
Symbols and Numerics
* (asterisk)

not allowed in Account IDs, 34
for report masks, 229, 277–278

- (dash), not allowed in dates, 16
+ (plus sign), not allowed 

in Account IDs, 34
? (question mark), not allowed 

in Account IDs, 34
/ (slash), entering dates and, 16
401(k) plans, 354–355
941 report (payroll quarterly), 306–307
1099 forms, 51, 75, 308–309

• A •
access rights for users, 329–331
Account IDs, 34, 40
Account Reconciliation reports, 

296–298, 341
Account Reconciliation window, 

291–295, 340
Account Register window, 296
account types, 30–33, 40
Accounting Behind the Screens dialog

box, 304–305
accounting periods. See also year-end

closing
changing, 299–302
end of, 299
New Company Setup Wizard screen,

23–24, 27
Not a valid date...message, 362–363
printing reports before changing, 301
for reconciling accounts, 289
selecting, 27
switching between open periods, 300

accounts. See also Chart of Accounts;
reconciling accounts

adding new accounts, 39–40
defined, 25
deleting, 40–41
editing, 40
for finance charges, 55
for inventory item classes, 65
numbering, 33–34, 36–38
for payroll, 58–59
segments, 275
setting defaults, 49, 53–54

Accounts Payable account, 31, 32, 
86, 312

Accounts Receivable account, 30, 32, 312
Accounts Receivable Aging report, 54
accrual-based accounting

Accounts Payable account and, 32
Accounts Receivable account and, 32
changing accounting periods, 

300, 301–302
defined, 26
selecting, 23, 25

Accumulated Depreciation account, 31
Aged Payables report, 49–51, 98
Aged Receivables report, 312
aging, 48, 49–51, 54
Apply Finance Charges dialog box,

160–161
Apply Tickets/Reimbursable Expenses

window, 194–196, 231–233
archiving company data, 313–314
assembled inventory items, 207, 211–213
asset accounts, 30–31
assets, defined, 30
Assign Payroll Fields for W-2s dialog box,

181–182
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asterisk (*)
not allowed in Account IDs, 34
for report masks, 229, 277–278

audit trail feature, 92, 332–333
auto-creation of purchase orders, 62–63,

81–84

• B •
Back Up Company dialog box, 325–326,

337–338
background information setup. See

preferences
backing up data

creating a prior year company, 337–338
incremental backups, avoiding, 326
need for, 323
procedure for, 325–326
restoring backed up data, 326–328, 338
strategies, 324
to tape device, 324

Bad Debt Expense account, 148
bad debts, writing off, 148, 312
balance forward statements, 70
Balance Sheet, account types on, 32
Bank Deposit report, 289–290
batch posting, 27, 305–306
beginning balances

in Chart of Accounts, 42–44
for customers, 122–124
for inventory items, 210
for job costing, 228
in journals, 44
need for, 41
obtaining figures for, 42
payroll, 165–166, 167–168
timing payroll start and, 165–166
timing the start of using Peachtree,

41–42
for vendors, 75

Beginning Transactions dialog box, 292
bill of materials, 211–212

bills. See customer invoices; paying bills;
purchases or vendor invoices

browse buttons in windows, 16
budgeting, 44–45

• C •
Calculate Adjusted Gross dialog box,

348–349
Calculate Finance Charges 

dialog box, 160
calendars for date fields, 17
canceling. See deleting; voiding
Cash account, 30, 175, 302, 336
Cash Requirements report, 98
cash-based accounting

Accounts Payable account and, 32
Accounts Receivable account and, 32
changing accounting periods, 300, 302
defined, 26
selecting, 23, 25

Change Account ID dialog box, 40
Change Accounting Period dialog box,

301–302
Chart of Accounts

account types, 30–33
accounts defined, 25
adding new accounts, 39–40
beginning balances, 41–44
budgeting, 45
defined, 29
deleting accounts, 40–41
departmental accounts, 34–39
editing accounts, 40
New Company Setup Wizard screen,

22–23, 25
numbering accounts, 33–34
overview, 24, 29
rounding account, 41
samples, 24
Trial Balance report and, 29

Chart of Accounts Prior Year
Adjustments window, 43–44
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checks. See also paying bills; receipts;
reconciling accounts

changing tax amounts on, 176, 180–181
employee loans and, 345, 347
employer contributions on paycheck

stubs, 353
issuing refund checks, 156–158
listing payroll checks, 177
ordering, 101
payroll, 172, 173–179
payroll stubs, 173
payroll tax liability, 184–185
previewing, 100
printing for purchases, 101–102, 103
printing payroll checks, 172, 177,

178–179
printing practice checks, 177
for recurring purchases, 108
in transit, 298
uncleared transactions, 288
undoing voiding, 109
unreconciled, 292
viewing payroll check details, 176
voiding, 108–109
window envelopes for, 102
Write Checks window, 103

Circular E booklet (U.S. government
publication), 163

classes of inventory items, 63–65,
200–201

closing financial items
changing accounting periods and, 300
purchase orders, 84, 85
year-end closing, 310–317

codes
for costs, 224–226
General Ledger source codes, 276
for sales taxes, 116–117, 120
for serial number status, 206–207

commissions, 165, 179–184
companies

archiving data, 313–314
Bellwether Garden Supply sample,

10–12

for consolidating figures, 38
copying reports and financial

statements to, 285–286
creating a prior year company, 337–338
New Company Setup Wizard, 21–27
opening, 13–14, 314
restoring backed up data, 326–328

Consolidation Wizard, 38
copying

report data to Excel, 271–272
reports and financial statements,

285–286
cost codes, 224–226
cost of goods sold, 33
Cost of Sales account, 32
costing methods for inventory items,

203–204, 206
Could not find the...calculation 

message, 364
Create Recurring Journal Entries dialog

box, 106–107, 140–141
Credit Card Information window, 150
credit card payments, 341–343
credit card receipts, 149–151
credit hold, placing customers on, 121
credit memos

for customers, 154–158, 182–184
from vendors, 93–94, 109

credits (double-entry bookkeeping), 
303, 343

custom fields
for customers, 55, 122
for employees, 168
for inventory items, 66, 205
for jobs, 224, 228
for vendors, 51, 77

Customer Beginning Balances dialog
box, 122–124

Customer Defaults dialog box, 52–56
Customer Deposits account, 336
customer invoices

aging, 54
applying receipts to, 146–148
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customer invoices (continued)

assigning jobs to expenses, 231–233
billing from expense tickets, 194–196
billing from time tickets, 170, 194–196
converting quotes to, 127–128
defined, 47, 73
dunning messages, 70
handling prepayments, 335–337
handling retainage, 339–341
printing, 133–134, 135
printing preferences, 68–70
recurring, 140–141
reports, 143
against sales, 134–135
against sales orders, 131–134
time tickets and, 170
voiding, 138–140
writing off bad debts, 148, 312

customers
adding, 118–122
assigning price levels to, 68
assigning shipping methods for, 66
beginning balances for, 122–124
bidding with quotes, 124–128
credit hold for, 121
custom fields for, 55, 122
customer types, 119–120
IDs, 119
marking inactive, 312
prepayments by, 335–337
receipts for nonestablished, 148
reports, 142–143
shipping directly to, 91–92
viewing history for, 122

customizing
financial statements, 283–285
forms, 245, 255
reports, 261–268
user rights, 329–331

• D •
dash (-), not allowed in dates, 16
Data Object Properties dialog box, 249
Data Verification, avoiding, 361

dates. See also accounting periods; time
for starting; year-end closing

on Accounts Receivable Aging 
report, 54

on Aged Payables report, 49–51
cutoff, for checking account, 288
default for transactions, 299–300
entering in date fields, 16–17
selecting bills by due date, 98–99

debits (double-entry bookkeeping), 
303, 343

deductions to payroll
employee loans, 345–347
garnishments, 347
health insurance, 347–349
overview, 344
union dues, 349–353

Default Information submenu 
(Maintain menu)

Customers command, 52, 55, 56
Employees command, 59, 60, 168, 181,

345, 356, 357
General Ledger command, 41
Inventory Items command, 60, 65, 66
Payroll Setup Wizard command, 57
Statement/Invoices command, 68
Vendors command, 48, 49

deleting
accounts, 40–41
bills from payment group, 100
customized forms, 255
expense tickets, 196
form objects, 248
purchase order items, 84, 85
purchase orders, 84, 85
purchases, 92–93
purging data, 318–321
recurring transactions, 141
reimbursable expenses, 232–233
report fields, 265
time tickets, 196
users, 331
vendors, 78
voiding checks, 108–109

Deluxe Forms, 239, 369
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demonstration movies, 19
departmental accounts, 34–39
Deposit Ticket IDs, 151–152
deposits by customers, 335–337
deposits to the bank

Bank Deposit Report for, 289–290
bounced checks, 153–154
combining multiple receipts, 152–153
Deposit Ticket IDs, 151–152
Direct Deposit service for payroll, 

173, 175
reconciling, 289–290, 293–294

Direct Deposit service, 173, 175
discounts

on purchases, 49, 85, 86, 99
on sales, 53, 54, 67, 68

displaying or viewing. See also
previewing

customer history, 122
General Ledger accounts, 304
inventory item history, 205
listing payroll checks, 177
lookup lists, 15
payroll check details, 176
raise history, 170
serial number statuses, 207
vendor history, 77

double-entry bookkeeping, 303
dunning messages, 70

• E •
e-mail

requirements for messaging, 75, 244
sending forms, 244–245
sending purchase orders, 83, 84
sending reports, 259, 260
vendor addresses, 75

Employee Defaults dialog box
EmployEE Fields tab, 60–61, 

345–346, 357
EmployER Fields tab, 61–62, 353, 356
General tab, 59, 181
Pay Levels tab, 60

employees. See also payroll
custom fields, 168
garnishments, 347
health insurance deductions, 347–349
IDs, 167
loans to, 345–347
multiple state withholdings, 355–356
overriding defaults, 171–172
paying in groups, 173–177
paying individually, 177–179
payroll fields, 60–61, 168, 171–172,

345–346, 357
raise history, 170
reimbursing for expenses, 193
sales representatives as, 164–165
setting up, 166–172
union dues deductions, 349–353
withholding information for, 171

employers. See also payroll
overriding defaults, 172
payroll fields, 61–62, 172, 353, 356
showing contributions on paycheck

stubs, 353
envelopes for checks, 102
equity

account types, 31–32, 33
business type and, 22
defined, 22, 30
initial investment, 33
net worth calculation, 33

Equity–doesn’t close account, 31, 33
Equity–gets closed account, 32
Equity–Retained Earnings account, 32, 33
error messages. See messages
Excel (Microsoft), copying report data

to, 271–272
Excel 2003 For Dummies

(Harvey, Greg), 272
expense tickets

billing customers from, 194–196
deleting, 196
editing, 196
entering, 192
inventory items for, 188–189
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expense tickets (continued)

repaying employees, 193
reports, 196–197

expenses. See also payroll; reimbursable
expenses; tracking project costs

account types, 32
adding overhead to jobs, 233–234
assigning jobs to, 230–233
defined, 30

Expenses account, 32

• F •
federal forms

941 report (payroll quarterly), 306–307
1099 forms, 51, 75, 308–309
W-2 forms, 181–182, 307–308

fields. See also custom fields
customizing forms, 245–255
customizing report fields, 264–265
defined, 14–15
employee payroll, 60–61, 168, 171–172,

345–346, 357
employer payroll, 61–62, 172, 353, 356
formatting properties for forms,

251–252
File menu

Archive Company command, 313
Back Up command, 325, 337
E-mail command, 245
New Company command, 22
Open Archived Company 

command, 314
Open Company command, 13
Open Previous Company command, 13
Payroll Tax Tables submenu, 350, 354,

356, 357
Restore command, 327, 338

File system error 11 or 35 message,
364–365

filtering reports, 262–263
Finance Charge Report Selection dialog

box, 160

finance charges, 55–56, 158–161
Financial Statement Wizard, 281–283
financial statements. See statements
Find on Report dialog box, 260–261
finding

forms, 242–243
lookup list items, 16
report text or numbers, 260–261

fiscal year. See also accounting periods;
year-end closing

calendar year and, 27, 300
creating a prior year company, 337–338
defined, 300
identifying open years, 311
payroll tax year versus, 310

Fixed Assets account, 31
fonts for forms, 251–252
Form Design window, 246–255
forms. See also federal forms; statements

customizing, 245–255
defined, 239
deleting customized forms, 255
e-mailing, 244–245
finding, 242–243
No forms to print message, 363
preprinted, 239
previewing, 240–241
printing from the document window,

241–242
printing in batches, 242–243
There was no room to store... 

message, 365
401(k) plans, 354–355

• G •
garnishments, 347
General Journal Entry window, 234,

302–304
General Ledger

accounts for payroll, 58–59
default purchases account, 49
default sales account, 53–54

376 Peachtree For Dummies, 2nd Edition 

559672 index.qxd  6/30/04  11:30 AM  Page 376



discount account for sales, 54
discount account for vendors, 49
employee fields preferences, 60–61
employee loans, 345
employer fields preferences, 61–62
finance charges account, 55
GL does not foot message, 364
hiding accounts, 304
reviewing standard reports, 275–277
source codes, 276
year-end closing and, 313

geographic locations, 34–39
GL does not foot message, 364
Group Object Properties dialog box,

253–254
groups

paying purchases in, 98–101
of payroll checks, 173–177
of reports, 272–273, 301

Guided Tour, 10

• H •
Harvey, Greg (Excel 2003 

For Dummies), 272
health insurance deductions, 347–349
help, 18–20
history, viewing, 77, 122, 170, 205

• I •
IDs

account, 34, 40
customer, 119
Deposit Ticket, 151–152
employee, 167
inventory item, 200
user, 328, 329, 331–332
vendor, 74

inactive vendors, 78
income accounts, 32
income, defined, 30
Income Statement, 32

incremental backups, avoiding, 326
independent contractors, 

sales reps as, 165
initial investment, 33
Input/Output (I/O) errors, 366
Integrity Check, avoiding, 361
Internal Revenue Service (IRS) 

Web site, 368
Internet resources

authors’ sites, 370
buying postage, 101, 370
Deluxe Forms site, 369
fun, 370
IRS site, 368
Peachtree Extra newsletter, 368
Peachtree For Dummies site, 5, 368
Peachtree site, 101, 367
PeachtreeUsers forum, 369
Small Business Administration site, 369

Inventory account, 31
Inventory Adjustments window, 214–215
Inventory Beginning Balances dialog

box, 210
inventory items

adjusting prices, 215–218
adjustments to inventory, 213–215
assembled items, 207, 211–213
assignment of costs by Peachtree,

218–219
auto-creation of purchase orders 

and, 81
beginning balances, 210
classes, 63–65, 200–201
costing methods, 203–204, 206
creating, 199–208
custom fields for, 66, 205
defined, 62
descriptions, 200, 201, 202
entering quotes for, 126
history, 205
IDs, 200
Last Unit Cost, 203
Master Stock items, 208–209
minimum stock, 204
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inventory items (continued)

ordering defaults, 62–63
preferred vendors, 205
reports, 220–221
sales prices, 202–203, 215–218
setting defaults, 62–68
SysCost adjustment, 219
tax types for, 204
for time and expenses, 188–189
unit cost, 214–215
units of measure, 204
updating, 86
voiding customer invoices and, 139
year-end closing and, 312

Inventory Items Defaults dialog box,
62–68

Inventory Reorder Worksheet, 204
Inventory Valuation report, 221
invoices for customers. See customer

invoices
invoices from vendors. See purchases or

vendor invoices
I/O (Input/Output) errors, 364
IRS (Internal Revenue Service) 

Web site, 368
item classes, 63–65, 200–201

• J •
job costing. See tracking project costs
Job Costs submenu (Maintain menu)

Cost Codes command, 225
Jobs command, 227
Phases command, 226

jobs. See also tracking project costs
adding overhead to, 233–234
allocating time to, 176–177, 178
assigning to transactions, 230–233
custom fields for, 224, 228
job costing overview, 223–225
job costing reports, 229, 235–236
marking inactive, 229
setting up, 227–229

journals, 26, 44, 302–304

• K •
Koers, Diane

Peachtree For Dummies, 1–5
Web site, 370

• L •
liabilities, defined, 30
liability accounts, 31
loans to employees, 345–347
local taxes, 356–358
locations, 34–39
logging on as a user, 331–332
Long-Term Liabilities account, 31
lookup lists, 15–16

• M •
Mail Merge feature, 268–271
main window, 11–12
Maintain Chart of Accounts window,

39–40, 43
Maintain Company Information dialog

box, 332–333
Maintain Cost Codes window, 225–226
Maintain Customers/Prospects window,

118–122
Maintain Employees/Sales Reps window,

166–172, 346–347, 356, 358
Maintain Global Options dialog box, 304
Maintain Inventory Items window,

188–189, 200–212
Maintain Item Prices – Filter Selection

dialog box, 215–216
Maintain Item Prices window, 216–218
Maintain Jobs window, 227–229
Maintain menu. See also Default

Information submenu
Budgets command, 45
Chart of Accounts command, 39, 40, 43
Company Information command, 332
Customers/Prospects command, 118,

120, 122
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Employees command, 269
Employees/Sales Reps command, 166,

346, 356, 358
Inventory Items command, 188, 200, 210
Item Prices command, 215
Job Costs submenu, 225, 226, 227
overview, 12
Sales Taxes submenu, 115, 116
Users command, 328, 331
Vendors command, 74, 77, 78

Maintain Phases window, 226–227
Maintain Sales Tax Authorities window,

115–116
Maintain Sales Tax Codes window,

116–117
Maintain Users dialog box, 328–331
Maintain Vendors window, 74–78, 312
Marmel, Elaine

Peachtree For Dummies, 1–5
Web site, 370

masking for reports, 36–38, 229, 277–279
Master Stock inventory items, 208–209
maximizing windows, 14
menus (overview), 12. See also

specific menus
messages

Could not find the...calculation, 364
dunning, 70
File system error 11 or 35, 364–365
Finance Charge Warning, 56
GL does not foot, 364
I/O errors, 366
No forms to print, 363
Not a valid date..., 362–363
Period changed...due to unposted

entries, 362
The record you are trying to 

access..., 363
There was no room to store..., 365
This program has performed an 

illegal operation, 363–364
Microsoft

Excel, 271–272
Word, 270

movies, demonstration, 19
moving around, 12
moving objects

aligning form objects, 252–253
on forms, 248
report fields, 265

Multiple Pricing Levels dialog box,
202–203

• N •
navigating, 12
net worth. See equity
New Company Setup Wizard

Accounting Method screen, 23, 25–26
Accounting Periods screen, 23–24, 27
Chart of Accounts screen, 22–23, 25
entering business type and location, 22
final setup screen, 24
opening, 21–22

941 report (payroll quarterly), 306–307
No forms to print message, 363
nonsufficient funds (NSF), 153–154
nonworking capital, 33
Not a valid date...message, 362–363
numbering

accounts, 33–34, 36–38
checks, 102, 105, 108
customer invoices, 133
departmental accounts, 36–38
purchase orders, 80
quotes, 126
recurring invoices, 141

• O •
Object Properties dialog box, 251
One-Write Plus software, converting

from, 10
Open an Existing Company 

dialog box, 14
Open Archived Company dialog box, 314
Open dialog box, 13
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opening. See also displaying or viewing
companies, 13–14, 314
recurring purchases, 107–108
starting Peachtree, 9–10

opening balances. See beginning
balances

ordering. See also purchase orders
checks, 101
preprinted forms, 239
reorder quantity for inventory, 204

Other Assets account, 31
Other Current Assets account, 31
Other Current Liabilities account, 31
overhead, 189, 233–234

• P •
Page Setup dialog box, 258
passwords for users, 328–329, 331–332
pay levels, 60
paying bills

by credit card, for purchase orders,
341–343

editing payments, 105–106
in groups, 98–101
one at a time, 102–105
overview, 97
printing checks, 101–102, 103
removing bills from groups, 100
repeat bills and payments, 106–108
reports for tracking outflow, 111
sales tax, 109–110
selecting bills by due date, 98–99
voiding checks, 108–109

payments received. See receipts
Payments window

credit card payments, 341–342
editing payments, 105–106
issuing refund checks, 157
paying one bill at a time, 103–105
recurring purchases in, 108
reimbursing employee expenses, 193
uses for, 102–103

writing the payroll tax liability 
check, 184

payroll. See also employees; payroll tax
tables; year-end closing

allocating time to jobs, 176–177, 178
beginning balances, 165–166, 167–168
changing tax amounts on checks, 176,

180–181
Circular E booklet for, 163
deductions, 344–353
determining commission amounts,

182–184
Direct Deposit service, 173, 175
employer contributions on paycheck

stubs, 353
401(k) plans, 354–355
frequency, 169, 170, 174
identifying open years, 311
listing checks, 177
local taxes, 356–358
multiple state withholdings, 355–356
outside services, 164
overview, 163–164
pay methods, 169–170
paying commissions, bonuses, and

additions, 179–184
paying employees in groups, 173–177
paying employees individually, 177–179
payroll tax year versus fiscal year, 310
printing checks, 172, 177, 178–179
printing W-2 forms, 307–308
processing before closing the year,

311–312
quarterly report (941), 306–307
reimbursing employee expenses, 193
reports, 184–186
setting defaults, 57–62
setting up employees, 166–172
setting up payroll addition items,

179–181
1099 forms, 51, 75, 308–309
time tickets and, 170, 175, 193–194
timing the start of, 165–166
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tracking raise history, 170
viewing check details, 176
writing the payroll tax liability check,

184–185
W-2 forms, 181–182, 307–308

Payroll Entry window, 177–179, 193–194
payroll quarterly report (941), 306–307
Payroll Setup Wizard, 57–59
Payroll Tax Table Update service, 164,

309–310
payroll tax tables

Could not find the...calculation
message, 364

for 401(k) plans, 354–355
for local taxes, 357–358
for multiple state withholdings, 356
overview, 164
payroll deductions and, 344
for union dues, 350–352
updating, 164, 309–310

PDF files for reports, 259–260
Peachtree

credit card service, 150
Direct Deposit service, 173, 175
ordering checks from, 101
Payroll Tax Table Update service, 

164, 309–310
Web site, 101, 367

Peachtree Accounting, 2, 10, 45, 329
Peachtree Complete Accounting, 2, 45
Peachtree Extra newsletter, 368
Peachtree First Accounting, 2, 10, 45
Peachtree Premium Accounting

advantages, 2, 9
masking for reports, 37–38
other versions versus, 2
starting, 9–10
as version covered in this book, 3

Peachtree Today screen, 24
Peachtree toolbar, 11–12, 289
PeachtreeUsers forum, 369
Period changed...due to unposted

entries message, 362
phases for job costs, 224, 226–227

plus sign (+), not allowed 
in Account IDs, 34

Post dialog box, 305–306
postage, buying from Stamps.com, 

101, 370
posting

batch method, 27, 305–306
defined, 18
journals and, 26
Period changed...due to unposted

entries message, 362
real-time method, 18, 26
selecting method for, 23, 26–27

preferences
inventory, 62–68
payroll, 57–62
printing statements and invoices, 68–70
purchasing, 47–51
sales, 52–56

preprinted forms, 239
Preview Forms dialog box, 240–241
previewing

checks, 100
forms, 240–241
standard reports, 257–258

price levels
adjusting inventory sales prices,

215–218
assigning to customers, 68
defined, 67
inventory item sales prices, 202–203,

215–218
setting defaults, 67–68

Print Forms dialog box, 242
printing. See also previewing

Account Reconciliation reports,
296–298

checks for purchases, 101–102, 103
customer invoices, 133–134, 135
finance charge reports, 160–161
forms from document window, 241–242
forms in batches, 242–243
No forms to print message, 363
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printing (continued)

payroll checks, 172, 177, 178–179
payroll stubs, 173
practice checks, 177
preferences for statements and

invoices, 68–70
report groups, 272, 273, 301
reports before changing accounting

periods, 301
reports, methods for, 259–260
Select for Purchase Orders 

dialog box, 83
statements, 161–162
1099 forms, 308–309
There was no room to store...

message, 365
UPS shipping labels, 138
weekly timesheets, 192
W-2 forms, 307–308

project costs. See tracking project costs
purchase orders

accounts not updated by, 78
auto-creation of, 62–63, 81–84
closing, 84, 85
defined, 78
deleting items, 84, 85
deleting purchase orders, 84, 85
editing, 84–85
entering invoices, 91
entering purchase orders, 79–81
numbering, 80
paying by credit card, 341–343
receiving goods against, 89–91
reorder quantity for inventory 

items, 204
reports for, 95
year-end closing and, 312

Purchase Orders window, 79–81, 
84–85, 92

purchases or vendor invoices. See also
paying bills; purchase orders;
vendors

assigning jobs to expenses, 230–231
creating purchases, 83

defined, 47, 73
deleting purchases, 92–93
entering, 91
entering vendor credit memos, 93–94
purchasing without a purchase order,

86–89
receiving goods against a purchase

order, 89–91
recurring purchases, 106–108
reports for, 95
setting defaults, 47–51, 76
shipping directly to customers, 91–92

Purchases/Receive Inventory window,
86–91, 106, 108, 230–231

Purge Wizard, 318–320
purging data, 318–321

• Q •
question mark (?), not allowed in

Account IDs, 34
QuickBooks software, converting 

from, 10
quotes, 124–128, 142, 312
Quotes/Sales Orders submenu 

(Tasks menu)
Quotes command, 124, 128
Sales Orders command, 129

• R •
raise history, viewing, 170
reactivating vendors, 78
real-time posting

auto-creation of purchase orders, 
63, 81–84

overview, 26
Save toolbar button and, 18

receipts
applying at time of sale, 149
applying refund checks to

overpayments, 158
applying to a customer invoice,

146–148
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bounced checks, 153–154
for credit card payments, 149–151
defined, 145
entering for nonestablished 

customers, 148
methods for, 146
multiple, in one deposit, 152–153
reports, 162
setting default payment methods, 56

Receipts window
applying receipts to invoices, 146–148
applying refund checks, 158
entering receipts for nonestablished

customers, 148
handling customer prepayments,

336–337
recording credit card payments,

150–151
writing off bad debts, 148

Receive Payment window, 149, 150
reconciling accounts

accounting period for, 289
balancing overview, 288
Bank Deposit report for, 289–290
first time in Peachtree, 292
items to review, 294–295
making adjustments, 295–296
marking checks and deposits, 293–294
need for, 287
printing Account Reconciliation

reports, 296–298
starting the process, 291–292
troubleshooting, 294–296
year-end closing and, 313

The record you are trying to
access...message, 363

records, defined, 15
recurring invoices, 140–141
recurring purchases, 106–108
refunds, 155–158
Reimbursable Employee Expense report,

192, 193

reimbursable expenses
assigning jobs to, 231–233
billing customers for, 194–196
deleting, 232–233
editing, 233
expense tickets, 188–189, 192–197
repaying employees, 193
reports, 196–197

removing. See deleting
reports. See also specific reports

Account Reconciliation reports,
296–298, 341

account types and, 32
Audit Trail, 332–333
bills selected for payment, 100
copying data to Excel, 271–272
customer-related, 142–143
customizing, 261–268
departmental account report formats,

34–36
e-mailing, 259, 260
filtering, 262–263
for finance charges, 160–161
groups, 272–273, 301
inventory-related, 220–221
Mail Merge, 268–271
masking for, 36–38, 229, 277–279
payroll-related, 184–186, 306–309
PDF files for, 259–260
previewing standard reports, 257–258
printing, 259–260
printing before changing accounting

periods, 301
purchase-related, 95
receipt-related, 162
for reconciling deposits, 289–290
reviewing standard General Ledger

reports, 275–277
for sales orders, 142–143
for sales taxes, 110
searching for text or numbers, 260–261
styles, 266–268
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reports (continued)

time and billing-related, 196–197
for tracking outflow, 111
for tracking quotes, 142
using account segments, 277

Reports menu
Account Reconciliation command, 

290, 297, 341
Accounts Receivable command, 161
Company command, 333
Financial Statements command, 283
General Ledger command, 264
overview, 12
Payroll command, 306, 308

resizing
form objects, 250–251
windows, 14

Restore Wizard, 327–328, 338
restoring backed up data

creating a prior year company, 338
overview, 326–328

Retainage Receivable account, 340
Retained Earnings account, 41
revenue, defined, 30
rights for user access, 329–331
rounding account, 41

• S •
sales. See also customer invoices;

customers
applying receipts at time of, 149
bidding with quotes, 124–128
editing transactions, 138
invoicing against, 134–135
preferences, 52–56

Sales Order window, 129–131
sales orders

converting quotes to, 127–128
creating, 129–131
invoicing against, 131–134
reports, 142–143

sales prices for inventory items
adjusting, 215–218
setting, 202–203

sales representatives, 164–165. See also
employees

sales taxes
applying codes to customers, 120
inventory item setup, 204
obligation to pay, 113
paying, 109–110
scenarios, 114–115
setting defaults, 66
tax codes setup, 116–117
Taxable/Exempt Sales report for, 110
taxing authority for, 114, 115–116
vendor for, 115

Sales Taxes submenu (Maintain menu)
Sales Tax Authorities command, 115
Sales Tax Codes command, 116

Sales/Invoicing window
applying expense tickets, 194
applying receipts at time of sale, 149
applying time tickets, 194
assigning jobs to expenses, 231
handling retainage, 339
invoicing against sales, 134–135
invoicing against sales orders, 132–134
recurring invoices, 140, 141
voiding customer invoices, 139

saving
archiving company data, 313–314
backing up data, 323–326
creating a prior year company, 337–338
customized forms, 255
customized reports, 268
records, 18

SBA (Small Business Administration)
Web site, 369

searching. See finding
security

audit trail feature, 92, 332–333
customizing user rights, 329–331
removing users, 331
setting up users, 328–329

Select a Report window
for Audit Trail report, 333
Copy button, 286
Design button, 283–284
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Financial Statement Wizard button, 281
Preview button, 257–258, 278
Print button, 297

Select Employees – Filter Selection
dialog box, 173–174

Select Employees to Pay window,
174–177

Select for Deposit window, 152–153
Select for Payment – Filter Selection

dialog box, 98–99
Select for Payment window, 98–101, 108
Select for Purchase Orders dialog box,

82–83
Select Period dialog box, 43
Select Purchase Order dialog box, 84–85
Select Purchase window, 107
Serial Number Entry dialog box, 88
serial numbers, 88, 206–208
Shipments feature, 135–138
Shipments submenu (Tasks menu), 136
shipping

assigning methods to customers, 
66, 120

assigning methods to vendors, 66, 76
customer invoice information for, 

133, 135
purchases directly to customers, 91–92
quotes information for, 125, 126
sales order information for, 129–130
UPS Shipments feature, 135–138

Shipping Registration Wizard, 136
Shipping window, 136–138
slash (/), entering dates and, 16
Small Business Administration (SBA)

Web site, 369
sorting

Account IDs, 34
bills displayed for paying, 99
checks for voiding, 109
lookup lists, 16

Stamps.com, 101, 370
Start Screen, 10–11, 14, 21
starting. See opening; time for starting

starting balances. See beginning
balances

Statement dialog box, 161
Statement/Invoice Defaults dialog box,

68–70
statements. See also forms

balance forward statements, 70
copying financial statements, 285–286
customizing financial statements,

283–285
modifying with Financial Statement

Wizard, 281–283
preferences for printing, 68–70
printing, 161–162
producing financial statements,

279–281
standard financial statements, 279–280

status codes for serial numbers, 206–207
styles for reports, 266–268
SysCost (system-generated cost)

adjustment, 219
System submenu (Tasks menu)

Change Accounting Period 
command, 301

Post command, 305
Purge Wizard command, 318
Year-End Wizard command, 315, 317

• T •
tape devices, backing up to, 324
Tasks menu

Account Reconciliation command, 
291, 340

Account Register command, 298
Assemblies command, 213
Credit Memos command, 155
editing sales transactions, 138
Finance Charge command, 160
General Journal Entry command, 

234, 303
Inventory Adjustments command, 214
overview, 12
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Tasks menu (continued)

Payments command, 103, 157, 193, 341
Payroll Entry command, 177, 193
Purchase Orders command, 79, 84, 92
Purchases/Receive Inventory

command, 87, 89, 91, 106, 230
Quotes/Sales Orders submenu, 

124, 128, 129
Receipts command, 146, 158, 336
Sales/Invoicing command, 132, 134, 139,

140, 149, 194, 231, 339
Select for Deposit command, 152
Select for Payment command, 98
Select for Payroll Entry command, 173
Select for Purchase Orders 

command, 82
Shipments submenu, 136
System submenu, 301, 305, 315, 317, 318
Time/Expense submenu, 190, 192
Vendor Credit Memos command, 93
Void Checks command, 108

Tax Liability report, 184–185
Taxable/Exempt Sales report, 110
taxes. See also federal forms

changing payroll checks, 176, 180–181
local, 356–358
multiple state withholdings, 355–356
paying sales tax, 109–110
payroll tax setup, 58
payroll tax tables, 164, 309–310
sales tax setup, 66
setting up payroll addition items,

180–181
Tax Liability report, 184–185
taxing authority for, 114–116
withholding information for 

employees, 171
writing the payroll tax liability check,

184–185
1099 forms, 51, 75, 308–309
terms

for customers, 121
default for purchases, 48–49
default for sales, 52–53

defined, 47
setting for vendors, 76

Text Object Properties dialog box, 251
There was no room to store...

message, 365
This program has performed an illegal

operation message, 363–364
time for starting. See also accounting

periods
payroll, 165–166
using Peachtree, 41–42

time tickets
allocating time to jobs, 176–177, 178
billing customers from, 170, 194–196
deleting, 196
editing, 196
entering, 189–192
inventory items for, 188–189
overhead time and, 189
paying employees from, 175, 193–194
printing weekly timesheets, 192
reports, 196–197
uses for, 189

Time Tickets window
entering time tickets, 190–192
printing weekly timesheets, 192
weekly view, 192

Time/Expense submenu (Tasks menu)
Expense Tickets command, 192
Time Tickets command, 190

Tool Tips, 12, 18
toolbars. See also specific toolbars

Form Design window, 247
Peachtree toolbar, 11–12
Tool Tips, 12, 18
window toolbars, 17–18

tracking outflow, reports for, 111
tracking project costs

adding overhead to jobs, 233–234
assigning jobs to transactions, 230–233
beginning balances, 228
cost codes for, 224–226
creating custom fields for jobs, 224
creating jobs and estimates, 227–229
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examples of jobs, 224–225
job costing overview, 223–225
job costing reports, 229, 235–236
marking jobs inactive, 229
masking for reports, 229
phases, 224, 226–227
reports, 229
year-end closing and, 312

transactions. See also specific kinds
assigning jobs to, 230–233
changing accounting periods and, 300
default date for, 299–300
deleting purchases and, 93
deleting vendors and, 78
editing for sales, 138
editing recurring transactions, 108, 141
identifying accounts updated by,

304–305
real-time posting, 18
saving, 18
uncleared, 288
for voided checks, 109

Trial Balance report, 29, 32
troubleshooting

accounts don’t balance, 294–296
data doesn’t purge, 321

• U •
uncleared transactions, 288
union dues deductions, 349–353
unit cost for inventory items, 214–215
units of measure for inventory, 204
updates

accounts not updated by purchase
orders, 78

Accounts Payable account, 86
identifying accounts updated by

transactions, 304–305
inventory items, 86
Payroll Tax Table Update service, 

164, 309–310
UPS Shipments feature, 135–138

User-Maintained Payroll Tax Tables
window

for 401(k) plans, 354–355
for local taxes, 357–358
for multiple state withholdings, 356
for union dues, 350–352
updating payroll tax tables, 310

users
customizing rights for, 329–331
logging on, 331–332
removing, 331
setting up, 328–329

• V •
Vendor Credit Memos window, 93–94
Vendor Defaults dialog box, 48–51
vendors. See also purchase orders;

purchases or vendor invoices
adding, 74–77
aging vendor bills, 49–51
assigning shipping methods for, 66
changing information for, 77
custom fields for, 51, 77
default account for discounts from, 49
default account for purchases from, 49
deleting, 78
entering vendor credit memos, 93–94
IDs for, 74
marking inactive, 78, 312
preferred, for inventory items, 205
reactivating, 78
reports for, 95
sales representatives as, 165
for sales taxes, 115
selecting bills for payment, 99
1099 settings for, 51
viewing vendor history, 77

viewing. See displaying or viewing
voiding

checks, 108–109
customer invoices, 138–140
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• W •
wages. See payroll
Web sites. See Internet resources
What’s This feature, 18
window envelopes for checks, 102
windows. See also specific windows and

dialog boxes
browsing, 16
closing, 18
date fields, 16–17
fields and records, 14–15
lookup lists, 15–16
resizing, 14
toolbars, 17–18

Word (Microsoft), mail merge using, 268
work tickets, 207, 211
Write Checks window, 103
writing off bad debts, 148, 312
W-2 forms, 181–182, 307–308

• Y •
year-end closing

creating a prior year company, 337–338
fiscal year, 312–313, 316–317
identifying open years, 311
overview, 310–311
payroll tax year, 311–312, 314–316
payroll tax year versus fiscal year, 310
printing 1099 forms before, 309
printing W-2 forms before, 308
starting new year before, 311
tasks before, 308, 309, 311–314
timing for, 311
Year-End Wizard for, 314–317

Year-End Wizard
closing the fiscal year, 316–317
closing the payroll tax year, 314–316
preparing to use, 314
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