


Addresses tab of the Maintain
Customers/Prospects window, 125

adjusted gross, calculating, 378
Adjusted status code for inventory 

items, 219
adjustments

benefits, 337
inventory/prices, 13, 227–231, 232
prior-year, 43, 44, 45
unreconciled differences, 319–320

administrative rights, 357, 359
Adobe Reader, 264, 279
after-tax deductions, 376
Aged Payables reports, 50–51, 99
Aged Receivables report, 172
Aged Tickets report, 209
agencies

identifying for a sales tax, 120–121
taxing, 118

aging
applying to invoices sent to customers, 52
definition, 48

aging transactions
bills, 48, 49–51, 54–55, 89
payables, 98, 102, 344
receivables, 130

alignment, 273
AOL, MAPI-compliance, 77, 127, 262
Apply Finance Charges dialog box, 169–170
Apply Tickets/Reimbursable Expenses

window, 207–208, 246–247
archives, 340–341, 365
Archives folder, 341
assemblies

building, 225–226
described, 223

Assemblies Adjustment Journal report, 233
Assembly item class, 66
assembly items, 213, 219
Assembly List report, 233
assets, 30, 31, 33, 327
attachments (documents, information), 

93, 125
Audit Trail report, 362
auditing

data protection, 362
invoices, 144
IRS, 341
non-sufficient funds, 163

purchase order cancellations, 86–87
transactions, 96

Authorize button, connecting with an
online merchant account provider, 159

Autofill button, filling in a budget, 45
Automatic Decimal Entry, 97
Available status code for inventory 

items, 219
average costs, 216, 218

• B •
Back Up Company Data dialog box, 353
Back Up Company Data window, 346
background information, setup preferences

inventory, 63–70
invoices, 70–71
payroll, 57–63
purchasing, 47–52
sales, 52–57

backing up (data), 341, 342, 351–354, 
365, 391

balance forward statements, 71
Balance Sheet financial statement, 299
Balance Sheet/Budg. financial 

statement, 299
balance sheets, 33, 42, 45, 300
balances, beginning, 42–44, 128–130,

177–178, 222–223, 243
bank statements. See also Account

Reconciliation feature
balancing, 308
preliminary tasks, 309–310
reconciliation, 307, 312–313, 316, 318–321
transactions, marking, 310–311, 314–317

banking, 160–162
banks, Peachtree interface, 314
batch posting, 27, 329–330, 392–393
batch printing, 260
before-tax deductions, 376
beginning balances, 42–44, 128–130,

177–178, 222–223, 243
benefits

health insurance, 176, 373, 376–377
packages, 190
retirement plans, 58, 176, 181, 373, 382–384
sick leave, 373
vacation, 373
W-2 forms, 337
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bids, sales, 130–135
bill(s). See also invoices; purchase

approving for payment, 95
entering, 89–95
paying, 101–116
paying one at a time, 107–110

bill of materials, 224–225
Bill of Materials Report, 233
bill payments

checks, 105–107, 113–114
editing, 110
grouping, 102–105
individually, 107–110
recurring, 111–113
sales taxes, 114–115
tracking, 116

billing (customers), 125, 248–250
billing rate, selecting, 203
billing status, selecting, 203
billing types for employees, 203
bonuses, 190
broadcast invoicing, 147–149
Browse buttons, 17
budgeting, 44–45
Build/Unbuild Assemblies dialog box,

225–226
Business Status Center, 11, 12
business types, 22, 25
Button Control Bar, 12
buttons, missing, 392
Buyer Report, 234
buying goods. See purchasing

• C •
cafeteria plans, 376
Calc column, 182
Calculate Adjusted Gross dialog box, 

191, 377
calculations, 230, 232
calendar, selecting a date from, 18
capital, nonworking, 33
cash accounts, definition, 30
Cash Disbursements Journal report, 116
Cash Flow financial statement, 299
cash flow problems, 52
Cash Receipts Journal report, 172

Cash Requirements report, 116
cash-based accounting

accounting period changes, 324
accounts receivable, 32
credit card payments, 371–372
recurring transactions, 111
reports, 326
requirements, 102
selecting, 25–26

CD (certificate of deposit), 33
Change Account ID dialog box, 40
Change Accounting Period dialog box, 337

opening, 325–326
padlock symbol in, 324

Change ID button
changing an employee’s ID, 177
entering a new inventory ID, 217

Change Job ID dialog box, 242
characters, limitations, 37, 212, 242
Charge Finance check box, deselecting, 169
charge items, 213
Charges item class, 66
Chart of Accounts

General Ledger, 158
modifying, 39–45
selecting, 23, 24–25
understanding, 29–38

Chart of Accounts Beginning Balances
window, 43, 44

check forms, selecting, 106
Check Register report, 116
checks

bounced, 162–163
numbering, 110, 166, 312
ordering, 105, 257, 334, 399
payroll, 183–194
printing, 105–107
voiding, 113–114

Circular E (IRS Publication 15), 173
Classic style, 287
Close button, 19
closing Payroll Tax Year and Fiscal Year, 336
coding, 239–241
columns, 285–286, 302
command objects, 267
comma-separated values (.csv), 45
commissions, 175, 190, 192–194
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companies
consolidating, 38
net worth, 33
opening options, 10, 14–15
prior-year, 365–366
samples, 11
setting up, 21–27
user access, 361

Component Use List report, 234
components, 223, 224, 225
Construction feature, 251
consultants, 312
contact information for a vendor, 76
Contemporary style, 287
contractors, independent, 175, 181. See

also 1099 vendors
Convert from Another Accounting Program

option, 22, 25
Copy Report to Excel dialog box, 291–292
copying reports and financial statements,

305–306
Cost Code List report, 253
cost codes, 239–240
Cost Method field in the Multiple Price

Levels dialog box, 215–216
Cost of Goods Sold Journal report, 234
costing methods, 215–216, 218
Could Not Find the Single (Or Married)

Calculation message, 394
credit

customer limits, 54
debits versus, 326, 328
entering, 96–98
holds, 128
returns, 163–168, 194
terms, 127
vendor limits, 49

Credit Card Information window, 159
credit card receipts, handling, 158–160
credit cards, 127, 313, 369–372
credit memo, creating, 163–165
Credit Memos window, 164
cropping, 267
CRS moments, 19
.csv (comma-separated values), 45
Current Earnings Report, 196
Cursor Position toolbar in the Forms

Design window, 266

custom fields
creating for vendors, 51
setting up, 55
storing alternate vendors in, 68

customer(s)
adding, 123–128
billing, 206–209
credit card information, 159
Customers and Sales Centers, 11
defaults, 52–54, 55
expenses, assigning, 242
finance charges exemptions, 169
IDs, 124, 131
non-established, 157
placing on credit hold, 128
prepayments, 363–365
price level settings, 69

Customer Defaults dialog box, 52–53
Customer Ledgers report, 150
Customer List report, 150
Customer Management Detail report, 172
Customer Master File List report, 150
customer prepayments, recording, 364
customer reports, reviewing, 149–151
Customer Sales History report, 150
Customer Transaction History report, 

151, 172
customization

checks, 110
credit terms, 127
employee information, 177
forms, 264–276
inventory fields, 218
job fields, 238
reports, 281–288, 302, 305–306
taxes, 115
user access levels, 358–361
of user rights, 358–361
vendor terms, 78

customized reports, saving, 288

• D •
data

auditing, 362
backing up, 351–354
checking/archiving, 339–341
corruption, 395
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fields, 284–285
restoring, 354–356
security, 356–362
tables, 274–276

Data field objects in the Forms Design
window, 266

Data Field Options dialog box for the
Invoice Amount field, 271

Data Verification program, 391, 394, 396
dates, 12, 18
de-activating a vendor, 80
debits, 326, 328
debts, bad, 156
deductions (tax), 62, 176–177, 181
Default Price Level Calculation dialog 

box, 69
defaults

accounting periods, 323
background information, 47
check numbering, 110
costing methods, 216
customers, 123
employee, 60–61, 176, 182
employer contributions, 382
finance charges, 169
General Ledger, 37–38
information, 23
item classes, 65–67
pay levels (salaries), 61
payment, 48, 52–54
pricing calculations, 69, 230
printing in financial statements, 302
reimbursement, 246–248
sales representatives, 126
spelling mistakes, 91
statements/invoices, 70
style, 286–287
tax reports, 195

Deluxe Forms Web site, 399
departments, handling, 34–38
deposit ticket, 162
Deposit Ticket ID field

of the Receipts window, 154
of the Select for Deposit window, 161

deposit ticket IDs, 57, 160–161
deposits (bank), 309–310
deposits (customer), 363–365
depreciation, 31, 327
Description Only item class, 65

description only items, 213
design window. See Forms Design window
designing statements/forms, 264–267,

301–305
Detail button, 231
Diane’s Web site, 400
differences, writing off, 155, 319–320
Direct Deposit service, 183
discounts

bill payments, 103, 104
customers, 53
invoices, 155
setting, 54
vendors, 49, 103

Display button, displaying a report, 278
double-entry bookkeeping, 89, 326
Drop Ship check box for a purchase 

order, 83
drop-shipping, 64, 84, 95–96
Dunning Messages tab, 71

• E •
earnings, equity-retained, 32, 33
editing

accounts, 40
invoices, 147, 149
payments, 110
preventing, 324
reimbursements, 248
sales transactions, 144

e-filing, 330
Elaine’s Web site, 400
Electronic Payment Register report, 116
Elegant style, 287
E-Mail Forms window, 263
e-mailing

forms, 262–264
MAPI-compliance, 77–78, 127, 262
payments, 102
purchase orders, 86
reports, 279

Employee Compensation Report, 197
Employee Defaults dialog box, 60–61, 190
Employee Fields tab of the Maintain

Customers/Prospects window, 182
Employee List report, 197
Employee Time report, 209
Employee/Employer Fields tab, 61–63, 182
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employees
changing IDs for, 177
hourly/salaried, 183–189
loans, 373–375
paying for time worked, 205
paying individually, 188–189
payroll, 174–175, 176–183
rates, 203
reimbursement, 204, 206
time tracking, 201

Employees and Payroll Center, 11
employer contributions, 381–382
Employer Fields tab of the Maintain

Customers/Prospects window, 182
employer IDs, 22
equity, 22, 30, 32, 33
Equity-Doesn’t Close account types, 33
Equity-Retained Earnings account, 33
error messages, 391–396
Error status code for inventory items, 219
errors, 339–340. See also pitfalls
Estimated Job Expenses report, 253
Estimated Job Revenue report, 253
estimates, 241–244
Excel, 193, 279, 289, 291–292
Exception Report, 197
exemptions (taxes), 115, 127, 176–177, 181
Expense Ticket Register report, 209
expense tickets. See also time billing

entering, 204–205
using to bill customers, 206–209

expenses
accounts, zeroing out, 33
definition, 30, 32
reimbursable, 92, 108
updating, 89

• F •
FC (finance charges), 55–56, 127, 168–170
federal income tax (FIT), 58, 186, 189,

191–192, 335–336
field objects, 268–269
fields

customization, 51, 55, 68
data, 284–285
definition, 13, 16
inventory, 218

jobs, 238
properties, 270–272

FIFO (first in, first out), 216, 218
figures, consolidating, 38
filters, 281–283. See also masking

(information limiting)
finance charges (FC), 55–56, 127, 168–170
Financial Statement designer window,

303–305
Financial Statement Wizard, 301–303
financial statements, 257, 298–306, 337. See

also reports
Find button on the Account Reconciliation

window, 310
Find feature, searching for a string of

characters, 17
Find on Report dialog box, 280–281
Find What options, 280–281
first in, first out (FIFO), 216, 218
fiscal years

closing, 336–337, 341, 343–345
payroll choices, 175–176
Peachtree, conversion to, 42
selecting, 27–28, 324

FIT (federal income tax), 58, 186, 189,
191–192, 335–336

flash drives, 352
flat rates, 203
flexibility, billing, 248
fold marks, 267
Fonts button, modifying fonts in forms, 287
fonts in financial statements, 302
footers, 302
Formatting toolbar in the Forms Design

window, 266
forms

customizing, 264–276
e-mailing, 262–264
preprinted, 257
printing, 257–262
printing in a batch, 260–262
Web sites, 105, 257, 334, 399

Forms Design window, 264–276
formulas for withholding, 379–381
Freight amount, entering, 140
frequencies (pay), 179, 180
fun sites, 400
Funnydot.com, 400
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• G •
garnishments, 376
General Error in Module 4 message, 395
General Journal Entry window, 319, 327–328
General Ledger (GL)

about, 26–27
accounts, 29, 37–38, 65–67
credit cards, 158, 371
employee loans, 373
error messages, 394
garnishments, 376
health insurance, 376
housekeeping tasks, 338
invoices, voiding, 144
masking (information limiting), 302
orders, 136
payroll, 61, 183–184, 371
recurring transactions, 110
reports, 295–297
union dues, 378
write-off accounts, 156

General Ledger report, 295–297
GENERAL.DAT files, 395
geographic locations, 34–38
GL (General Ledger). See General 

Ledger (GL)
GL Account Summary financial 

statement, 299
GL Does Not Foot message, 394
goods, 33, 214–217. See also purchasing
government tax agencies, 118–119
grouping reports, 292–293

• H •
hard drive problems, 395
headers, 302
health insurance, 176, 373, 376–377
History tab

of the Maintain Customers/Prospects
window, 126

of the Multiple Price Levels dialog 
box, 218

housekeeping tasks, 337–338

• I •
icons in this book, 5–6
IDs

customer, 124, 131, 136
deposit tickets, 57, 160–161
employee, 177
employer, 22
inventory, 212
jobs, 242
unemployment, 22
vendors, 158

image formats, 273
Import Statement Wizard, 314
In Progress status code for inventory

items, 219
in transit, 321
inaccuracies, 339–340. See also pitfalls
inactive elements, 41, 214, 240, 241, 346
Inactive Maintenance Records window, 347
inactives, purging, 346
income

accounts, zeroing out, 33
definition, 30, 32, 33
net, 218
statements, 33, 34–36, 42, 300

Income - 12 period financial statement, 299
Income 2 yrs financial statement, 299
Income Stmnt, 299
income taxes

federal, 58, 186, 189, 191–192, 335–336
state, 186, 189, 192, 384–385

Income/2 Budget-Per financial 
statement, 299

Income/2 Budget-YTD financial 
statement, 299

Income/Budget financial statement, 299
Income/Budget-Per financial statement, 299
Income/Budget-YTD financial 

statement, 300
Income/Earnings financial statement, 300
information

limiting (masking), 36, 37, 244
looking up, 16–17

installment payments, 375
Integrity Check, 391, 394
Internal Accounting Review, 339–340

407Index

29_179888 bindex.qxp  8/13/07  11:03 PM  Page 407



Internal Revenue Service (IRS)
auditing, 341
Form 8109, 195
payroll taxes, 194–195, 330
publications, 173
Web sites, 398

inventory. See also merchandise
about, 63–67
counting, 338
definition, 31
invoices, voiding, 144
preferences, setting, 63–70
price calculations, 69
product returns, 164, 194
purchase orders, auto-creation, 84
serial numbers, 92
time billing, 200–201
updating, 89

Inventory Adjustment Journal report, 234
Inventory Adjustments window, 227–228
Inventory Beginning Balances dialog box,

222–223
Inventory Item Defaults dialog box, 63–69
inventory management

adjustments, 227–231
assemblies, 223–226
balances, beginning, 222–223
costs, assigning, 231–233
items, 63, 65–67, 139, 211–220
master stock items, 220–222
reports, 233–235

Inventory Profitability Report, 234
Inventory Reorder Worksheet report, 234
Inventory Stock Status Report, 234
Inventory Unit Activity Report, 234
Inventory Valuation Report, 234, 235
investments, initial, 33
invoice number for a vendor bill, 91
Invoice Register report, 151
invoices, 101

applying receipts, 154–158
applying to sales orders, 138–140
background information, 70–71
commissions, 175
creating without a sales order, 140–141
definition, 47, 75, 101
finance charges, 169
generating, 138–141
jobs, 246–248

preferences, setting, 70–71
prepayments, 364–365, 367–369
proposals, 249–250
quotes, conversion, 134–135
receipts, 170–172
recurring, 145–147
sales, 128–130, 134–135, 138–141, 144–149
saving or printing, 140
time/expense tickets, 208
transaction details, 155
voiding, 144–145
writing off as bad debts, 156

I/O Errors, 395
IRS (Internal Revenue Service). See Internal

Revenue Service (IRS)
IRS Publication 15, 173
Item Attributes tab, 221
item classes

in different Peachtree versions, 65
for inventory items, 213–214
organizing inventory items, 65

Item Costing Report, 234
Item field for a purchase order, 83
Item List report, 234
Item Master List report, 234
Item Price List report, 234
item prices, rounding, 231
Items Purchased from Vendors report, 99
Items Sold to Customers report, 151

• J •
job(s)

assigning, 244–245
billing, 248–250
coding, 239–240
costing, 237–240, 338
creating, 241–244
employee time allocation, 186–187
invoicing, 246–248
overhead, 251–252
phases, 238, 240–241
purchases, 92, 108
refund credits, 164
reports, 252–254
sales orders, 136

Job Costs by Type report, 253
Job Estimates report, 253
Job Ledger report, 251, 253
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Job List report, 253
Job Master File List report, 253
Job Profitability Report, 253
Job Register report, 253
Jobs button, assigning hours to a job, 189
journal(s)

definition, 26–27
entries, 326–328
filtering, 57
mid-year start dates, 44
overhead, 251, 252

Journal button
displaying Accounting Behind the

Screens dialog box, 329
entering account numbers, 156
modifying GL accounts, 133

journal entry, recording, 319

• L •
Labor item class, 66
labor items, 213
last in, first out (LIFO), 216, 218
leading zeroes (account numbering), 34, 37
liabilities

current/long-term, 31
definition, 30
employer contributions, 382
payroll taxes, 58
prepayments, 363
zeroing out, 33

LIFO (last in, first out), 216, 218
Lists menu, 13
loans, employee, 373–375
local taxes, 385–387
locations, handling, 34–38
logging on, 361–362
logos, 273–274
Lookup List button, selecting an employee

to pay, 188
lookup lists, 16–17

• M •
mail merge, 288–291
Maintain Cost Codes window, 239–240
Maintain Customers/Prospects window, 

15, 123–128

Maintain Employees & Sales Reps window,
177–182, 333

Maintain Inventory Items window, 200–201,
212–220, 222

Maintain Item Prices - Filter Selection
dialog box, 229

Maintain Item Prices window, 229–230
Maintain Jobs window, 241–244
Maintain menu, 13
Maintain Phases window, 240–241
Maintain Users window, 359
Maintain Vendors window, 76–79
Manual Matching dialog box, 316–317
manual time entry, 203
MAPI-compliant e-mail, 77–78, 127, 262
margin cropping, 267
masking (information limiting), 36, 37, 244,

297–298, 302. See also filters
Master Stock item class, 65
master stock items, 213, 220–222
meals/tips, recording, 60
Medicare, 186, 189, 191–192, 335–336
menu commands, 13
merchandise

billing/returning, 89, 93–95, 97–98, 194
receiving against a purchase order, 93–95

Microsoft Excel. See Excel
Microsoft Money, 314
Microsoft Outlook, 125, 262
Microsoft Word, 289
missing buttons, 392
mistakes, checking for, 339–340. See also

Data Verification program
Modify Report dialog box, 282–283
Multiple Price Levels dialog box, 215
multitasking, 19–20
multi-user versions, 356

• N •
navigation bar, 11–12
Navigation Centers, 11–12
Negative Balances list, 71
net income, minimizing, 218
net to 0, 113
net worth, 30, 33
network problems, 395
New Company Setup Wizard, 21–22
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New Company Wizard, 38
New status code for inventory items, 219
No Forms to Print message, 393
Non-stock item class, 65
non-stock items, 213
non-sufficient funds (NSF), 162–163
nonworking capital, 33
notes, 133, 136, 140, 141
number formats

changing, 275
samples of, 272

numbering
accounts, 34
checks, 106, 110, 166, 189, 312
department accounts, 36–38
deposit ticket IDs, 162
formats, 275
forms, 271–272
inventory references/serials numbers, 

92, 226
invoices, 147, 263
orders, 267
purchase orders, 82–83, 86
transactions, 260

numbers, rounding, 41

• O •
Object toolbar in the Forms Design

window, 266
objects, 266, 267–270, 273
online banking, 314
Online Bill Pay Service, 102
online merchant account provider,

connecting with, 159
Open an Existing Company option, 15
Open Archived Company dialog box, 341
Open button, displaying a purchase 

order, 87
Open Company option, 14
Open Previous Company option, 13–14
opening options, 10
Ordering tab of the Inventory Item Defaults

dialog box, 64
orders

batch printing, 260–262
invoices, 137–140, 144
numbering, 267
sales, 135–137, 146

Other Outstanding Items report, 369
Out of Stock warning, 64
Outlook, 125, 262
overhead, 201, 251–252
override rates, 203
overtime pay, 180

• P •
package deals, 223–224
packages, tracking, 142–143
passwords, 356, 357
Pay Info tab of the Maintain Employees &

Sales Reps window, 178–181
pay levels (salaries), 61
paycheck stubs, 381–382
Payment & Credit tab, 127–128
payment methods

establishing, 56–57
selecting, 155

payments. See also bill payments
customers, 52–57
installment, 375
prepayments, 363–365
vendors, 47–52
withholding, 104, 114

Payments window, 107–109, 206, 369–370
Payroll Check Register report, 196
payroll features. See also benefits

access restrictions, 359
basics, 174–176
benefits, 337
checks, 183–194
deductions, 372–373
employee information, 174–175, 176–183
garnishments, 376
loans, employee, 373–375
outside payroll services, 174
paycheck stubs, 381–382
preferences, setting, 57–63
reports, 196–197
setting up additions to, 190–194
tax tables, 334–335, 372, 378, 394
tax year, 333, 336–337, 341–343
taxes, 194–196, 384–387
union dues, 377–381
W-2 forms, 333

Payroll Journal report, 197
Payroll Register report, 197
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