apply. (You establish the account for discounts taken
from the Maintain menu by selecting Default Information, and then
Vendors.)
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Printing Checks

You can print a batch of checks, or print checks individually, as you enter
them (using the Print button on the Payments window). Because Peachtree
Accounting prints a form for checks, you cannot choose to display the check.
You can, however, print a check register prior to printing a batch of checks to
ensure accuracy.

1 From the Reports menu, select Accounts Payable.

2 Scroll down the report list and open the Disbursement Checks forms folder
by double-clicking it.

3 Scroll down and single-click any of the forms.

If you purchased preprinted forms, you might select the AP Preprint 1

Stub form.
o 4 Select the Print button. The print forms (AP Preprint 1 Stub) window
‘If"f'iﬁ appears.

From here you can filter the checks that print. We’ll set the Filter options
to print only checks for Arbor Wholesale Suppliers.

The first check number may display 10211 (or possibly a different
number depending on whether you started this tutorial with a “fresh”
copy of Bellwether Garden Supply). This is the next check number in
sequence, tracked and assigned by Peachtree Accounting. Normally, you
would check your blank preprinted form to verify the next available
check number and enter it here if it is different. For right now, accept the
default since we are only printing a practice check on plain paper.

5 The Cash Account displays 10200— Regular Checking. In the Last date for
which checks will print field, type 3/29/03 and press (Enter).

6 In the Filter Range list, click in the From column, beside Vendor ID.

7  Type ARBOR-01, the code for Arbor Wholesale Suppliers. Press (Enter]. In
the To column type the same code.

Now only outstanding checks for Arbor Wholesale Suppliers dated
3/29/03 or earlier will print.

8 Select OK to accept the filter options.
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The Print window appears. Confirm the print setup and select OK to print
checks.

After the disbursement check is printed, a message box displays asking if
it printed properly. In real life, this is a very important question. When
you answer Yes, Peachtree Accounting updates the check number and
flags the check as printed, so it will not print again.

10 Select Yes.

11 Press to close the Select a Report window.

Reprinting a Check

After printing checks, they are assigned check numbers. If you wanted to
reprint a check, it would print with the word “duplicate” on it. However, in
the instance that you need to reprint an original check, you could follow these
steps:

1

From the Tasks menu, select Payments.

Peachtree displays the Payments window.

Select the Edit button from the toolbar.
The Select Payment window appears.

Select the payment we just entered for Arbor Wholesale Suppliers and then
select OK.

The payment appears.

Delete the check number.

Select the Print button.

This will use the next check number in the sequence and print the check.

Note

If you wanted to enter and print checks for several vendors at one time, you
can save data entry time by using the Select for Payment option from the
Tasks menu.
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Display the Vendor Ledger
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Screen
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Let’s display this vendor’s ledger to review the journal entries that we just
made.

1 From the Reports menu, select Accounts Payable.

2 Select Vendor Ledgers, and then select the Screen button.

This vendor uses a type code of SUPPLY. We will use this as a mask,
limiting the report to only vendors with this type code.

3 Beside the Vendor Type in the Filter list, select Range in the Type column.
4 Type SUPPLY in the From and To columns.

Similar to ID codes, type codes are case sensitive. Be sure to type
SUPPLY in capital letters.

5 Select OK to display the report.
The Vendor Ledgers report for all SUPPLY type vendors displays.

Bellwether Garden Supply
Vendor Ledgers

For the Period From Mar 1, 2003 to Iiar 31, 2003
Filter Criteria inchides: 1) Types from SUPPLY to SUPPLY. Report order is by ID.

Vendor ID Date Trans No Type Paid Dehit Ami Credit Ami Balance
Vendor
[AREOE-01 003 22113 PI 64.50 64,50 |
Arhor Wholesale Suppliers 3203 15777 ) * Q.00 7380
52505 10211 cDI 0.45 0.45 75.80
32803 10211 CDT .00 6480
BRENMAMAN-01 31053 Balance Fad 12458
Bremmaman Chemical Supply  3/12/03 10201 CDT 12462 0.0o
SI2m035 118855 FI 28760 28780
S0OGARDEN-01 3403 11544 FI * 25565 25585
Southern Garden Wholesale 31403 10208 CDT 511 511 25585
31403 10208 CDT 25565 0.0o

The accounts payable subsidiary account for Arbor Wholesale Suppliers
was credited for $9.00 (the amount of their invoice #15777). When we
posted the payment, the program debited this vendor’s account for our
check #10211, clearing the transaction to zero.

6  Select the Close button, to close the report window. Press to close the
Select a Report window.
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Display or Hide General ledger Accounts

To simplify data entry, you have the option to hide General Ledger accounts
on various task windows. When the General Ledger accounts fields are not
visible, it is assumed that the default accounts you have set up will be used
when recording the transaction. However, you can still change G/L accounts,
if needed, by selecting the Journal button, which displays the Accounting
Behind the Screens window.

In this tutorial the Accounts Payable task windows were set up to hide General
Ledger accounts from view. We will now turn off this global option and
examine the difference.

1 From the Options menu, select Global.

The Maintain Global Options window appears.

2 In the Hide General Ledger Accounts section, clear the Accounts Payable
check box. Make sure the Accounts Receivable and Payroll Entry check
boxes are also clear (not checked).

3 When finished, select OK to close the Maintain Global Options window.

4 From the Tasks menu, select Purchases/Receive Inventory. The Purchases
Receive Inventory window displays with General Ledger account fields
visible.

5 To display the purchase invoice entered previously, select the Edit button.
Select invoice 15777, and then click OK.

The General Ledger accounts for each line item appear as well as the
Accounts Payable account field.
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For the remainder of these tutorials, the Hide General Ledger Accounts
global option will not be activated so that you are exposed to all the
Peachtree Accounting window elements.

Review of Lesson |V

Let’s review some of the things we learned in this lesson.

« We covered the basic accounts payable tasks—ordering items using
purchase orders, printing purchase order forms, receiving inventory
and applying purchase orders to purchase invoices, applying a
payment against the purchase invoice, and printing the
disbursement check.

* We learned how some of the various features of Peachtree
Accounting work together. The discount information entered in
Maintain Vendors was automatically included in the new purchase
invoice entered and was subtracted when entering a timely payment.

+ If you want to record an invoice now and pay for it later, use the
Purchases/Receive Inventory window. If you want to print a purchase
order, leave the PO # field blank on the Purchase Orders window. If
it's a direct cash purchase, enter a payment using the Apply to
Expenses tab.
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» There are two ways to enter transaction lines in purchases (and
sales):

+ By Inventory item: With line items set up through Maintain
Inventory Items, you can keep track of items or services
purchased or sold. Setting up these items also allows Peachtree
Accounting to complete distribution entries for you to save you
time.

+ By Account Number: If there is no line item set up for a
particular item you intend to purchase (or sell), or if you do not
intend to use the Inventory module, you can type a description
and distribute it directly to the proper General Ledger account.

+ Toexamine a transaction’s journal entry, select the Journal button on
the Task window. This action displays the Accounting Behind the
Screens window where you can change account information and
examine debit and credit entries corresponding to the transaction.

+ Inaccrual-based companies, a typical invoice credits the accounts
payable subsidiary account and debits inventory or expenses.

* When printing a check, leave the check number blank to have
Peachtree Accounting later assign a check number and print the
check.

+ Once you print a batch of checks and answer Yes to the prompt that
asks you if the checks printed properly, Peachtree updates the check
numbers and flags the checks as printed. To reprint a check, you
must complete the following steps:

+ From the Payments window, select the Edit button.
+ Select the Payment check you want to reprint.
+ Delete the check number.

+ Select the Print button. This action prints the check using the
next check number in the sequence.

* You have the option to hide General Ledger Account fields on
various task windows. Hiding these fields can make data entry easier,
if desired. When the General Ledger accounts fields are not visible, it
is assumed that the default accounts you have set up will be used
when recording the transaction.

Now that you have been introduced to the Accounts Payable module of
Peachtree Accounting, you are ready to proceed to Lesson V—Accounts
Receivable.
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Lesson V—Accounts Receivable

In this lesson you will learn about entering customers and using the accounts
receivable functions of Peachtree Accounting.

You will learn how to:

Enter a new customer on-the-fly

Enter a quote

Enter a sales order

Ship inventory and enter the sales invoice
Record a receipt for the sales invoice

Analyze collections of payments from customers

Estimated Lesson Time: 30 Minutes

Beginning the Lesson

If you are continuing from Lesson 1V, skip this section and proceed with the

lesson.

If you are just starting the lesson, do the following:

1 Start Peachtree Accounting and open up the sample company, Bellwether
Garden Supply.

2 If the Action Items window displays, close it for right now.

3 From the Options menu, select Global. The Maintain Global Options
window appears.

You need to make sure that the tutorial global options are set up
properly.

4 In the Accounting tab, do the following:
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Select Manual Decimal Entry and 2 as the number of decimal places.

Clear the Hide General Ledger Accounts option for all modules
(Accounts Receivable, Accounts Payable, and Payroll).

Select the “Warn if inventory item is out of stock” option.

Select the “Recalculate cash balance automatically in Receipts and
Payments” option.
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Accounts Receivable Tasks

5 In the General tab, do the following:
+ Make sure the Line Item Entry Display option is set to two lines.

+ Select both Smart Data Entry options by putting check marks in the
“Automatic field completion” and “Drop-down list displays
automatically” check boxes.

You could possibly have other global options selected as well. However,
the above options are the only ones that directly affect this tutorial.

6  When finished, select OK to close the Maintain Global Options window.

Accounts Receivable Tasks

Processing customer transactions in Peachtree Accounting is, at most, a five-
step process. The number of steps may vary depending on your needs.

Task Procedure

Maintain Customers/Prospects Set up a customer

Quotes Print a proposal for sales of products or
services

Sales Orders Order items for your customer

Sales/Invoicing Enter an invoice for products or
services delivered

Receipts Apply a receipt payment against a sales
invoice or record a cash sale

You may use all five steps or, in some cases, only one step. For example, if you
make a cash sale, you can enter this directly in the Receipts window (without
even creating a customer).

This time we are going to skip the Maintain Customers/Prospects window
and enter a customer directly from the Quotes window.
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Quotes, Sales Orders, and Sales Invoices

Quotes are proposals you give a customer detailing prices and terms for a
possible sale. This is an optional accounts receivable task. Many times you
have already established the sale. If so, you can skip this procedure and begin
entering a sales order or invoice. Quotes can be converted into sales orders or
invoices to save time.

Sales orders are used when your customer agrees to a sale, but you are not
prepared to ship or invoice all or part of the order. The service or inventory
items are ordered for the customer—either packaged by your shipping
department or issued to your staff to schedule services. Once you issue a sales
order, prospects are converted to customers.

After you actually ship items or render services, a sales order can be applied to
a sales invoice. Once the sales invoice is entered, accounting information is
entered in the General Ledger (in accrual-based companies). Quotes and sales
orders are not posted to the General Ledger.

Entering a Quote
In this lesson we will enter a quote for a new prospect.

1 From the Tasks menu, select Quotes/Sales Orders, and then Quotes.
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Notice the similarities between the Quotes window and the Purchase
Orders window. Transaction lines are entered in the middle of the
window for this quote. The inventory item description displays on the
lines beneath each transaction line.
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Invoice Modes

Before we begin entering the quote, let’s take a moment to discuss the
methods you can use to enter sales. There are two types of sales forms
(Quotes and Sales Invoices) you can use based on the type of data entry
required.

With the Quotes window displayed, take a minute and observe the field
layout. Notice the shipping information fields, the Item column, and the
Template button on the toolbar. You can click the Template button to see
which invoice format you're currently set up to use.

For more information about the types of templates available, refer to the
Basics chapter of your User’s Guide.

Click the Template button and choose the Service template from the pull-
down menu.

The invoice format changes to a Service template. This is identical to the
Product template except that the fields for Ship Via, Quantity, Item, and
Unit Price are removed.

Since our sample company uses inventory, we need to use a Product
template.

Select the Template button again, but this time select the Product template
from the pull-down menu.

Place the cursor in the Customer ID field.

Suppose you get to this point and realize that the prospect whose quote
you are about to enter hasn’t been entered in Peachtree Accounting. You
don’t have to exit the window and open the Maintain Customers/
Prospects window. You can enter a new customer on-the-fly.

With the cursor in the Customer ID field, press |+). The Maintain Customers/
Prospects window displays.
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You could also double-click inside the Customer ID field to display the
Maintain Customers/Prospects window.
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Let’s take a moment to look at the Maintain Customers/Prospects
window. If you've just worked through Lesson IV—Accounts Payable,
notice the similarities with the Maintain Vendors window. The
information is subdivided into four tabs—General, Sales Defaults,
Custom Fields, and History.

Coding Systems
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When labeling ID codes for vendors, customers, inventory items, and so
on, itis important to use a system that is consistent so that other users in
your office can step in and easily enter a new record or search for an
existing record.

There are several methods you can consider. Our sample company,
Bellwether Garden Supply, uses the first part of a vendor’s/customer’s
last name or company name (in all caps) followed by a number. For
example, Coleman Realty has a customer ID of COLEMAN-01. The
advantage to this system is the ease of memorizing and using codes
during data entry. It also takes advantage of Peachtree Accounting’s
Smart Data Entry option set up in the Maintain Global Options window.

Another example of coding could be a four-character, alphanumeric
code, with the first letter of the company’s name, followed by a
sequential three-digit number. Thus Acme Janitorial Supply and Acme
Andirons would be coded AG@1 and AGD2, respectively.

Remember: ID codes are case sensitive. AG@1 and ad@1 are not the
same.

The customer we are going to enter is Armstrong Manor.
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With the cursor in the Customer ID field, type ARMSTRONG-01 and press
(Enter). The cursor moves to the Name field.

Type Armstrong Manor and press (Enter].

Since this is a new customer and we are only entering a quote at this
time, the customer is considered a prospect. Once an actual sale is
recorded, the prospect can be converted to a real customer. Separating
customers from prospects makes sorting and filtering reports easier to
manage. Also, if the prospect ends up never using our services, it can be
deleted or purged easily.

Select the Prospect check box in the header information section (there
should be a check mark in the box).

Our principal contact at Armstrong Manor is Rodney Potter. Type the
name and press (Enter]. The cursor moves to the Bill to Address drop-down
list.

Customers can have several addresses. One is a billing address and the
others are shipping locations. You can have up to nine different shipping
addresses.

Press and type the following billing address:

2200 Jimmy Carter Blvd
Building A
Norcross, GA 30092

If the customer has a different shipping address, you could return to the
Bill to Address drop-down list and select Ship to Address 1. However, we
are going to use just one address for now.

After entering the address, move your cursor to the Sales Tax field. Select
the magnifying glass button. The Sales Tax lookup list displays.

In our sample company we have entered five sales tax codes to use based
on the location of the customer sale.

The billing and shipping addresses can be assigned separate sales tax
codes. You can have customer branch offices in several areas, each with
their own sales tax requirement. To select a tax location, choose the
billing or shipping address, and then select its respective sales tax code.

Double-click GAGWINN—Gwinnett County Sales Tax for the Bill to Address.
The cursor moves to the Customer Type field.

In the Customer Type field you could enter a classification for your
customers. You can set up unique customer types for your own
company. In our sample company, properties use the LAND customer

type.
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Select the Customer Type field with your mouse pointer. Type LAND and
press (Enter).

Select the Sales Defaults tab. Notice that the heading information—
Customer ID and Name—stays the same.

Customer defaults are set up during New Company Setup, including the
default G/L Sales account. This default is assigned to all new customers

unless otherwise specified. The current G/L Sales account 40000 (Sales)
is the correct income account for this customer.

Select the Save button to add this customer, and then select Close to return
to the Quotes window.

You just entered a customer record! You can use this procedure to enter
vendors quickly from the Purchases window, employees quickly from
the Payroll Entry window, and many other combinations that use an 1D
lookup box.

Exiting from the Maintain Customers window takes us back to the same
field (Customer ID) where we pressed (+).

Proceed with Entering the Quote
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Now we can proceed with entering the quote.

1

In the Customer ID field, type A (the first letter of our new customer code)
and press (Enter). Our new prospect, Armstrong Manor, is displayed. The
cursor moves to the Quote # field.

Leave this field blank. When we print this quote, Peachtree Accounting will
assign the next quote number in sequence.

Press to move to the Date field. Type 20 and press (Enter]. The date
formats to Mar 20, 2003. Accept the Good thru date (a 30-day expiration)
by pressing (Enter). The Cursor moves to the Ship To arrow button. Skip this
field for now.

Armstrong Manor is interested in buying a bird bath. They also want us
to install the bird bath on their property and do some landscape work.

Place your mouse pointer in the Quantity field on the first transaction line.
Type 1 and press (Enter). The cursor moves to the Item field.
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Press (2] to open the Item ID list. Scroll down and select AVRY-10150 (Bird
Bath - Stone Gothic 2pc.). Notice the item list shows that we currently have
6 of these in stock (as of the quote date). Double-click the item to select it.

The sales item description is completed for you. Press twice. The
cursor moves to the Unit Price field.

The Unit Price field displays a drop-down list of the five established sales
price levels for this item. Press the (¢) or (+) arrow keys to move through the
list.

Sales price levels for items are entered in the Maintain Inventory Items
window. When setting up your customers you can select one of the five
sales price levels to use as the default price. For our customer, Armstrong
Manor, we used the default sales price level 1. When invoicing this
customer, all items default to the level 1 price.

Press to accept the unit price for Sales Price Level 1 ($129.99). The
cursor moves to the Tax field.

Press (?) to display the Item Tax type list.

Inventory item tax types are set up in the Maintain Inventory Item
Defaults window. When you enter your inventory items on the Maintain
Inventory Items window, you can designate items as taxable or exempt.
The bird bath uses item tax type 1, which is set up as taxable.

Press once to move to the Amount field.

The Amount should display $129.99. In the bottom right corner, you
can see the tax amount for the item in the Sales Tax field.

Press to accept the amount and then enter again to skip the Job field.
Jobs will be covered in more detail in Lesson VIII.

Next, we will enter our Landscaping Design. We estimate this will take
four hours.

In the second transaction line type 4 and press (Enter). Type LA. The item list
displays LAND-17100 (Landscaping Service - Weekly); however, we need to
select landscaping design. Press (4] three times to select LAND-17400
(Landscaping Design), and then press four times. The cursor moves to
the Tax field.

Since this is a service item it is non-taxable. It has been set up to use Tax
Type 2 (exempt). Press to move to the Amount field.

Four hours of Landscaping Design at $49.99/hr equals $199.96.
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Press to accept the amount calculated.

That is all the information we need at the moment to complete the
quote. In real situations, you may charge freight when shipping items.
However, our company will hand-deliver the bird bath since we are
going to install it.

The Quote Total should display $337.75.
Now let’s print the Quote.

Select the Print Button.
The Print Forms: Customer Quotes window appears.
Select Quote Plain Product, and then OK.

A second Print Forms window displays. You could select Practice if you

need to align your form in the printer or select Form Design to modify

the form. However, we are printing a plain paper quote so these options
are not necessary.

Select Real. The About to Print Quote window appears.
Accept the Quote number assignment and select OK.
After the quote is printed, you return to the Quotes window.

Press to close the Quote window.

Converting the Quote to a Sales Order
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Our customer has agreed to the sale. Instead of re-entering the sales
information in the Sales Order window, we can save time and convert the
quote directly to asales order or sales invoice. We are not prepared at this time
to complete the service or ship the item, so we will convert the quote to a sales

order.

1 From the Tasks menu, select Quotes/Sales Orders then Quotes. Peachtree
displays the Quotes window.

2 Select the Edit button. The Select Quote window displays. To select the
guote for Armstrong Manor, double-click the quote. The quote appears.

3 Select the Convert button to change this quote to a sales order.
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Peachtree displays a warning message telling us the quote is for a prospect.
Select OK to convert the prospect to a customer. The Convert Quote
window appears.

There are three options at this point. You can convert the quote to a sales
invoice to be printed later, convert it to a sales invoice and print it now,
or convert it to a sales order. In real transactions this varies based on
your company needs and the current situation. For this tutorial we will
go the longer route to observe the complete accounts receivable process.

Select the convert to Sales Order option. For tutorial purposes, change the
assigned sales order number to 99@1, and then select OK.

The quote is now converted to sales order # 9001. We will no longer be
able to view the transaction in the Quotes window.

Press to close the Quotes window.

Editing the Sales Order

Let’s examine the sales order.

From the Tasks menu, select Quotes/Sales Orders, and then Sales Orders.
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Notice the similarities between the Sales Orders window and the Quotes
window.
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2 Select the Edit button. Peachtree displays the Select Sales Order window.
Double-click sales order 9001, for Armstrong Manor. The sales order
appears.

All the quote information displays in the sales order.

One of our sales representatives has convinced the customer to buy eight
bird house kits to place around the property. This needs to be added to
the sales order.

3 Select the Add button. A new (third) transaction line displays.

4 Type 8in the Quantity field and press (Enter). Select AVRY-10100 (Bird House
Kit) from the Item lookup list and press until you reach the Unit Price
field. Accept the unit price of $129.99.

The Amount for the eight bird house kits should display as $1039.92.
The SO Total should now display $1440.06.
We need to give the sales representative credit for the sale.

5  Place your mouse pointer in the Sales Rep ID box. Press (?] and double-click
the first sales rep, DBECKSTROM-01.

6  Select the Post button to record the sales order, and then press to close
the Sales Orders window.

You can also print sales orders. One copy of the sales order can be sent to the
customer as a packing slip. A second copy of the sales order can be marked up
by warehouse personnel as verifying what was shipped to the customer and
what needs to be put on order. The marked-up copy could be given to your
accounting clerk prior to invoicing the customer for items shipped.
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Entering the Sales Invoice

We are ready to deliver and install the bird bath at Armstrong Manor.

1 From the Tasks menu, select Sales/Invoicing.

B Galeairesicing

Custorsar 15 PP S TFORILD ]q ee——y | [ M 15 211 -'|I|
|

g ta RN Jrwy Com Bhd S o [E] E
kg &
oresue G NEEC

S T —

{ AR 5 Dugsr 100 T Aply o Sgkse 080 i
40am ane 1

M.' | Dt apim GLAgrawd | Ui e [Taed et iy
I
I

e
B.‘-\:'l«.-lrh-l:.'lrlrt-r:l'l-l-lq'-m:l: T 3 00| Fraighi el

i fpiesd Fiecsspia Ireoscs: | ot

11008 Baluiiei

it P sl 5 sl Ei Ml Aaracass Dus

The Sales/Invoicing window is similar in many ways to the Purchases
window. Freight and Sales Tax fields have been added along with the
presence of the Apply to Sales Order tab and Apply to Sales tab.

+ Apply to Sales Order: When you select a customer who has open
sales orders, the Apply to Sales Order tab displays, allowing you to
select which order to receive items against.

« Apply to Sales: If you select a customer with no open sales orders,
this tab displays. You can enter a direct sale that did not originate on
a sales order or quote. In addition, even if you have selected a sales
order and shipped items against it on the Apply to Sales Order tab,
you can also select the Apply to Sales tab to enter additional sales not
included in a sales order.

If you followed along in Lesson IV—Accounts Payable, the procedure
here is very similar.

2 With the cursor in the Customer ID field, type A and press (Enter). The
customer Armstrong Manor displays.

3 Leave the Invoice # field blank; we want Peachtree Accounting to assign
the invoice number when we the print invoice. Press (Enter].
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With the Date field selected, type 25 and press (Enter]. The date formats to
Mar 25, 2003.

In the Apply to Sales Order tab, select 9001 from the drop-down list.

We plan to deliver all items ordered. Select the All button from the toolbar.

If you started this tutorial with a clean copy of our sample company,
Bellwether Garden Supply, you should receive the following warning
message:
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Press to close the warning message. Look at the line items. The only
items that show no shipment are the Bird House Kits.

With the Sales/Invoicing window still open, select Inventory Items from the
Maintain menu.

In the Item ID field type AV and press (Enter). The record for Bird House Kit
displays.

Notice the Quantity on Hand field. This window shows that we currently
have only three in stock. The Sales Order calls for eight kits. We need to
order some more from the vendor. For now let’s return to the sales invoice.

Press to return to the Sales/Invoicing window.

Knowing that you are low in stock, type 8 in the Shipped column for the
Bird House Kits, and then press (Enter).

A second warning message displays identifying that we are currently
attempting to ship/sell the item over the current stock level.
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We just demonstrated two methods of signaling that you are selling
beyond the current stock level. Both messages are an optional setting in
the Maintain Global Options window.

+ Global Out of Stock Warning Message: This message warns that you
are selling one or more items that are out of stock when you select
the All button. The item is not identified. The quantities (for items
out of stock) in the Shipped column are set back to zero.

* Individual Item Out of Stock Warning Message: This message
warns that you are selling a particular item and displays the item and
its current stock level. This is a system-generated message. If you
proceed, the item will be sold beyond the current stock level.

These two warning messages will not display if you do not have the “Warn if
inventory item is out of stock” option activated in the Maintain Global

e Options window.

13 Select OK on the item warning message.

Note: Depending on how you want to invoice a customer, you have the option of
invoicing the customer for all items on order (no matter how many items are
in stock) or invoicing the customer as the items are shipped.

The quantity shipped still reflects eight bird house kits shipped. You
should change this to reflect three items because that is what you have on
hand. You will invoice the customer later for the remaining kits when
they are in stock.

14 Press (Shift}+(Enter) to move back to the Shipped field. Type 3 and press
(Enter].

The Invoice Total should display $751.12.

i 15 Select the Post button to save the invoice and record account information
b to the General Ledger.

Remember that quotes and sales orders are saved to their respective
journals and that no account information is recorded to the General
Ledger. When you post a sales invoice, account information is then
recorded to the general ledger.
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Sales Transactions

In an accrual-based company, most entries made in the Sales/Invoicing
window are credits posted to the General Ledger. The offsetting debit is
made to the Accounts Receivable account displayed on this Sales/
Invoicing window.

There are also other accounts which might be affected including cost of
goods and inventory.

Printing Invoices

» Debit: Accounts Receivable, Cost of Goods Sold
+ Credit: Income, Sales Tax Payable, and Inventory

There are three ways to print invoices.

From the Task window, select the Print button: This prints the
current invoice displayed. If the reference number field (Invoice #) is
left blank, Peachtree Accounting assigns a reference number and
prints the form. If the invoice number field already has a reference
number, Peachtree Accounting prints the form displaying the word
“Duplicate” next to the invoice number.

From the Select a Report window, select the invoice form: This
prints a batch of invoices at one time. You have the option of printing
“printed invoices” (those with reference numbers already assigned)
and “non-printed invoices” (those which need to be assigned
reference numbers and then printed).

From the Sales Navigation Aid, select Print Invoices: This prints a
batch of invoices at one time. Only “unprinted invoices” (those
which need to be assigned invoice numbers and printed) will be
printed using this method.

This basic procedure is the same whether you are printing a batch of
purchase orders, quotes, or sales invoices. From the Reports menu, select
the module area, open the form folder, select the form, and enter the last
date for which to print the form.

Invoices only print when the date of the invoice is less than or equal to the date
set for the Last date for which invoices will print, on the Filter window.

Note
1

From the Reports menu, select Accounts Receivable.

2 Scroll down the report list and open the Invoices/Credit Memos/Packing
Slips forms folder by double-clicking it.
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3 Scroll down and single-click on the Invoice Plain w/ Freight w/BO form.

This will print a plain paper invoice that includes freight and backorder

information.
= 4 Select the Print button. The Filter tab of the Invoice Plain w/Freight w/BO
o window appears.

5  Make sure the Unprinted Invoices option is selected. For tutorial purposes,
assign the first invoice number as 9901. In the Last date for which invoices
will print field, type 3/25/03 and press (Enter).

6  Select OK to accept the filter options.

7  The Print window displays. Confirm the print setup and select OK to print
sales invoices.

After the invoice is printed, a message box displays asking if it printed
properly. In real life, this is a very important question. When you answer
Yes, Peachtree Accounting updates sales invoice numbers and flags the
sales invoice as printed, so that it will not print again.

8  Select Yes.

Notice that the invoice states we have five bird house kits on backorder.
This will be explained in a moment.

9  Press to close the Select a Report window.

Understanding Backorders

Peachtree Accounting uses sales orders and invoices you have entered to
determine if you have over-sold stock or assembly items. When you enter a
sales order, all items are placed on order. Once you invoice items that are in
stock, the remaining items (if any) remain on order. These items are
considered to be on backorder. Once you purchase and receive these items,
you can sell them, closing the sales order.

To determine what items are still on order after an invoice is posted, look at
the Sales Backorder Report or the Sales Order Report.

In our previous example, we entered Sales Order #9001 for eight bird house
kits when we only had three in stock. Therefore, we should still have five Kits
on backorder. Once we receive these items, we can invoice and ship the
remaining five bird house kits; Sales Order # 9001 is then closed.
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From the Reports menu, select Accounts Receivable.

From the Select a Report window, scroll down, single-click the Sales
Backorder Report, and click the Screen button.

The Sales Backorder Report window displays with the Filter tab selected.
To make things easy, we will generate a report for only one customer.

In the As of Date field, enter or select March 25, 2003.

Place your mouse pointer in the From field of the Customer ID filter line.
Select ARMSTRONG-01 and press (Enter.

The Type field changes automatically to Range.

In the To field, select ARMSTRONG-01 again.
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Select OK to display the report.
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The Sales Backorder Report displays only the open sales orders as of the date
specified. Our report displays the five remaining bird house kits on order.
Once we purchase and receive additional kits from the vendor, we can issue a
second invoice to our customer for the remaining five items ordered. This will
close the sales order.

If we had displayed the Sales Backorder Report before posting the sales
invoice, this report would have displayed eight bird house kits on order with
three on hand.
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Entering a Cash Receipt

Now we are going to enter a receipt from Armstrong Manor for the amount
we just invoiced.

1 From the Tasks menu, select Receipts.
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Notice the similarities between the Receipts window and the Payments
window. There are a few differences including the addition of the
Deposit ticket ID and Payment Method fields. The Check Number field
in Payments is replaced by a Reference field in Receipts.

2 The cursor is in the Deposit ticket ID field. This field defaults to today’s date
and is used to combine receipts for fast account reconciliation with bank
statements. Press (Enter).

You have the option of entering a receipt from a customer or a vendor.
Usually receipts come from customers. However, you might receive a
refund check from a vendor.

3 Type A and press (Enter). The customer Armstrong Manor displays. The
cursor moves to the Reference field.

The Apply to Invoices tab now displays the sales invoice 9901 we just
entered. If the customer had other invoices due, they would also display
here.

If you wanted to enter a cash sale (for example, a walk-in sale) without
creating a customer 1D or sales invoice, you could skip the Customer ID
field and enter the name of the one-time customer in the Name field.
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Type 101 in the Reference field for the customer’s check. This is a required
field. Press (Enter). The cursor moves to the Date Field.

In the date field, type 29 and press (Enter). The date formats to
Mar 29, 2003.

The cursor moves to the Payment Method field. Peachtree Accounting
allows you to enter up to 10 payment methods. These are set up in the
Customer Defaults window.

Select Check from the Payment Method drop-down list and press (Enter).
The cursor moves to the Cash Account field.

Select 10200—Regular Checking for the cash account. Press (Enter].

Below the Cash Account field is the current balance (as of the check date
3/29/03). If question marks display, select the Recalculate (Recalc)
button to display the current balance. This displayed balance will not
change until you select the Recalculate button again.

At this point, you can select invoices to pay. Optionally, you can enter a
receipt against a sales income account. When you select the Apply to
Sales tab, the outstanding invoices for this customer will temporarily
disappear, and the columns in the distribution area will be different
(similar to the sales invoice). We are going to apply this receipt against
an invoice.

On the Apply to Invoices tab, check the Pay box in the far right column
beside invoice 9901.

Notice that the Receipt Amount box on the check form now displays
$736.10. This is $751.12 minus a 2% discount extended to Armstrong
Manor (established in default customer terms).

The Receipt Amount box shows a running total of the customer
invoice(s) paid. You can only adjust the amount it shows indirectly by
entering payments in the Amount Paid field.

Select the Post button to record and post this receipt.

You cannot print cash receipts.

10 Press to close the Receipts window.



Lesson V—Accounts Receivable
Analyzing Customer Payments

Cash Receipts Transactions

When you post this receipt, the accounts receivable account is credited for the
full invoice amount. This balances the debit created when we entered the
invoice. The cash account is debited (increased) by the amount of the check,
and the sales discounts account is increased by any discount that might apply.
(You establish the discount for sales by selecting Default Information from
the Maintain menu, and then Customers.)

Analyzing Customer Payments

Now we are going to look at how well Bellwether Garden Supply manages its
collections of payments from customers. Obviously, 