Bonus Chapter 1

Customizing the Way You Work

In This Chapter
Defining global options

Customizing task windows
Working with repetitive transactions
Creating an event log

Finding lost transactions

If old Blue Eyes (that’s Frank Sinatra, for all of you who are too young to
remember) could do it his way, so can you. Peachtree allows customiza-
tion of how the program reacts to different things you do.

In this chapter, you discover how to customize settings such as the way that
numbers display when you type them in, the colors that display, and the
fields that you see on your screen during data entry.

Setting Global Options

You can use the Global Options feature to set the way Peachtree functions as
well as to select the color of your Peachtree windows. After all, you do want
to make sure that it matches your office décor, don’t you? You can set various
options to control the behavior, look, and feel of the program.

To set the global options, choose Options>Global. The Maintain Global
Options dialog box appears with the Accounting tab in the front, as shown in
Figure BCI1-1.
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If you have multiple users, each user can set his or her own global option
preferences. See Chapter 18 for information on setting up users.

The Accounting tab

The first section on the left side of the Accounting tab — Decimal Entry —
determines how Peachtree inserts decimal points and how many decimal
points to use. You have a choice between allowing the Peachtree program to
place a decimal point in figures and entering the decimal point yourself.

If you select the Automatic option, Peachtree inserts the decimal point before
the last two digits of the number. For example, if you type 10, Peachtree
enters it as 0.10; however, if you select the Manual option for the decimal
point entry, Peachtree enters 10 as 10.00.

Most people prefer to set the decimal point entry to Manual. This option
affects any field that requires numbers, whether a Quantity field or a Price
field.

The section on the right side of the Accounting tab determines the number of
decimal places you want for particular field types. For example, if you sell
your products only in whole number quantities, you might set the Quantity
fields at 0 decimal places. If you charge a price like .2657 each for them, you
might set the Unit Price fields to 4 decimal places. The Standard Fields box
applies to fields such as Accounts Receivable amount, Average Costing, Sales
weight, Total % billed. For a complete list of standard fields, click the What
Fields Are Standard Fields link.
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Use the middle section on the Accounting tab to optionally hide the General
Ledger account number fields in certain task windows. Transactions created
with the GL account number hidden automatically use the default General
Ledger accounts that you have set up. (You can find out how to set default
General Ledger accounts in Chapter 4.)

You can hide General Ledger accounts in the following task areas:

1 Accounts Receivable: Select this option to hide GL accounts in the
Quotes, Sales Orders, Sales Invoicing, and Receipts windows.

v Accounts Payable: Select this option to hide GL accounts in the
Purchase Orders, Purchases/Receive Inventory, and Payments windows.

v Payroll Entry: Select this option to hide GL accounts in the Payroll
Entry window.

For example, selecting the Accounts Receivable option changes the look of
the Sales/Invoicing window. The Accounts Receivable account and the GL
account field of each line item are hidden. When you enter a sales invoice,
Peachtree uses the sales default GL account set up for the customer in
Maintain Customers/Prospects. If you select an inventory item, Peachtree
uses the default GL accounts set up in Maintain Inventory Items for this item.

Should you hide these accounts? Well, look at it this way. If your Chart of
Accounts has one GL Sales account and one Accounts Receivable account
that you use most of the time, these numbers would never change, so you
might as well hide them. You can then generate your invoice faster because
you don’t have to press the Tab key in these fields when you create an
invoice. If, however, the GL Sales account number changes depending on the
product or service provided, you should leave the account numbers dis-
played so that you can change them as necessary.

If you choose the Hide General Ledger Accounts option, you can view and
change the transaction’s GL accounts by clicking the Journal button in vari-
ous task windows.

Other options on the Accounting tab include

1 Warn If a Record Was Changed But Not Saved: When you select this
option, Peachtree displays a warning if you try to exit a new or modified
record without saving it. If you deselect this option, you won'’t see the
warning. We strongly recommend that you select this option.

v+~ Hide Inactive Records: When you select this option, Peachtree doesn’t
display inactive General Ledger, customer, vendor or other records in
the lookup lists.
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1 Recalculate Cash Balance Automatically in Receipts, Payments, and
Payroll Entry: When you select this option, Peachtree automatically
updates the Cash Balance fields in the Receipts, Payments, and Payroll
Entry windows when you post or save transactions. The balance dis-
plays as of the date that appears in the task window.

The last option on this tab controls how Peachtree handles a secondary sort.
In a large number of reports and in the List dialog box where you select a
transaction for editing, you can sort the information by date. If two or more
transactions have the same date, the option you select here determines how
Peachtree sorts the matching items:

v By the transaction reference number such as the invoice or check
number

v By the order in which you entered the transactions

The General tab

The General tab, as shown in Figure BC1-2, includes features that affect
Peachtree’s performance as well as the visual color schemes.
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The first four options affect how Peachtree performs:

+* Do Not Print Total Page Length of Reports in Report Headers: When
you deselect this option, Peachtree calculates the total number of pages
in a report before printing the report. Selecting this option allows reports
to print faster, skipping the initial calculation of the total number of pages
prior to printing. Instead of displaying page 1 of 12 orpage 2 of 12
in the report header, your reports will display page 1 or page 2.
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+* Do Not Show Quantity on Hand in Inventory Item Lookup Lists:
Selecting this option speeds up the display of inventory item lookup
lists because it skips the process of calculating each item’s current quan-
tity on hand every time you display the inventory item lookup list.

v Update the Business Status and Navigation Centers Only When the
Refresh Button Is Clicked: Selecting this option improves Peachtree’s
performance by not refreshing the Business Status until you manually
click the Refresh button on the Button Control Bar.

1 Update Reports Automatically When Records Are Saved: Leaving this
option unchecked helps performance whenever you have a report open
in the background. Instead of recalculating each open report every time
you make a change to a record, the report data updates only when you

\BE bring the open report to the foreground.
R

@&

S Depending on the configuration of your computer, you might or might not see

a noticeable improvement when selecting these performance options.

In the Line Item Entry Display section, you can determine whether Peachtree
displays one or two lines for each line item in the various task windows. For
example, two-line entry displays the name and description of the account,
and single-line entry allows display of more items on the window.

With the options in the Smart Data Entry section, you can enable lookup lists
to display instantly and anticipate what you want to enter. These options
make data entry faster in most cases. Unless you have a very slow computer,
you’ll probably want these features activated:

1 Automatic Field Completion: Anticipates what you’re typing by filling in
the field with the nearest match to the characters you enter as you type
them. With it, you can avoid having to type all characters.

v+ Drop-Down List Displays Automatically: Allows Peachtree to automati-
cally display a list of choices when you place the insertion point in a
lookup field and type at least one character. We recommend you select
this option.

v Automatically Create IDs on Maintenance Windows: This option,
selected by default, tells Peachtree while in the Maintain Vendor,
Customers, Employees and so forth, to automatically create an ID based
on data you enter in the name or description field.

In the Color Scheme section, you can select colors for Peachtree windows
and dialog boxes. When you select a color scheme, this default affects all
Peachtree companies you open at this computer. If you change a color
scheme preference, you must exit and restart Peachtree before the color
changes take effect.
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These color schemes apply only to windows and dialog boxes within the
Peachtree program — not to other Windows applications or the Windows
desktop.

Last, you see the Reset button; as you work in Peachtree, you will see mes-
sages that you can disable. The Reset button reactivates any disabled mes-
sages so that they appear when the respective condition warrants it.

The Peachtree Partners tab

This option controls how Peachtree interacts with its partner add-in pro-
grams, such as FAS, Timeslips, or Direct Deposit. We recommend that you do
not change this setting. See Bonus Chapter 4 for more information on
Peachtree add-in programs.

If you use Peachtree add-in products and you use Peachtree security fea-
tures, make sure you set the security access level to Full for the COM & DDE
Data Access area, located in the Company Tasks area. See Chapter 18 for
information on using Peachtree security.

The Spelling tab

Spelling errors can ruin the professional impression that you’re trying to
maintain. If your flying fingers frequently fumble (wasn’t that a great allitera-
tion?) on the keyboard, Peachtree can show you the error of your ways and
often offer corrections. By default, Peachtree will check spelling in most task
windows and note fields while you work, highlighting misspelled words in red
as you type them. Right-click a misspelled word to see a list of suggested
replacement words and then click the word you want in place of the mis-
spelled word.

If the word is spelled correctly but Peachtree doesn’t recognize it — a term
specific to your industry, for example — you can add the word to the dictio-
nary so that Peachtree recognizes it as a correctly spelled word. You manage
your spelling preferences using the Spelling tab of the Maintain Global
Options dialog box, as shown in Figure BC1-3.

On the Spelling tab, you can set up Peachtree to check spelling when you save
or close a transaction as well as control the speed of the Spell Check feature.
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You can speed up the spell-checking process if you take advantage of
Peachtree’s capability to automatically correct spellings that you identify.
This feature is very useful in helping you correct typing mistakes that you
make on a regular basis or to recognize special terms you use on a regular
basis. For example, if you regularly type feh instead of the, set up an autocor-
rect action to make Peachtree automatically replace teh with the every time
you type it — without asking you about it.

Use this feature to store abbreviations for long words or phrases. For exam-
ple, you can store an acronym like ssa and tell Peachtree to replace it with
Social Security Administration.

To add words or phrases to a custom dictionary, follow these steps:
1. Choose Options=>Global to open the Maintain Global Options dialog
box; then click the Spelling tab.
2. Click the Custom Dictionary button.

Peachtree displays the Custom Dictionary dialog box, as shown in Figure
BC1-4.

3. In the Words text box, type the misspelling you want corrected.
4. In the Other Word text box, type the correct spelling.

5. From the Action drop-down list, select the Auto Change (Use Case of
Checked Word) option.
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6. Click the Add Word button.

Peachtree adds the misspelled word and its correction to the list. You
can repeat Steps 3-6 for each misspelled word you want Peachtree to
automatically correct.

7. Click the Close button. Then in the Maintain Global Options dialog
box, click OK.

Whenever you type one of these words that you added, Peachtree replaces it
with the replacement word you provided. Note that you must type the word
that you added exactly as you added it. For example, if you add ssa but you
type SSA, Peachtree will not make the replacement.

Navigating Peachtree

We all know that some people are more analytical by nature, and others are
more artistic and graphical. Peachtree includes a feature — the Navigation
Bar — designed to satisfy the appetites of those with the creative eye. You can
find it on the left side of your screen. With seven different centers, including
the Business Status Center, you can use the Navigation Bar as an alternate
method to open transaction and maintenance windows or to run reports. You
can find out about customizing the Business Status Center in Bonus Chapter 2.

Clicking any center on the Navigation Bar displays a list of applicable and
common choices for the selected center. In Figure BC1-5, you see choices and
information related to Employees & Payroll.
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You then click the choice with which you want to work. Some buttons take
you directly to a specific task, while others (such as Employees) provide you
with a small menu of choices. Buttons that provide a menu have a small
arrow in the lower-right corner.

Customizing Shortcuts

Beneath the Navigation Bar is a series of Shortcuts (links) that take you
quickly to the Peachtree screens you use in your daily business. There are
seven default shortcuts, but you can customize them to better meet your per-
sonal needs by removing the ones you don’t use and adding others you’d like
to use. Click the Customize link to see the Customize Shortcuts dialog box, as
shown in Figure BC1-6.



BC ’ 0 Peachtree For Dummies, 3rd Edition

Figure BC1-6:

Shortcuts
bar.

Rename

Move Up

Mowe Down

Add a Shorteut =

Add a Space

Customize Shortcuts ==
Add a Shorkout =
Selected Shortcuts;
Sales Irvoice
Receive Maoney from Customer Maove Up
Bills - Pay Bill
Customer List
wendor List Rename
Find Transactions Delete
General Journal Entry
Reset Defaults
Add a Space

[o]:4 J I Cancel J l Help ]

From the Customize Shortcuts dialog box, you can do any of the following:

v Select a shortcut and click the Delete button (as shown here) to remove
the shortcut.

v Select a shortcut and click the Rename (as shown here) to give the
shortcut a name more familiar to you.

v Select a shortcut and click the Move Up or the Move Down button (both
shown here) to rearrange its order in the Shortcuts Bar.

v Click the Add a Shortcut button (as shown here) to display a menu of
Peachtree choices, including customized reports, from which you can
choose.

v Click the Add a Space button (as shown here) to insert a [Space] entry
in the Selected Shortcuts list box. You can then move the space up to
separate the shortcuts: for example, to separate the Customer shortcuts
from the Vendor shortcuts.

After you make your selections, click OK. Peachtree revises the Shortcuts
Bar. If you add more than ten shortcuts, you'll see a More Shortcuts link

at the bottom of the bar. Click the link, and the rest of the shortcuts appear
on a menu. Note that a space counts as one of the ten shortcuts that appear
in the Shortcuts Bar. If you add a space within the first ten shortcuts,

the Shortcuts Bar displays only nine shortcuts, and you’ll see the More
Shortcuts link.
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Peachtree contains lots of lists. You can see a list of almost any transaction
type (such as invoices, purchases, or general journal entries) as well as lists
of general records (such as customers, vendors, employees, inventory, or
jobs).

Peachtree lists are extremely flexible and customizable, so you can add or
delete fields; change the order by which the list is sorted; and reorganize the
fields to better meet your needs. In addition, you can select records to edit,
add new records, or generate tasks right from the list. For example, from the
Vendor List window, you can add a new vendor, create a purchase or pay-
ment for the vendor, or view vendor-related reports.

Using list windows

Peachtree provides several ways to access lists. You can choose Lists from
the main menu and then select the list you want. You can select the List
option from a Navigation Center button, or you can click the List button (as
shown here) from a record or task toolbar.

Any of these methods opens a list window, such as the Sales Order List
window you see in Figure BC1-7.

#* Sales Order List [=l=rE=s
File Edit GoTo Window Help
@ close T3New @ Open & Print L7 Settings = Refresh &} Send To - Q
Date Range: |This Period - (3/01/2007 ko 0331 {2007 Sales Order List
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Customer ID Peried 50 o,
Tasks 3 .
View all quotes ARMSTRONG 3
View all sales invoices CHAFPLE E] 3f5/2007
view all customers CUMMINGS 3 3f7izo07 10314 $69.86 Cumnmings Construction
ALDRED E] 317/2007 10333 $42.33 Alded Buiders, Inc
Repo FROST 3 3192007 10341 #211.89 Frost Technolagy Park
- ARCHER. 3 312/2007 10338 $13.73 Archer Scapes and Ponds
D D CUMMINGS 3 3112/2007 10339 $21.19 Cummings Construction
ales Backarcer Repor FREEMOND: 3 3(13/2007 10315 $269.10 Freemond Country Club
Sales Order Register TEESDALE 3 3f13/2007 10317 45,238, 12 Teesdale Real Estate
Shipment Register TEESDALE 3 3/13/2007 10334 $317.99 Teesdale Real Estate
AL Customers & Sales
Orders Listed: 11
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At the top of the list, you see the header information where you can select a
date range. List windows that show transactions (such as customer invoices,
purchase orders, or paychecks) initially show transactions for the current
period. From the Date Range drop-down list, you can select a different date
range or period; if you change the date range, Peachtree displays information
for the new date range next time you open the window.

Date ranges are available only in the transaction list windows and not in the
record maintenance lists.

In the main list section of the window are columns of data. If a column is too
narrow and you can’t see all the information, you can widen it. Conversely, if
a column is too wide and takes up excess room, make it narrower. For either
adjustment, place your mouse pointer over the small vertical bar to the right
of the column heading. When the mouse pointer changes to a double arrow,
drag the bar to the left or the right to resize the column.

If your List window is not large enough, you might not be able to see all the
fields. Resize the window by dragging the outside window edges or maximize
the window by clicking the Maximize button.

Peachtree indicates the current sort column by a small triangle in the column
heading. Click any column heading to sort by that field. Click the heading
again to sort by that field in descending order.

By entering information into the Search For text box, you can search your
company data for the record or transaction by using criteria that you specify
from the List window. For example, in the Sales Order List window in Figure
BC1-7, you can search for sales orders using customer ID numbers, customer
name, sales order dates, numbers, amount, or posting period.

For an alternative method for locating elusive data, see the upcoming section,
“Finding Transactions.”

After you select a search criterion, type some information about the transac-
tion into the Search For box that matches the criterion you selected. The ID
number and transaction dates, numbers, or totals are self explanatory; if you
choose Period as your search criterion, set the Date Range field to All
Transactions and enter the period number in the Search For box.

Search text is not case sensitive. Typing Abc, for instance, will call up values
with abc, Abc, and ABC in the specified field.

Click the various buttons on the List window toolbar to create a new transac-
tion or open an existing one. You can also use the toolbar buttons to print,
e-mail, export to Excel, or even create a PDF file from your list.
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Customizing a List window

Each Peachtree user, based on his or her security rights, can customize any
List window, and the changes are saved exclusively for that user. In addition,
if you have several companies, you can have different settings for each com-
pany. See Chapter 18 to set user security rights.

Follow these steps to customize a List window:

1. Display the list you want to customize.

You can display the list through the List menu, from a Navigation Bar
button, or through a Maintenance or Task window.

2. Click the Settings button on the toolbar (as shown here).

A Settings window like the one seen in Figure BC1-8 appears. On the left
is a list of fields you can use, and on the right is a list of the fields that
are currently displayed.

Settings ==
Available Colurmns: Selected Columns:
Bill To Address 1% Customer I
Bill To Address 2% — Petiod
Bill Tar Ciky™® Add = Date
Bill To State* 50 Mo,
Bill Tor Zip* < Remave Amount

Bill To Country* Customer Marne:
Ship To Address 1
Ship To Address 2

Ship Ta City

Ship Ta State

ship Tor Zip Move Up
Ship Ta Country

Ship By IMovee Dovin
Close 50

Drap Ship

Custamer PO Mo,

Ship Yia

Sales Rep*

Sales Tax Amount* —
Freight Amount™ Reset Defaults

* Calumns based on calculations may cause the list to kake longer ko display.

OK l | Cancel ‘ | Help

3. Perform any of the following actions:

e To add a field: Click a field from the Available Columns list and then
click the Add button (as shown here).

e To remove a field: Select a field from the Selected Columns list and
then click the Remove button (as shown here).
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Mave Lp ® To change the order in which the fields appear in the List window:
R Select a field in the Selected Columns section and click the Move Up
Mave Down or the Move Down button (both shown here).
Fesat Defaults ® To completely reset the column settings to the Peachtree defaults:

s Click the Reset Defaults button (as shown here).

Fields with an asterisk next to them are calculated fields. Adding many
of them to a list may slow down the performance of the list.

4. Click OK.
The List displays the fields you select.

Customizing Data Entry Windows

Over the years, our clients have commented that they want to be able to
enter their data quickly and go on to the next project. To aid in this goal,
Peachtree allows you to modify several of the Peachtree windows to display
certain portions of the window while hiding others. For example, if your
business doesn’t use job costing, why not hide the Job text box in the Sales/
Invoicing or Purchases/Receive Inventory windows? By hiding a portion of
the window, the person entering the data skips the hidden areas, which
allows for faster data entry.

You can use these customized windows — known as templates — to enter
data in the following task windows: Quotes, Proposals, Sales Orders,
Sales/Invoicing, Purchase Orders, and Purchases/Receive Inventory.

For example, you can remove the Jobs and Ship To information from the
Sales/Invoicing window. Here’s how to customize the data entry window:
1. Choose Tasks and then select the task window you want to customize.
In our example, we want the Sales/Invoicing window.

@, """ 2. Click the Layout button on the toolbar (as shown here).

Layaut. A listing of available templates appears, with a check mark next to the
template currently in use.

You can'’t edit or delete predefined templates. To customize a template,
you must first create a new, customized template.

3. From the list of templates, click Customize xxx Template, where the
xxx represents the task window you are using.



Bonus Chapter 1: Customizing the Way You Work BC ’5

In our example, the Maintain Sales/Invoicing Templates window appears.
See Figure BC1-9.
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- Customer PO Number Previously Biled Amount
Flgure BC1-9: Date :Z g Pmposa;mm g F T #idd text toprinted farm
CUStomiZe Freight i - Quantity I [v @ change printed lavout, fants, or color
Invoice Number |7 ’7 Quantkity Remaining |7 ’_
the data Invaice Total* = I Quantity Shipped = =
e ntry et Due™* |— ’7 Tax Type |7 ’_
) Other Applied Credits* i - Unit Price ~ " -
window
. P add mare fields to printed Form P Add more columns to printed Form
d IS p l ay' * = required For entry screen
|
4. In the Template Name field, type a unique name for the template.
For example, you might want to use your company’s name.
5. Press the Tab key and enter a description of the template.
Now you can determine which fields you want to be hidden during data
entry.
6. Select the fields and columns you want on the screen and deselect the
fields and columns you don’t want.
Some fields are required and cannot be hidden. Required fields are
0 grayed out and unavailable for change.
<\
You can also customize a printed form associated with this task.
However, for better form design, we recommend that you customize the
form as we show you in Chapter 13.
LE[_I 7. When you finish modifying the template, click the Save button and
Save | Close then click the Close button (both as shown).

Figure BC1-10 illustrates a Sales/Invoicing window after customizing it.
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Figure BC1-10:
A
customized
data entry
window.
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% Sales/Invoicing E=Es
File Edit GoTo Window Help
3 o - = ok I F 5
H.H-&8. 8 X. gy E. M p m A #E. @R, b @
Clse  Hew TRl " o™ Pt " Emsl Demls PSiu Brosdesst Rom ™ SeMe Note Jounsl Event iLayouf Feporls Atiach  Help
Ivoice

Bill To:

Date: [Mar 15,2007 [=]

Invaice No.: | |

AR, Account

[#] t1000-00

Terms

Y]

Inpply to Sales: 0.00 ]

Apply b SOrder: 0,00

GL Accaunt
40000-00

Unit Price  Tax  Amount

000 1

Quantity Item Description

[3]#pply Tickets/Expenses A
Sales Tax: 0.00

Gther Applied Credits 0,00 Invoice Total 0.00

Amount Paid at Sele

0.00 Het Due 0.00

Maximize your results with help from Peachtree experts.

Simplifying Repetitive Transactions

Memorized transactions can save you a great deal of time in repetitive data
entry tasks. Because they’re different from recurring transactions, you can
use memorized transactions repeatedly and at whatever time interval you
choose. You can enter memorized transactions for General Journal entries,
Quotes, Sales Invoices, Purchase Orders, and Payments. (For some odd
reason, though, you can’t create memorized Purchases. We don’t know why.)

With memorized transactions, you can enter the GL accounts and general
information without knowing an exact amount. They are great for transac-
tions that occur irregularly because they don’t automatically post, and you
can use them as needed.

Creating memovized transactions

Suppose that you sell a product line in which a customer will probably need
several parts at once, instead of just one part. By creating a memorized Sales
Invoice, each time one of these units is sold, you won’t need to look up or
enter the invoice information. As an example, in the sample company, we sell
birdhouses. When a customer orders a birdhouse and a pole, we give the cus-
tomer some birdseed at no charge. To create a memorized transaction to
store the invoice information, follow these steps:
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Figure BC1-11:
Memorize
transaction
for future
use.

1. Choose Maintain->Memorized Transactions.
A submenu of available memorized transactions types appears.
2. Select the type of transaction: in this example, Sales Invoices.
The Maintain Memorized Sales Invoices window appears.
3. Create an ID and description that defines the transaction.

IDs can be up to 20 alphanumeric characters, and the description can be
up to 30 characters in length.

4. Set the customer ID:

e [f you're designing this memorized invoice for a specific customer:
enter the customer ID in the Customer ID text box.

e [f you're designing this invoice for any customer: Leave the Customer
ID text box blank so that you can use it for any of your customers.

5. Enter the transaction information.

See Figure BC1-11 for an example. Note that this transaction doesn’t
have an invoice number or date because not all transaction fields are
maintained in memorized transactions. The date and invoice number
fields display when you actually use the memorized transaction.

#* Maintain Memorized Sales Invoices [olle]=s=]
File Edit GoTo Window Help

[ Y 7
e 8 & 0L 8

Transaction ID: | Bird House Special Memorized Invoice

Description: | Bird House Specal

Customer ID: | &) shioTo: [shpro 1 ¥
Bil To:

[ trog ship

Quantity Ttem Description GLAccount  UnitPrice  Tax  Amourk Job
1,00 | A¥RY-10120 Redwood 12-Reom Bird House, Attracts  40000-AV 89.99) 1 63.99

1,00 | A¥RY-10110 Three-Section pole that will place the bird| 40000-Av 49.99[ 1 43.99

1.00 | AVRY-10140 Thistle Bird Seed Mix 6 Ib. Bag 40000-AY o.00 1

0.00 1

Freight: 0.00

AR Account

[z

6. Click the Save button (as shown here).
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Using memorized transactions

You can use a memorized transaction at any time. To see how to use the
invoice we create in the preceding section, follow these steps:

1. Choose Task~>Sales/Invoicing (or whatever type of transaction you
want to use) to display a task window.

2. Click the arrow to the right of the List button and click the Select
button (both shown here).

The Select Memorized Transaction dialog box appears, displaying all the
memorized transactions relative to the current window.

3. Click the transaction you want to use and then click OK.

Voila! The invoice information appears on-screen. You need to enter only the
header information, such as customer name, invoice number, date, and so
forth. You can edit the transaction lines as needed. We told you this could
save you time!

You can find out how to enter invoices in Chapter 7.

You can also use existing transactions as memorized transactions for later
mencrize | use. After entering the transaction, click the arrow to the right of the Save
button and choose the Memorize button (both shown here). Enter an ID and
description for the transaction.

Action Items: May 1 Have
Vour Attention, Please?

Because being busy is part of daily life, overlooking a circumstance you
intended to monitor does happen. Peachtree includes Action Items that
assist you in tracking events and situations that are most important to your
business. In the Action Items window, you can create events to keep track of
certain occurrences or to remind you when a particular situation occurs.

A strange turn of events

Are you a sticky-note fanatic? Is your desk littered with lots of little notes
with no clear place to put them, yet you know they are important? If these
notes pertain to customers, vendors, or employees, you might want to take a
look at the Peachtree Event feature.
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Options

|
Figure BC1-12
Keep

track of
happenings
by using
Events.
|

Cloge

Turning off the automatic events

We all know that too much of a good thing is not so good. So it is with the
event log. By default, Peachtree keeps a log file of every type of transaction
you make for customers, vendors, and employees. No, we're not talking
about the journals where the actual transactions are stored. Instead, we're
talking about a second place to store a list of transactions. Although the log
file is a nice-enough feature, Peachtree’s default event log settings tend to
clutter a very useful screen with redundant data.

We recommend that you turn off the event log automatic features and create
events only when you want them.

To turn off the automatic events, follow these steps:

1. Choose Tasks—>Action Items.
The Action Items and Event Log Options window opens.
2. Click the Options button (as shown here).

3. Click the Transactions tab and remove all the check marks from the
Create Event column. (See Figure BC1-12))

Action ltems and Event Log Options

Achivities I Transactions ] Start Up ]

IF you'd lilke an event for the event log created for each tiansaction of a certain type oK
that you create, check the Create Event checkbox nest to the iansaction type. If
you'd like to have that event dizplayed in the Action Items, check the Digplay in Cancel

Action Items checkbox,

Help

Event Type s
Quotes Sent 11 |before the event date ﬂ
Quoates Expiing ] ] 0 |before the event date
Sales Orders to Ship i1 — 0 |before the event date |
Invaices Sent [ — 0 |befare the event date
Customer Invoices Dug| [ — 0 |before the event date
Customer Credit Memos| [ — 0 |before the event date - |

4. Click OK and then click the Close button (as shown here).

Peachtree no longer automatically creates transactions in the Event Log
file.

Creating your own events

Suppose that you contacted a delinquent customer and would like to make a
note of the conversation, or perhaps an employee received a favorable com-
ment from a customer or a reprimand for being late. Maybe your favorite



BCZO Peachtree For Dummies, 3rd Edition

\\J

Figure BC1-13;
Record
notes in the
Create

Event
window.
|
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vendor sales representative has promised you a special discount on your
next order. For notes like these, you can effectively use Peachtree’s event log.
Throw those sticky notes away! (Well, okay, if you don’t want to throw them
away, stick them on the cat.)

You can create events from the Maintain Customers, Vendor, or Employees
windows; from most task windows involving customers, vendors, or employ-
ees; or even from the Action Items window (also available under the Tasks
menu).

For this example, we create an event note tracking a telephone call we
received about one of our employees:

1. Choose Maintain>Employees/Sales Reps to display the Maintain
Employees & Sales Reps window.

Optionally, open the Maintain Customer/Prospects or Maintain Vendor
windows to enter events pertaining to customers or vendors.

2. Click the Event button (as shown here) to reveal the Create Event
window, as shown in Figure BC1-13.

" Create Event (E=3EoN =)
File Edit GoTo “Window Help

5 B = -
Close I\?E‘w Open : SLaDvJe Dégta Hggyl }-g::

Type: |Employes/Sales Fiep v | 10: [AHECTER [&] Date: Mar 15,2007 |

Anthony H. Hecter / 770-555-4558

EventType: O Calfrom @ Leterfrom O Other [ |

" CalTo " Letter To o
™ Mesting " Comment

Hote: [Received a commendation note from Mr. Jarvis about how polite and cuttious
Anthony was duiing the recent resodding job

™ Display in Action Items I:ldays EBefore the event date.
e —

Click the Open button to modify an existing event.
3. Choose the employee ID from the ID lookup list.
4. (Optional) Change the date of the event.

You can type the event date or select a date from the calendar icon.
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Print

5. Select the option that best describes the note you want to make in the
Event Type section.

If you select the Other option, you can write your own description for
the type of event.

6. Type a note describing the event (for example, a telephone conversa-
tion) in the Note text box.

You can enter up to 255 characters in the Note text box. To start a new
paragraph in the Note text box, press Ctrl+Enter.

Click the Open button to modify an existing event.

7. Click the Save button (as shown here) and then close the Event
window.

Looking at the event log

You can view the event log through the Maintain Customers, Vendors, or
Employees windows. You can see or print all the events pertaining to a cus-
tomer, vendor, or employee by following these steps:

1. Choose Maintain~>Employees & Sales Reps (or Customer/Prospects or
Vendors).

The Maintain Employees & Sales Reps (or Customer/Prospects or
Vendors) window appears.

2. Enter the employee ID in the Employee ID text box or choose it from
the lookup list.

3. Click the Log button, and Peachtree displays the log file.

To print the event log, click the Print button (as shown here).

Making a to-do list

One of the more useful Action Items features is creating a to-do list. Keeping
track of the things you need to do with the Action Items feature is like having
your own little Personal Information Manager (PIM) stored right in Peachtree.

Follow these steps to use the Action Items feature:

1. Choose Tasks-~>Action Items to display the Action Items window.
2. Click the To Do tab.

Use the To Do tab to set up a list of tasks that you need to complete.
These tasks are not associated with a vendor, customer, or employee.
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3. Enter a date for the first To Do item.

Peachtree assumes that you want to accomplish this task as of the cur-
rent date.

4. Click the Notes section of the first line and type your first task. See
Figure BC1-14.

& Action ltems ===
File Edit GoTo “Window Help
[ = - = & Er} [
H =
Close i Print D§I§le Hgggr Options E\fm_‘ai\ EE’R lert I—{be,h’:
Date: [Mar 15, 2007 =] |1 To Do's and E verts ~|
Filtered to display event types of no activities, no A/R tranzactions, no A4 tranzactions, and no paychecks.
Alerts To Do ] Ewvents l
Thursday, March 15, 2007
(] Mar 31, 2003 Sales tax must be fled and paid this month

[ bar 31, 2003 13t quarter Federal Form 9471 due

After you complete a task, select the Done check box at the beginning of the
line. To hide completed items, click the arrow next to the All To Do’s and
Events drop-down list (at the top of the window) and then choose
Uncompleted Events. Peachtree then hides the completed events.

Although you see only eight lines for to-do items, when you reach the last line
and press the Tab key in the Notes text box, Peachtree creates a new line and
adds a scroll bar.

Other useful buttons are the Delete button to delete a selected to-do task and
the Print button to print a copy of your to-do list. (Both buttons are shown in
the margin.)

When you close the window, Peachtree automatically saves the to-do list
for you.

Setting alerts

Alerts are conditions that you want to be aware of as they happen so that you
can take further action. Alerts might warn you of low inventory, a customer
credit card about to expire, or an employee working too much overtime.
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Figure BC1-15;
E-mail a
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alert
message, a
customized
message, or
both.
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When the conditions for an alert are met, Peachtree can display it on an alert
list or send someone an e-mail about the condition. You can create alerts for
employees, vendors, customers, inventory items, and General Ledger
accounts that meet certain criteria. Follow these steps to create an alert:

1. Choose Tasks=>Action Items to display the Action Items window.

2. To create a new alert condition, click the Alert button (as shown
here).

The Set Company Alerts dialog box appears, as shown in Figure BC1-15.

Set Company Alerts ==

@ v BH.
ol DK Raw” e

Alert Conditians:

LA |Gl Accourt | GO0 53000 Balance-ear o Date >= 10,000.00
GA |inventoy ltem | AVRY-10100] TOPI-4100 | Quantiy on Hand below Minimum|
1 [Employee ACHRISTY-0] TMASZK O [Tatal Hours-Per Paycheck o= 80.01
1 |Vendor ARBOR-TI | ARBOR0T | Purchase Volume-Curent Period |»= 300000
[=]
Alent Description: [Alert me for asoounts rom: 50000 to: 83000 5= 10,000.00
Emal Infarmtion;
Ta: [mloster@sample peachiree.com [] Subiect: [Please double-check posting.
Co [imaszk@sample. peachiree. com ]
Bec: | ]

[V Standard
Message:

This message is to notify pou of the following: <G L Account Descriptions . account number <GAL Account D3 has
2 year to date activity greater than or equal to 10,000.00. The activity for the fiscal year <MM/DD/Y> to
<HM/DD/ > s < amaunt>.

¥ E-mal
Nate:

Melvin: Could you double-check the generalledge for these accounts o make sure that we haven't made 2
mistake in posting? Thanks

3. Click the next available blank line in the list.

4. Select the E-mail check box if you want to send an e-mail message
notifying someone of the alert condition.

You enter the e-mail recipient information in the bottom section of the
window. Alternatively, click the arrow next to a recipient box to display a
list of all customer, vendor, and employee e-mail addresses stored within
Peachtree.

To generate e-mail messages from within Peachtree, you must use a
MAPI-compliant, default e-mail application such as Outlook or Outlook
Express. If your default e-mail system is AOL, you can’t send e-mail
alerts from Peachtree because AOL is not a fully MAPI-compliant e-mail
application.

o

Select whether the alert condition applies to a customer, vendor,
employee, inventory item, or GL account, as well as which customer,
vendor, employee, or GL accounts you want to include.

Peachtree does not allow you to leave fields blank or amounts at zero.
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6. Select the information type you want the alert condition to monitor.

The available options depend on whether you are monitoring a cus-
tomer, a vendor, an inventory item, or a GL account.

7. Select the condition you want to monitor and enter an amount appro-
priate to the type of information you have chosen.

The choices you see vary, depending on the type of alert selected.
8. Click OK.
Peachtree doesn’t automatically send the alert messages. Choose Tasks,

Action Items, and then click the E-mail button to generate the e-mail alerts in
batch mode.

Click the Alerts tab in the Action Items window to see a list of current alerts.

Finding Transactions

Sherlock Holmes, where are you? Looking for specific transactions can be
time consuming and feel like detective work. In many cases, the Customer
and Vendor ledger reports give a lot of information, but what about employ-
ees? What if you're looking for inventory information that could be affecting a
customer or a vendor, such as which customers purchased product XYZ this
year? Fortunately, Peachtree includes a Find Transactions feature that makes
your sleuthing work much easier.

You can activate the Find Transaction feature at any time or from any window
in Peachtree. To search for transactions, follow these steps:

1. Choose Edit=>Find Transactions or press Ctrl+F.

The Find Transactions window opens, showing a number of conditions
by which to search.

2. Enter the criteria for which you want to search.

You can use any option by itself or in combination with another option.
If you combine two options, Peachtree searches for a transaction that
matches both criteria, so using more than one option limits the number
of transactions Peachtree finds. Here are the conditions you can use to
search:

¢ Date: Find transactions based on To and From dates.

e Transaction Type: Find transactions based on the type of transac-
tion such as Invoice, Purchase, or Inventory Adjustment.
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e Reference Number: Find transactions based on the transaction ref-
erence number. You entered this number when you created the
transactions. For payments, the reference number usually refers to
the check number.

e Customer, Vendor, or Employee ID: Find transactions for a specific
or range of customers, vendors, or employees.

e Job ID: Find transactions related to a specified job.
e Jtem ID: Find transactions related to a specified inventory item.

e Transaction Amount: Find transactions equal to, greater than, less
than, or within a specified dollar range.

e Account ID: Find transactions that affect specified GL accounts.

Figure BC1-16 shows an example. We want to see any transaction this
year involving our garden hoses, which are our inventory item IDs of
EQWT-15110 through EQWT-15120. We let the Find Transactions feature
do the detective work for us.

(===

& Find Transactions
File Edit GoTo Window Help

8 - B @
E%e Pt~ g(;x\én Reset lg\p

1 _Select a filter range.

Date: | This Year hd

From: [Jan1.2007 5]  Te: [Dec 31, 2007 [

Transaction Type Enqual o El
Reference Number El
Cust. orVend. or Emp. 1D |l
Job D El
Item D Range EQWT-15110_ | EQWT-15120
Transaction Amount El
Account ID 4

2 _Click the Find button to search for specific transactions.

Fi
3. To display a transaction listed below, double-click it or select the Detail toolbar button.

1
“wiilliams Industries 64572

WILLIAMS
s 10217 RETAIL Fietail (Cash) Sales 358,02
Pl B-2001 HUBBARD Hubbard Wholesale 55,60
VM YCM30003 STANLEY Stanley Shipping Express 102,60
CRJ 4452 WILLIAMS \wiliams Industies 22031
1A ADJ302 EQWT15110 Garden Hose -50 ft 300
1N DON EQWT15110 Garden Hose - 50 ft 4200

Mumber of transactions faund: 3

3. Click the Find button (as shown here).

Peachtree searches all journals for any transactions referring to the
field(s) data you specify. The results display at the bottom of the Find
Transactions window.
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The window lists each transaction with the date, type, reference, ID, name,
and amount. The Type field indicates the source of the transaction. Table

BC1-1 shows the possible transaction types as well as the name of their
respective journals and the source of the reference.

Table BC1-1 Transaction Types and Sources

Type Name Source

ASBY Assemblies Adjustment Journal Build/Unbuild Assemblies

CDJ Cash Disbursement Journal Payments

CM Credit Memo Customer Credit Memos

CRJ Cash Receipts Journal Receipts

ET Expense Ticket Time/Expense

GENJ General Journal General Journal Entry

INAJ Inventory Adjustments Journal Inventory Adjustments

PJ Purchase Journal Purchase/Receive
Inventory

PO Purchase Order Journal Purchase Orders

PRJ Payroll Journal Payroll

at Quote Quotes

SJ Sales Journal Sales/Invoicing

SO Sales Order Journal Sales Order

1T Time Ticket Time/Expense

VCM Vendor Credit Memo Vendor Credit Memos

Click any column heading to sort the transactions in descending order by the
selected column. Click the column heading again to sort the transactions in
ascending order.
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5= | Double-click any transaction line to view or edit the actual transaction. Click
Fezet | the Reset button to clear the criteria and start a new search.

L1 | Click the Print button (as shown here) to print a report.
Frint
After you finish reviewing the transactions, click the Close button (as shown
s here) to close the Find Transactions window.
<P Peachtree also includes a Find Transaction report. Choose Reports &

Forms~Company and then double-click the Find Transactions Report. The
default report shows all transactions (assemblies, credit memos, general
journal entries, invoices and so forth) for the current date. Click the Options
button to filter the report. See Chapter 14 for information on filtering reports.
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