C h ap t e 1‘ 4 CUSTOMER ACTIVITIES FOR A

SERVICE BASED BUSINESS

LEARNING OBJECTIVES

This chapter works with the Practice Astor Landscaping data file customized with your initials
at the end of Chapter 1. When this company is not loaded on your computer, restore it
using the Practice Astor Landscaping Chpt 1.ptb backup file created in the Practice Set
at the end of Chapter 1.

This chapter will focus on using PTCA to process customer activities for a service based
business. The chapter covers:

Learning MAPS for customer transactions before processing transactions in PTCA
Using the Customers & Sales center to perform customer activities

Recording customer quotes, invoices, jobs, receipts, and credits

Looking Behind the Keys at posted transactions

Managing customer accounts, service items, and customer jobs

Correcting and voiding customer transactions

Analyzing sales and job reporting

Preparing customer statements

Reconciling customer activities to the accounts receivable control account

©CoNoORwN =

Launch PTCA and open Practice Astor Landscaping. Change the system date to March 31,
2007.

The following is background information on Astor’s business operations. The company provides
landscaping and lawn maintenance services to residential and commercial customers.
Customers are not invoiced until after providing services. Astor does not purchase inventory but
does purchase job materials. PTCA inventory service items are used for tracking sales pricing.
Service costs are recognized when posting vendor bills for material purchases and when paying
employees or subcontractors that perform the services. The accountant uses job costing to
analyze job performance. Finally, the company’s current accounting period is March 2007.
(Note: This information is located on the Button Bar.)
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%;L IJ_L.H\ MANUAL ACCOUNTING PROCEDURES
e

Before processing Astor's sales transactions in PTCA, become familiar with the manual
accounting procedures (MAPS) for recording sales transactions. We begin at the point where
the customer initiates a transaction.

On March 23, 2007, John Chester contacts Astor salesperson Jan Folse requesting seasonal
lawn maintenance. John has used the company in the past and Jan quotes John a price of
$80.00, plus tax. The service is scheduled for March 27, 2007.

In a manual system, Jan would write up a service quote and the employee performing the
service would take it to the job. Quotes are not posted because sales revenue is recognized
after performing the service.

On March 27, Jeff Henderson picks up the quote and heads to John’s home. After completing
the services, Jeff has John sign the quote acknowledging completion and returns it to Jan. Jan
then forwards the quote to the accountant Judy White, who prepares this invoice.

Astor Landscaping
1505 Pavilion Place, Suite C
Norcross, GA 30093-3203

Customer: Date: 3/27/2007
Mt. John Chester
2404 Pleasant Hill
Duluth, GA 30096
INVOICE No. 1017
Seasonal Lawn Maintenance
March 27, 2007 $ 80.00
Sales Tax 4.40
Total $ 84.40
Please remit balance within 30 days.

Judy then records this invoice along with other invoices for that day in the Sales Journal. Her
entries to the Sales Journal for March 27 appear next.
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Astor Landscaping
Date: 3/27/2007 Sales Journal Page 15
Sales
Customer || Post Ref ||Description Accounts Maint. Hardscape Tax
Receivable || Services Services Payable
(Debit) (Credit) (Credit) (Credit)
Seasonal
John CHESO001 Maint. 84.40 80.00 4.40
Chester INV1017
DBH DBHEO001 Landscaping / 3,383.15 290.00 2,916.78 176.37
Enterprises Maint. INV1018
Seasonal
Yango YANGO001 ||Maint. 290.13 275.00 15.13
Software INV 1019
Totals: Audit Trail 375768 $370.00 $3.191.78  $195.90
Acct Ref: (11000-00) (40000-07) (40000-04) (23100-0

Judy entered John’s invoice as a debit to accounts receivable and as credits to maintenance
services and sales tax payable. At the end of the day, Judy totals Sales Journal columns and
cross-foots totals to verify that entries balance (i.e., debits equal credits). She then posts each
invoice to the customer’s account and posts column totals to the general ledger accounts noted
at the bottom.

Judy’s entry to John’s customer account is illustrated here. (Note: Entries for other customer
accounts are not illustrated.)

John Chester
2404 Pleasant Hill
Duluth, GA 30096

Audit Trail

Account No. CHESO001

Date Description Post Debit Credit Balance
Ref
3/01/2007 |} Beginning Balance
0.00
3/27/2007 [} Maint. Service SJ 15 84.40 84.40
INV1017

Judy’s entries to the general ledger accounts follow. (Note: The entry for sales tax payable is
not illustrated.)
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Audit Trail
General Ledge
Accounts Receivable Account No. 11000-00
Date Description Post Ref. Credit Balance
3/26/2007 [} Balance
Forward 96,273.96
3/27/2007 SJ 15 3,757.68 100,031.64
General Ledger
Maintenance Services Account No. 40000-07
Date Description Post Ref. || Debit Credit Balance
Balance
3/26/2007 |} Forward 22,240.00
3/27/2007 SJ15 370.00 22,610.00
General Ledger
Hardscape Services Account No. 40000-04
Date Description Post Ref. || Debit Credit Balance
Balance
3/26/2007 |} Forward 55,290.00
3/27/2007 SJ15 3,191.78 58,481.78

As Judy posts, she also enters the posting references that form the audit trail. The audit trail
documents entries from the sales journal to general ledger accounts, from the sales journal to
the customer accounts, and vice versa. You can imagine the posting errors that can occur in a
manual system. Judy could record an entry backwards (e.g., enter a debit as a credit), record
an out-of-balance entry, omit an entry, or forget to record the audit trail.

On the same day, Judy also posts customer payments for outstanding invoices. These entries
are recorded on a separate journal called the Cash Receipts Journal. Entries to the Cash
Receipts Journal are illustrated below.
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Astor Landscaping, Inc.

Date: 3/27/2007 Cash Receipts Journal Page 3
Check Post Ref Invoice Regular Accounts Payment
Customer No. No. Checking || Receivable || Discounts
(Debit) (Credit) (Credit)
O’Hara Homes 993 OHARO001 993 1,000.00 1,000.00
Sycamore Homes 9832 SYCAO001 1012 $20,291.72]] 20,681.95|| 390.23
Totals: $21,291.72 $21,681.95 §$ 390.23
Acct Ref: (10200-00)  (11000-00) (49000-00)

As with the Sales Journal, Judy posts each check to a customer account and column totals to
general ledger accounts. This time she will use the posting reference of CRJ (Cash Receipts
Journal) along with the page number. (Note: These postings are not illustrated.)

With PTCA, this tedious posting process and most of the posting errors are eliminated. You will
see in the topics that follow that PTCA posts sales invoices and customer payments when

saving transactions.

Entries posted on the sales or cash receipts journal are also posted to

customer and general ledger accounts. In addition, PTCA enters the audit trail and will not post

out of balance entries.

We next focus your attention to processing customer transactions in PTCA.
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CUSTOMERS AND SALES CENTER

The Customer & Sales center focuses on processing customer activities. Click Customers &
Sales on the Navigation Bar to activate this center. (Note: Check your system date to make
sure it reads 03/31/07.)

‘l’? Peachtree Accounting: Practice Astor Landscaping

BEX

File Edit Lists Maintsin Tasks Analysis Options Reports Services Window Help

| 4b Customers & Sales

Search Help ﬂ‘

@ Business Status

‘@ Fide | o Refresh | [&] System Date: 03/34/07 | [] Period 3 - 03/01/07-03/31/07 | ¢ Make this the default page

Cust & Sales Tasks Customers View Detailed List
& e Customer ID + Customer Name Telephone 1 Balance 4|
& ﬁ ASHFO01 Ashford Hill Apartments 770-555-4466 §4,135.60
&h Vendors & Purchases . CHESINL John Chester 7705554086 $0.0
= ) Customers, s —_— CRAWD0L Snelly Cravfard TA0-555-4482 $0.00
[y Inventory & Services DBHEDOL DEH Enterprises 770-555-4599 $2,188.08
ELKH001 Elkorn Apartments 770-555-8852 §0.00
% Employees & Payroll = FAIR0D1 Fairbanks Canstruction 770-535-4463 §0.00
@ Task GIBS0IL RobertGibson 770-555-038 $L150.10
m Banking . HOBBOOL Hobbs WebDesign 770-555-4569 &0.00
Quates 4 icons HuTCOO1 Brian Hutcheon T70-555-8223 $11,272.15
= Compan JENKOOL Lynda Jenke 770-555-4599 £0.00
i pany
OHARDDL 0'Harz Homes 7705554455 §33,107.83
Shortcuts Customize = PECKTOL Oliver Peck T70-555-4720 $284385
_ = PLEADOL Pleasantdale Luxury Apartments 770-555-4726 $1,160.50
sales Invaice Sales REYNOO Reynolds Court Subdivision 770-5554587 §5,321.20
Receive Money from Customer Orders 4 SALLOOL Sallens Property Management 770-5554426 $10,017.00
Bills - Pay Bill | SILV0D1 Silver Homes 770-555-8852 §2437.05
Customer List SUGADDL Sugar Hill Tennis Club 770-555-5598 §0.90
Vendor List & E g SYCADDL Sycamore Homes 770-555-0001 §20,681.95 *
Find Transactions & E_:j - @ or
ales inance eceive
General Journal Entry Recently Used Customer Reports Aged Receivables Graph Tahle
Invoices 4 Charges Money 4
| Aged Receivables View| Print
Sales Order Report View| Print o3
@ Sales Journal View| Print
) - W 31-60
Bank Customer Transaction History View| Print i 61-90
Depasits Customer Ledgers View| Print
4 W Over 90 days
View All Customer & Sales Reports ViewAned Receivahles Report
Credits and Peachtree Solutions
WES | Checks & Forms Product FeedBadc
Credit Card Service Time &Billing

Let's now discuss the layout of this center. The top three icons, Customers, Jobs, and Sales
Taxes, access master records linked to customer transactions. Below these icons are the task
icons for recording and listing customer transactions.

When you see this 4! on an icon, it means that clicking the icon will open submenus related to
the task. For instance, click Customers and find tasks for creating customers, viewing and

editing customers, and writing letters to customers.

Click the Customers icon and select View and Edit Customers to open the Customer List
illustrated next.
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& Customer List g@

File Edit Window Help
o o O o B 5 &
Clase®  Mew Open  Print  Settings Be‘ﬁesh SendTo Oulfook  Help

Search for: |5'err5€a.rd': Text in |Cusb:|mer is] _'J Clear Search I Customer List

Customer ID ¢ | Customer Name Contact Telephone 1 Type Balance|

Tasks : hford Hill Apartments | Mark Howard |770-555-4466
View sales invoices CHES001 John Chester Mr. John Chester 770-555-4086 Resid $0.00
View sales arders CRAWDOD1 Shelly Crawford Shelly Crawford 770-555-4492 Resid $0.00
View guotes DBHENO1 DBH Enterprises Jacob Walters 770-555-4599 Comm 52,188.08
View payments received ELKHO01 Elkorn Apartments James Mayer 770-555-8852 Comm $0.00
View all jobs FAIR001 Fairbanks Construction Michael Fairbanks 770-555-4463 Comm §0.00
bt dsTnvoite GIBS00L RobertGibson Mr.Robert Gibsan 770-555-0989 Resid §1,150.10
Croite s alas order HOBBOO1 Hobbs WebDesign Jozeph Hobbs F70-555-4569 Comm £0.00
(e HUTCO01 Brian Hutcheon Brian Hutcheon 770-555-8223 Resid §11,272.15
ST JENKODL Lynda Jenke Lynda Jenke F70-555-4559 Resid £0.00
ELl OHARDO1 0'Hara Homes Julie Willmore 770-555-4455 Comm §33,107.83
PECK001 Oliver Peck Mr Oliver Peck 770-555-4720 Resid §284.85
PLEADOL Fleazantdale Luxury Apartm Sabrina Terris F70-555-4726 Comm §1,160.50
Reports REYNOO1 Reynolds Court Subdivision Brad Walker 770-555-4597 Comm £5,321.20
AgedReceivables SALLDDL Sallens Property Manageme Chris Sallens 770-555-4426 Comm £10,017.00
Customer TransactionHistory | <7 ygp1 Silver Homes Jeff Silver 770-555-8852 Comm §2,437.05
Customer Ledgers SUGAD0L Sugar Hill Tennis Club Mindy Jackson 770-555-5598 Comm £0.90
SYCADOL Sycamore Homes Troy Sycamore 770-555-0001 Comm £20,681.85
Mare Shortcuts b i1 White and Associates Mr Richard White 770-555-4637 Comm §2,522.40
YANGOO1 Yango Software Mz Ellen Baxendale 770-555-6852 Comm £0.00

ZARADDL Zara Apartment Homes Mz Jane Newton 770-555-8564 Comm 51,993.85
4 Customers & Sales |

Customers Listed: 21
Show inactive records

This list operates like the Accounts List previously used for viewing general ledger accounts.
There are quick links to tasks and reports and additional shortcuts are available under More
Shortcuts. (Note: The More Shortcuts link only appears when the window is not sized to full
screen.) Although you cannot add list shortcuts as you did on the Accounts List, you can
customize list columns by clicking Settings. You can also export and email the list by clicking
Send To.

Return to the center by clicking the Customers & Sales button on the list. (Note: The
Customer List remains open behind the center.) Task icons depict the flow of customer
transactions. Transactions begin either as quotes (proposed sales), sales orders (sales
pending service performance), or sales invoices (completed sales). Moreover, quotes and sales
orders must become sales invoices before you can apply customer payments (Receive Money).

Finally, customer names with account balances appear on the right of the center. Below these

are shortcuts to recently used reports and a link for opening the Customers and Sales report
window.

ENTERING SALES QUOTES

You will now return to John Chester’s transaction illustrated in the MAPS topic and record his
quote in PTCA. Read the data entry tips that follow before completing the exercise.
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Data Entry Tips

Tip 1: The Customer ID field links a transaction to a customer account. The Item field links the
transaction to inventory items. The Job field links the transaction to a customer job. Customer
ID, Item, and Job are also called master record fields. You will recognize master record fields
because they contain lookups for selecting records.

Tip 2: Holding your mouse over the Customer ID and Item fields changes the cursor to +7

while holding your mouse over the Job field changes it to ? . The question mark means that
right clicking the filed will open the lookup list. The plus symbol means that you can add a new
account by double clicking the field.

Tip 3: PTCA can create new master records “on the fly,” meaning you can add a new customer
account, inventory item, or customer job while entering a transaction. For instance, a new
customer can be added by typing a new Customer ID. After entering, PTCA prompts as follows.
(Note: When adding a new job, PTCA does not prompt until you save or print the transaction.)

p = =]

Invalid ID

' E The Cuztomer |0 [CRAWDI0Z] doss hat exist.
[ ]

# Select Fast Add to create thiz customer record autamatically.

e Select Set Up to create this custamer record rmanually.

Fast Add | Set Up | Cancel | Help

Fast Add creates the new account storing the ID and other basic customer information already
entered on the transaction (i.e., name and address). You will then need to reopen the Maintain
Customers/Prospects window to compete missing information.

Set Up opens the Maintain Customers/Prospects window where you can enter all customer
account information. This window will be illustrated later in the chapter.

Cancel returns you to the Customer ID field to select a different customer.
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&= Steps for Entering a Sales Quote

1.

2.

3.

On the Customer and Sales center, click Quotes and select New Quote.

Place your cursor in Customer ID, lookup and select “CHES001”, and the
Just like account

quote autofills with the customer’s information. (Note:
numbers, typing the first letter of the ID advances the list.)

5 auotes e
File Edit Window Help
) egfhare @ 8 BB 4 B S = 06 9
- : &l e ! s = il
Cloze®  MHew Lt~ S\écé T Pint T E-mal Delete Conwet Fow T _oﬁ Journal M Templatev e'port; Help T
Customer ID: |CHESDDI |ﬂ Quote E |§|
Bill To: John Chester Ship To: Bhipta 1 {w Diate: | Mar 31, 2007 ;n
2404PlegsantHll @~ 000— -
Duluth, GA 30096 Copy gl Good Thru: | Apr 30, 2007 E
2404 Pleasant Hill Quote No.: |
[ brop ship
Duluth [ca 30138
Customer PO Ship Via Terms Sales Rep AJR Account
| Mane | ﬂ Net 30 Days | | ﬂ 11000-00 | ﬂ
Quantity Ttem Description GL Account Unit Price  Tax Amount Job
| [ 40000-00 0.00] 1 |
I | | |
Sales Tax: 0.00 | GAGWIN cy
Customer Account as of Mar 31, 2007 Freight: 0.00
Balance: 34.40 .
Credit Limit: ~ 13,000.00 Transaction Quote Total: 0.00
Credit Status: Notify Over Limit N N
line items
Turn time into money and now link with your Peachtree data.

Place your cursor in Date. Type “3/23/2007” because this is the d
quoted the job. (Note: You can also select the date using the calendar
the field. This calendar feature is available on all date fields.)

Notice that the Good Thru field changed to April 22, 2007, meaning the quote

will expire in one month. Leave this date unchanged.

(Note: The first time you open a transaction window, PTCA defaults the

transaction date to the system date. BE CAREFUL and remember to
check transaction dates before saving.)

ay Jan
icon on

always
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4.

Leave Quote No. empty. PTCA will fill in this number after printing the quote.
(Note: With a quote, you need not enter the Customer PO, Ship Via, or Terms
because the transaction is a potential sale. Remember that John’s quote was
not posted in the MAPS topic. This transaction also does not post in PTCA.)

Place your cursor in Quantity for the first line item. Jan estimated 2 hours of
service so enter “2.0”.

(Note: You must use the decimal point when entering quantities.)
Tab to Item and then lookup and select “SEAS MNTNCE — RES”.
(Note: The lookup on this field signals it as a master record.)

After making this selection, the cursor advances to Description. This is the
description that prints on the quote so change it to “Seasonal Maintenance”.

(Note: The GL Account, Unit Price, and Tax data autofilled from the item
selected. The Amount equals the quantity times the unit price. Although a GL
Account number appears, it will not be used since quotes do not post to the
general ledger.)
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Tab to or place your cursor in the Job field. Type “CHESLAWN” and press
Tab. As you typed, a list of existing jobs opened indicating this as a master
record field. Since you entered the name of a new job, the field flashed blue
three times. This flashing means that PTCA will prompt to create the new job
when saving or printing this transaction. The completed quote appears here.

5 quotes BEX]
File Edit Window Help
i i = = -
Ny dm) s gF e @ Mot B £ & = @
Close”  Mew Lyt S\éc; Print -mail  Delete Corwert  Fow v _DT; J%al ek Templatev eport; Help v
Customer ID: | CHES01 [a] Quote [¢][?]
Bill To: John Chester Shin To: [gpip o 1 | v Date:
2404 Pleasant Hil -
Duluth, GA 30098 Copy gl Good Thru: | Apr 30, 2007 E
2404 Pleasant Hil Quote No.: | [
[ brop ship
Duluth |GA | 30136
Customer PO Ship Yia Terms Sales Rep AR Account
| None | ﬂ Met 30 Days | |q 11000-00 | ﬁ
Quantity Item Description GL Account Unit Price  Tax Amount Job
2.00 | SEAS DECOR -RES | Residentizl Seasanal Decaration [ 4000006 175.00] 1 350.00 | CHESLAWN

X,
| \ | 40000-00 0.00] 1 |
| \ | |

2 19,25 | GAGWIN a
Customer Account as of Mar 31, 200] Item GL Account ht: 0,00
Balance: 34.40 - = = '
Credit Limit: ~ 18,000.00 E deSCI"I ptlon name tal: 369.25
Credit Status: Notify Over Limit

Turn time into money and now link with your Peachtree data.

Don’t worry about the extra transaction line. PTCA disregards these lines
when saving the transaction. When needed, you can delete or add line items
by clicking the Row icon.

Click Print and PTCA prompts to create the new job. Thus, printing saves a
quote causing PTCA to prompt to create the job.

F = = 1

Invalid ID

ﬂ
L]
Select Set Up to create this job record.

Cancel | Help

The Job D [CHESLAMWM] does not exist,

Also notice that this prompt differs from the choices presented when creating a
new customer (see Data Entry Tips above).
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10. Click Set Up and the Maintain Jobs window opens. In the Description field,

11.

type “Seasonal Lawn Maintenance”.

[® Maintain Jobs BE[<|

File Edit Window Help

i =] '_=E 3 /”P)L S - -
EEQ Lizt Save  Delete 2l _u:f; eporks gﬁp

Job D: [CHESLEWN 2] [«] [=] [ Use Phases
Dezcription: S eazonal Lawn Maintenance [ Inactive
General ] Cusztom Fields I E stimated Exp. /Rev. I

Supervisor: | | statbate| =]
For Custamer; | | End Date: I:l@

Job Address: Job Type: -
. . PO Murnber: | |
Citp, 5T Zip |
Country: Fercent Complete:

EBeainning Balances; III

The General tab stores basic information such as job location, job type, start
and end dates, and percentage of completion. The Estimated Exp/Rev. tab
stores job cost projections.

In For Customer, lookup and select “CHES001”
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12. Enter “3/27/2007” as the Start Date and then lookup and select “MTNCE” in
Job Type. Job types are used to analyze job profitability. Leave remaining

fields blank. The completed job appears here.

-

" Maintain Jobs

mEx]

File Edit Window Help

Eluée IEI E;TTe: De=ete Li_;} Jﬁ:ﬁ §:D;t—e epart‘sr % M
Job ID: [CHESLEWN 5] [«] [=] I Use Phases
Dezcription: [Seazonal Lawn Maintenance [ Inactive
General I Cuztom Fieldz T E stimated Exp. /Rewv. l
Supervizor: | | Start D ate: @

For Customer; |EHESDD‘I

= ST s

Job Tepe: [MTHCE -

Job Address;
) _ PO Murnber: | |
City, ST Zip: |
Covntry: Percent Complete:

Beaqinning Balances: El

13. Click Save and then Close.
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14. Upon returning to the Customer Quotes window; click this
button. The Preview Forms window opens where PTCA has supplied a Quote

Number.

-

—

Preview Forms: Customer Quotes

& on the Print

irzt Quote Mumber; [101

Change Farm

Last used form:

MHurber of Copies;

Frinter

Mame:  hp deskjet 5600 series Printer 5etup
Type: hp deskjet BEOD zeres

Where:  LKA74924 F1

Cornrnett:

Presview

Cancel

adip

Help

15.

not display quantities and item numbers. Click OK.

-

Click Change Form to access PTCA’'s form templates for changing the
appearance of printed output. Select the Service Quote form because it will

Preview Forms: Customer Quotes

-,

Select a form to preview

Product Quote
Froduct Cluate w/Freight
Service Cuote

Lze for Quotes entered on the Service Invoice screen. Prints on plain paper.

Cancel Help

o]
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16. Click Preview to send output to the screen. Click Zoom In to increase the
view size.

| print Preview

<l
5= IR

Practice Astor Landscaping Q U OTATI ON
5 ok Cuate Humber: 101
Horoross, GA 00935203 Qo Dste  Mar 23, 2007
Ush Fage 1
Voe, 7707244000
Fac 770564500

Quated To:

John Chester

2404 Pleasant Hil

Duh, GA 30036
| Cus tomer 1D | Good Thru | Payment Torma | Sales Rep |
L CHESO0! 1w | et 3 Days 1 ]
Seasanal Mantenance 50.00

Note: Zoom In and Zoom Out increase and decrease the view size.
17. Click Print to send this quote to the printer.

(Note: Clicking Close exits the preview window without printing and PTCA will
not assign a quote number to this transaction.)

18. On the Quotes window, click Close.

As you can see, PTCA offers several advantages over a manual system. With quotes stored in
PTCA, the accountant can easily follow the potential sale. Once accepted by the customer, this
quote can be transferred to an invoice after completing the service. This saves time and
minimizing errors by avoiding duplicative data entry.

CORRECTING SALES QUOTES

Correcting sales quotes is easy. First, view a list of existing quotes by clicking Quotes and
selecting View and Edit Quotes. You will find John’s quote on the list that illustrated next.



Chapter 4: Customer Activities for a Service Based Business 115

& Quote List g@
File Edit Window Help
’% B «p [ & &7
\/ . -
Close” Mew  Open E‘flﬁ Settings Be?r':ash Send To Helpv
Date Range: |All Transactions - All Transactions Quote List
Search for: |E':fer5eard: Text in |Customer D j | Clear Search |
Customer ID Period |Date Quote No. Amount| Customer/Prospect Name
Tasks CHES001 |3 3272007 [101 £84,40|John Chester |

View all sales orders
View all sales invoices
iew all customers

Reporis
Customer Transaction History
Customer Sales History
Item Price List
Items Sold to Customers
Quote Register

&b Customers & Sales

Quotes listed: 1

Double click his transaction to reopen it. After reopening, you can change data, reprint, and
resave. You can even delete the quote. (Note: Instructions for correcting transactions are also
provided in Appendix B.) Keep this quote open for the next topic.

EMAIL AND CONTACT MANAGER FEATURES

PTCA also lets you email documents to customers. With John’s quote open, click Email.
(Note: Your computer must have email software installed and an internet connection to
perform this exercise.)

The E-mail Forms window opens. (Note: When emailing a quote not previously printed, PTCA
will affix “m” to the beginning of the quote number.)

=

E-mail Forms: Customer Quotes

Farm —
Quote Humber: 101 =

Last e-mail uzed form: Product Cluote Change Farm Cancel

Farm Design

Help

Pl
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Click Send and PTCA attaches a PDF version of the order to the email. PTCA also directs the
recipient on where to obtain the free reader used for viewing the quote. Change the email
address to your personal email account and click Send. Check your email later to confirm
delivery.

21 Quote # 101 - Message (Plain Text) E]@]1
! Fle Edt View Insert Format Tools  Actions  Help

: A lalp zuj=s======c1

: :i=d5end | Accounts - | [ S5 | 4 [ 0 |G & |2 ¢ lil\"l.i}lﬂoaﬁonsmﬁl'@}ﬁ

Subject: Quote # 101
Attach... T Quote # 101.PDF (7 KE) Attachment Options. ..

Attached is Quote # 101 for Astor Landscaping, Inc.

To wview the attachment, you must have the Adobe® Reader® software installed on your computer. To get
a free wersion of this software from Adobe, click here:
nttp://www.adobe.com/support/downloads/main. html

In the Quotes window, click this IEI record scroll button to reopen John’s quote. You will now
work with PTCA’s contact manager features. Click Event and the Create Event window opens.

-~

3 Create Event E] @ W

File Edit Window Help

Claze  Mew  Open § Save Delete  Recur HlE!I|:|v

Type: | Customer/Prospect | ID: [CHES001 | Date: @

Jahn Chester # Mr. John Chester / 770-555-4086

Event Tupe: © Call From " Letter From  © Other: | |

(" CallTa " Letter Ta lﬁ
" Meeting * Comment
Mate:
[ Display in &ction |berms daysz | J the event date.

" Conitdon [ ]

These features document contacts and follow-ups with a customer and enhancecustomer
service. You will create a follow-up event for this service. Since the service will be performed
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on March 27, change the date to “3/27/2007”. Select Comment and, in Notes, type “Call Mr.
Chester to check on service, (770) 555-4086.”

Now make this an action item that reminds you to call. Select Display in Action Items, enter
“1” in days, and change the event to After, meaning you will be reminded one day after March
27. The completed event appears here. Click Save and Close.

rﬂ" Create Event g @ “

File Edit Window Help
A EESOPE

Clase  Mew UOpen  GSave Delete Recwr HIE:I|:|v

Tupe: | Customer/Prospect _»| 1D [CHES001 | D ate: @

John Chester / Wi, John Chester / ¥70-555-4086

Event Type: " Call From (" Letter From ¢ Other: | |
(" CalTe " Letter Ta lﬁ
" Meeting o+ Comment

Mate: |Call k. Chester to check on service, [770] 555-4086.

[v Display in Action [tems
A —

the event date.
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Select Tasks>>Action Items on the main menu to locate the scheduled event (see below).

-

3 Action Items E]@W

File Edit Window Help

==

= = — —
My i BE & & @
Cloze hlﬁ Delete Optiohz  E-mall E‘fn;;tr Alert Help

Filtered to display event types of no activities, selected AJR brans . ed A/F trg date necks,
- - oDo T Events I displayed
m D
Date E-mailed Alert For Alert Condition
] Customer GIBS001 inwoice #:965 has an outstanding balance »= 2,000.00 i‘

Robert Gibzon
Cuztomer SUGADD itvoice #:389 haz an outztanding balance »= 2,000.00
Sugar Hill Tenniz Club
Customer HITOOM inwoice #:930 has an outstanding balance »= 2,000.00
White and &szociates
Cusztomer SALLOOT itvoice #:334 haz an outztanding balance »= 2,000.00
Sallers Property M anagement - |

The window opens with the Alerts tab active. This tab calls attention to data you have chosen
to monitor such as customers with account balances exceeding a set amount. Notice the
monitoring date defaults to the system date.
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Click the Alert icon on the toolbar to open this window for customizing alert items.

5 set Company Alerts

& .

Cancel  OK Fiow v Help

Alert Conditionsz:

iC1i | Customer ASHFORD | ZaRa Outstanding Invaoice Balance r=

2.000.00
—

Alert Description: [Alet me for custamers fom: ASHFORD to: 2484 with an outstanding invoice Balance == 2,000.00

E mail |nformation:

Ta: | D Subject:
Ci: | D
Beoo: | D

v Thiz meszage i to notify you of the following; <Cusgtomer Mames, customer |0 < Customer [0, hag an outztanding
Meszage: |invoice balance greater than or equal to 2,000.00. lrvoice #: <reference number: Invoice Date; <invoice date:
Customer Terms: <terms: Invoice Balance: <invoice balance amount:
-
Mote:

The accountant has triggered a notification for customer account balances that equal or exceed
$2,000.00. You can add alerts by entering new field options on additional rows. You can even
receive alert emails by marking the E-mail column. Click Cancel.

Click the To Do tab, which provides a form for entering the day’s tasks. These entries are
entered free form and function similar to writing tasks on a piece of paper.

Select Events. This tab lists system-generated messages as well as action event reminders.
Change the date to “3/28/2007” and notice that calling John appears at the top (see below).
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BEx]

-

& Action ltems
File Edit Window

Help

—— =

Cloze ‘ﬁ‘flﬁ Delete

A&:E mail M Alert
Digte: [Mar 26, 2007 =] \ i To Do's and Events

Filtered to dizplay event types of nDWected ] tranwuers/hacted A/F trangactionz, and paychecks.
Alerts I ToDo T Events ]
Wednesday. March 28, 2007
Comparny M ame
¥ 1 Achvities [kl
1 | 342707 | CHESOO1 | John Chester Comment Call br. Chester to check on service, [770) 555-4C
¥ 10 Customer lrvoices Due $21.314.46
1] 242107 | GIBS001 | Robert Gibson Cusgtomer lre | #3965 zent 1/22/07 $6.425.50
| 3/21/07 | SUGA00T | Sugar Hil Tenniz Club | Custarner [rms | #9589 sent 2/19/07 $2.225.99
| 322107 | ASHFODT | Aszhford Hill Apartments | Customer [ne| #9585 sent 2419707 $886.20
| 321407 | BEYMOD | Reynaolds Court Subdivi | Customer [ | $388 sent 2419207 $390.40
| 2424207 | WHITOO1 | white and Associates | Customer I | #390 zent 2/22/07 $2.522.80 W

You can screen out completed events by toggling the list to uncompleted events. Assume you
called John and want to update this event.

Double click John’s event to reopen it. In the Create Event window, click Completed on and
enter “3/28/2007”. Click Save and Close. A red check mark now appears in front of John’s
event, signaling completion.

To view completed events, toggle the display to completed events and John’s event is listed.
Click Close to exit the window.
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é YOU TRY - ENTER A NEW SALES QUOTE

On March 26, 2007, company president and project manager Seth Ruland quotes a price for the
redesign of Sugar Hill Tennis Club’s gardens. He came up with the following items and now
asks you to create the job and prepare the quote.

Hint: Use the Jobs icon and create the job first making it easier to create the quote.

Job information:
Job ID: SUGARLAND
Description: Redesign Sugar Hill Gardens
Customer: SUGAO001 (Sugar Hill Tennis Club)
Start date: 3/28/2007
Job Type: LNDSCAPE

The quote, dated March 26, 2007, will expire on April 10, 2007. Items on the quote are:

QTY ITEM Description Amount
1 DESIGN — COMM Planning and design 350.00
40 INSTL HARD — COMM Install gravel and mulch 2,400.00
1 INSTL SPRINK — COMM Install sprinkler 1,575.00
30 INSTL LAND — COMM Install plants 1,500.00

Remember to use the correct transaction date. Print the quote for the customer using the
service quote form. Remember that solutions to You Try exercises are found in Appendix E.

CREATING A SALES INVOICE FROM A QUOTE

Refer back to the MAPS topic at the beginning of the chapter where we discussed Judy’s
manually generated invoice and postings. In PTCA, these procedures are performed by
creating an invoice. Since John’s quote is already stored in PTCA, you can simply transfer it to
a customer invoice after completing the job.
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&= Create an Invoice Using a Quote

1. Open the Quote List and locate John’s quote. Double click the quote to
reopen it. Click Convert and the Convert Quote window opens.

,

A Convert Quote

Once a Quate iz converted ta a Salednvoice or Sales Order, it iz no longer
available thraugh this zcreen. The Quate gets completely corverted ta a
Saledlnvoice aor Sales Order and will only be available fram the Saleslnvaicing
ar Sales Orders tasks, respectively.

Corvert this Cuote ta a:

(+ Saledlnvaoice Cancel

I Salednvaoice and Print M ow
" Sales Order Help

i

Irwnice 8 |

The window notifies you that after clicking OK, the quote will no longer exist.
(Note: The contact event created earlier will also disappear since it is
associated with this quote.)

Leave the selection Sale/lnvoice and click OK. Close the Quotes window
and the Quote List.
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Click the Sales Invoices icon and select View and Edit Sales Invoices.
Locate John’s invoice and double click to reopen it. (Note: It will be the only
invoice without an invoice number.) Notice Quote No.“101” is stored on the
invoice signaling that the invoice originated from a quote.

3 Sales/Invaicing M=%

File Edit Window Help

i & = = -
Y s g ot @ =- = = o8
JE%Q Mew  List v S?a';é v Jﬁnﬁ ¥ Emal Ddl etev H%l Howv _oﬁ J%al l}\?e‘r{ Templatev eportg %pv

Customer I0: | CHESD1 [a] Invoice [€][?]
Bl To: John Chester shin Tot [ship tg 1 | v Date: | Mar 23, 2007 gu
2404 Pleasant Hil
Duiuth, GA 3003 Copy > | [TAveice No.: | |
2404 Pleasant Hil S nte s 101
] orap Ship
UNPAID Duluth | GA | 0136

Customer PO Ship Via Ship Date Terms Sales Ry AR Account
\ [one ] = [2] ( [A]rom0 [a]
l Apply to Sales: 80. |
Quantity Ttem Description GL Account Uﬁt Price  Tax Amount Job

2,00 | SEAS MITNCE -RES | Seasonal Maintenance w AT 50.00 | CHESLAWN
| | | |

[2]4pply Tickets/Expenses Sales Tay: K ]| CACVAN |r
Freght:| ~—0.00]
Customer Account as of Mar 23, 2007 Other Applied Credits 0.00 84.40 Invoice Total
Balance: 0.00
CreditLimit:  18,000.00 Amount Paid at Sale 0.00 84.40 MetDue

Credit Status: Motify Over Limit

Maximize your results with help from Peachtree experts,

A sales invoice is the point when Astor recognizes income because services

have been performed. Therefore, you are now concerned with using correct
GL Account numbers.

The GL accounts above defaulted from the inventory item. The Terms and
Sales Tax code defaulted from the customer account. Later in the chapter,

you will learn where default field values are stored on customer accounts and
inventory items.
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4. Click Close to exit the Sales/Invoicing window. Entries have now posted to

Change Date to “3/27/2007” because the invoice date defaulted to the quote’s
date. All other information is correct, so click Print.

In the Print window, Change Form to Service Invoice.

PTCA has assigned “1020” as the invoice number. Leave this unchanged and
click Print to send the invoice to the printer.

(Note: Just as with quotes, the invoice number will be assigned after printing
or emailing the document. Invoices that have not been printed will not be
assigned a number and may not appear in the Receipts window where
customer payments are applied.)

This is the printed invoice.

Practice Astor Landscaping I N vo I CE

E P
l&iﬂé E.mlm Flece Invoice Number: 1020
Moroross, GA 300823203 Invoice Date: 32T

UsA Page: 1

Voice:  T70-724-4000
Fax: T70-564-5888

Bill To:

John Chester
2404 Pleasant Hill
Duluth, GA 30096

Customer I0:  CHES001

Customer PO Payment Terms Sales Rep ID Due Date
Net 30 Days 4126107
Description Amount
Seasonal Maintenance 60.00
Subtotal 60.00
Sales Tax 4.40
Total Invoice Amount 84.40
Check/Credit Memo No: Payment/Credit Applied
TOTAL 84.40

the sales journal, customer account, and general ledger. Furthermore, PTCA
has created the audit trail.

Check the status of John’s quote. Activate the Quote List and notice that John’s quote no
longer appears on it.

You will now trace the entries posted when creating the invoice.
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BEHIND THE KEYS OF A POSTED SALES
INVOICE

In this topic, you trace PTCA’s audit trail to see the entries made when posting John’s invoice.
Remember from the MAPS topic that we explained the audit trail for an invoice will reference the
sales journal and page number. In this exercise, you will see how that compares to PTCA’s
audit trail.

Trace the Audit Trail of a Posted Sales Invoice

1. You will first open the Sales Journal. Look under Recently Used Reports on
the Customer center and click View on the Sales Journal report. (Note: This
report can also be opened in the Report window.)

2. Click Options and enter these filtering criteria.

i -1

Sales Journal

Filter ] Ficlds ]' Fonts ]

Report Order: |Inv0ice.»’EM Date j
AR Account 1D: || Ok
[ Print Repart in Summar
u Truncatz Long Desctipfigr?rmat ﬂ
Date: | This Period j From: |Mar1, 2007 [E] Too Mar 31,2007 [E] Apply
Filter Range: Hel
Filter Type Frarn Ta g
Invoice/Ch Mumber L1
Customer ID ~~ [Equalto CHE 001
Customer Type All
Printed Status Equal ta All
Sale/Hunte Equal ta All
Credit Memos Equal to Ve
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3. Click OK to view the report shown here.

& Sales Journal E]@

File Edit Window Help

5 = KE B 5 B = e U HH .
’EEQ Save DDos Hide é‘flﬁ S%p Eﬁil Pi_:.ﬁ;lw %gn Find Euxcel I@f gip
Practice Astor Landscaping ad
Sales Journal
For the Period From Mar 1, 2007 to Mar 31, 2007

Filter Criteria includes: 1) Customer IDs: CHES001. Report order is by Invoice/CM Date. Report iz printed in Detail Format.

Date Account ID Invoice/CM # Line Description Debit Amnt Credit Amnt
2707 23100-00 1020 GWINNETT: Gwinnett County 1.20 ]
Sales Tax
23100-00 GA: Georgia Sales Tax 320
40000-07 Seasonal Maintenance 80.00
11000-00 John Chester 84.40
Total 84.40 84.40
V]
< 3]

Recall that MAPS Sales Journal entries debited 11000-00 Accounts
Receivable for $84.40, credited 40000-07 Maintenance Services for $80.00,
and credited 23100-00 Sales Taxes Payable for $4.40. This is exactly what
PTCA shows as the entries. (Note: Astor charges city and state sales taxes
separately so add these amounts.)

Also notice that cost of goods sold did not post. The reason for this will be
explained in a later topic. Close this report.

(Hint: You can reopen the original invoice by double clicking any of the
entries listed on the report.)
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4. Now locate PTCA’s entries to John’s customer account. Recall in the MAPS
topic, after posting an invoice on the sales journal it is then posted to the
customer’s account.
Click Reports>>Accounts Receivable on the main menu to open the Report
window. Open the Customer Ledgers report. The report opens displaying
all customer transactions for the current accounting period.
Filter the report for John’s Customer ID and the report will appears as
illustrated here. After reviewing, close the report and the Report window.
78 Customer Ledgers E]@
File Edit Window Help
EEQ soer  Dntiome Hie B s%p Eﬁu P:;_:Elw S % I%l @F %v
Practice Astor Landscaping ||
Customer Ledgers
For the Period From Mar 1, 2007 to Mar 31, 2007
Fitter Criteria includes: 1) ID= from CHES001 to CHES001. Report order iz by ID. Report iz printed in Detail Format.
Customer ID Date Trans No Type Debit Amt Credit Amt Balance
Customer
CHES001 2707 1020 SJ 84.40 84.40
John Chester
Report Total 84.40 84.40
]
< B
5. All that remains is tracing PTCA’s entries to the general ledger. For that you

must open the general ledger report.

Since you will be doing this a lot, add a shortcut for the report. Click
Customize on the Navigation Bar and then select Add a
Shortcut>>Reports>>General Ledger>>General Ledger. Click OK to
create the link.




128 Learning Peachtree Complete Accounting 2007

6. Using the link, open the General Ledger report and scroll down to 11000-00
Accounts Receivable to locate John’s invoice number.

& General Ledger E]@

File Edit Window Help

= jle = ] £ = R o e
’EIEQ '§_éve Dl!ﬁolﬁs % E‘fint S%p Eﬁﬂ Pr%:%w %Q-n % l%l % %v
Practice Astor Landscaping ]
General Ledger
For the Period From Mar 1, 2007 to Mar 31, 2007

Fiter Criteria includes: Report order is by ID. Report is printed with Truncated Transaction Descriptions and in Detail Format.

Account ID Date Reference Jml Trans Description Debit Amt Credit Amt Balance
Account Description

11000-00 3T Beginning Balance 101,636.97
Accounts Receivable  3/1/07 228 CRJ  O'HaraHomes-In 30,380.44
37 229 CRJ  Pleasantdale Luxu 1,392,680
313107 1017 = Qliver Peck 28485
35107 1000 = O'Hara Homes 1,433.25
315107 995 3J Fleasantdale Luxu 1,160.50
3123107 CK133585 CRJ Sycamore Homes 2226.00
323007 CK7E78 CRJ  Sugar Hill Tennis 1,144.80
323007 CK7878 CRJ  Sugar Hill Tennis 2,225.08
(227107 1020 5J John Chester 84.40
32907 1013 5J O'HaraHomes 14,988.77
32007 1014 5J Ashford Hill Apart 886.20
3rz2a07 1015 5J DBH Enterprises 886.20
32907 1016 5J Reynalds Court Su 1,166.00
3Bty 1018 5J Sallens Property M 2,898.00
3Bty 1018 5J Sallens Property M 2,268.00
Current Period Ch 82,558.39 87,837.00 -5,278.61
331007 Ending Balance 96,358.36

Here is John’s entry recorded to accounts receivable. Scroll down to see the
entries made to the other accounts listed on the Sales Journal.

PTCA’s audit trail is found in the Jrnl and Reference columns. The Jrnl
column displays the originating subsidiary journal where SJ means Sales
Journal and CRJ means Cash Receipts journal. Reference lists the specific
document number that was posted.

After following PTCA’s audit trail, you see the advantages of using a computerized accounting
system. You were able to capture a transaction at the point of customer inquiry (quote). You
then transferred this information to a sales invoice and posted entries to the sales journal,
customer account, and general ledger with just a few clicks. In addition, the accountant is better
equipped to answer customer inquiries, provide customer support, manage company sales, and
analyze profitability.

CORRECTING AND VOIDING SALES INVOICES

Invoices remain on the Sales Invoice List even when fully paid. Open this list using the Sales
Invoices icon. Scroll through and notice the Status column contains paid, partially paid, and
unpaid paid invoices. Change the Date Range filter by looking up and selecting “This Period”.
(Note: You may need to scroll up to make this selection.)
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% Sales Invoice List E]@
File Edit Window Help
o = - o)
‘CEQ - ‘Ség B sefnes Resh SeniTo gp'
Date Range: [This Period = 03/01/2007 to 03/31/2007 sales Invoice List
Search for: ]E"err_?eard:l Text in qusther bin] _:_J Clear Search
Customer ID Invoice No. Period Date | Status Invoice Total Net Due
Tasks PECKD01 107 I 3 3/3f2007 ‘Unpaid | £284.55 §284.85
Wiew all sales orders OHARDO1 1000 3 352007 Unpaid 51,433.25 $1,433.25
View all customers PLEADD1 998 3 3f5/2007 Unpaid $1,160.50 51,160.50
View all payments received REYNOO1 999 3 3/5f2007 Unpaid £593.60 £593.60
DBHEDOL 1001 3 3/6f2007 Unpaid £325.47 $325.47
Reports ASHFO01 1002 3 3/6f2007 Unpaid £590.80 $530.80
CustomerTransactionHistory | SILV001 1003 3 3j9/2007 Unpaid $2,437.05 §2,437.05
Clitamert s aa REYNDOL 1004 3 3/12/2007 Unpaid $890.40 580,40
Ttems Sold to Customers ASHF001 1005 3 3/12/2007 Unpaid £386.20 $886.20
% iene HUTCO01 1006 3 3/12/2007 Unpaid $11,272.15 §11,272.15
Unbilled Tob Expense DEHEDOL 1007 3 3f12{2007 Unpaid §325.47 £32547
OHARDDL 1008 3 3/13/2007 Unpaid 515,289.31 515,289.31
REYNOO1 1009 3 3/14/2007 Unpaid £390.40 $330.40
ZARADOL 1010 3 3/15/2007 Unpaid $1,993.95 $1,993.95
DBHEDOL 1011 3 3/15/2007 Unpaid £325.47 $325.47
SYCADDL 1012 3 3/23/2007 Unpaid £20,681.95 520,681.95 ||
O O O 2 TN )
OHARODL 1013 3 3/29/2007 Unpaid $14,938.77 $14,938.77
ASHFO01 1014 3 3/29/2007 Unpaid £336.20 $386.20
& Customers & Sales | DBHEQ01 1015 3 3/23/2007 Unpaid £886.20 §886.20
REYNOO1 1016 3 3f29/2007 Unpaid 51,166.00 $1,166.00
SALLOOL 1018 3 3/31/2007 Unpaid $2,268.00 $2,268.00
Invoices Listed: 23 SALLDOL 1019 3 3/31/2007 Unpaid $2,393.00 £2,398.00

Unpaid sales invoices can be reopened for editing and then reprinted and resaved. You can
also delete or void unpaid invoices. However, a word of caution when deleting and voiding
unpaid service invoices, PTCA will not reinstate the quote nor will you be able to recreate the
invoice by assigning labor and vendor costs. (Note: You will learn to assign these costs in a
subsequent topic.)

Should you decide to void an invoice, reopen it and click the dropdown list on the Delete icon to
select Void. PTCA will prompt for a void date. After voiding an invoice, PTCA reverses sales
journal, customer account, and general ledger entries as of the void date.

PTCA behaves differently when you delete an invoice. Instead of reversing entries, all traces of
an invoice’s entries are removed so nothing the audit trail no longer exists.

You should not delete, void, or change data on paid or partially paid invoices because these

changes affect the payment transaction. Should the need arise to correct a paid or partially paid
invoice refer to the instructions in Appendix B.

PRINTING MULTIPLE INVOICES

So far you have printed an individual invoice. However, companies often post multiple sales
invoices before printing. Select Reports>>Accounts Receivable on the main menu to see
how you print multiple invoices.

In the Report window, scroll down and locate the Invoices/Pkg. Slips folder. Click the folder to
expand its contents (see below).
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-

™ Select a Report g@
File Edit Window Help
=F 1 : = g B- eiw |=
Cloze”  Group : Letters  Preview Stlez  Copy  Help
Report Area: Report List: Report Description:

Accounts Receivable

3 Deposit Tickets

™ |rywoices/Pkg. Slips

Accounts Payable
Payrall

General Ledger
Financial Statements
Irwentom

Job Reportz

Account Reconciliation

gﬁ‘ﬁ e & 1 &f*ﬁ

Time/Expense Reports

mzz2
-

Company Reports

Wirite Letters

[ &
LT

Report Groups

D I wa/Fraht & BO Preprinted
Ij |nvoice
U Imvoice Continuous
U Imvoice wd Freight
U Imvoice w Freight & B ackorder
B Imvoice wd Ship To & Freight
B Invoice wd Ship To Preprinted
D Imvoice wFreight Continuous
D Megative Invoice
D Megative lnvoice Continuous
[ Packing Slip
D Service Invoice
D Service Invaoice Preprinted
B Service Invaoice w/ ltem Detail
3 Labels - Customers
3 Receipts
3 Sales Orders

Online pavroll proceszing and tax filing available!

Order Peachtree Checks and Foms

Folder items merely determine a document’s appearance. Double click Service Invoice and

the following window opens.
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r.

Service Invoice

Filter ] Format T T E-mail ]

diig

) ]

{* |Unprinted Irvoices Fuarrn ta Print: |Ser\-'i|:e Irvaoice j
" Printed Invaices First Invoice Number; |1 021 Cancel

Last date for which invoices will print: |M ar a1, 2007 f I Help

Filter A ange:
Filter Type From To
Cuztomer D All
Cuztomer Type All
Inzlude Drop Shipments Equal ta Yes
Faorm Deliveny Method Equal ta Bath
Aligr

d

From here you can enter selection criteria on the Filter tab. The criteria displayed above would
print every unprinted customer invoice since March 31, 2007. PTCA knows which invoices are
unprinted by looking for invoices that have not been assigned an invoice number.

This window will be useful when completing end-of-chapter exercises. Click Cancel to close
this window and then close the Report window.

Close any open windows and reports before completing the next exercise.

é YOU TRY — CREATE A SALES INVOICE USING A QUOTE

On March 30, 2007, Astor completed Sugar Hill Tennis Club’s landscaping job. Turn this quote
into an invoice. Remember to enter the correct invoicing date and assume all other data are
correct.

Print the invoice and then print the reports that document the audit trail for this transaction.
These reports were illustrated in a previous topic.
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MANAGING CUSTOMER ACCOUNTS

You have linked sales quotes and sales invoices to customer accounts. This topic explains
creating, editing, and deleting customer accounts. First, activate the Customers & Sales
center and make sure the system date reads 03/31/07. Click the Customers icon and select
View and Edit Customers to open this Customer List.

& Customer List E]@

File Edit Window Help

\?;Plk %1 w =) = I‘E - s | =
‘CQ Mew  Open Eﬁﬁ Settings Be?n’ash Send To DEJETDLok Help

Search for: ]E'Jte.rSn?a.rm Text in ]Cushomer jis] _vj 1 Clear Search I Customer List
Customer ID | Customer Name Contact Telephone 1 Type Balance|
Tasks hford Hill Apartments | Mark Howard |770-555-4966
View sales invoices CHES001 John Chester Mr. John Chester 770-555-4086 Resid £84.40
View sales orders CRAWDD1 Shelly Crawford Shelly Crawford T70-555-4492 Resid £0.00
View quotes DBHEND1 DEBH Enterprises Jacob Walters 770-555-45599 Comm 52,188.08
View payments received ELKHO01 Elkorn Apartments James Mayer 770-555-8852 Comm S0.00
View all jobs FAIRD01 Fairbanks Construction Michael Fairbanks 770-555-4463 Comm £0.00
Cronte < disinvoice GIBS001 RobertGibson Mr. Robert Gibson 770-555-0983 Resid §1,150.10
Cruakes ks nrdes HOBBO01 Hobbs Web Design Joseph Hobbs F70-555-4569 Comm £0.00
e e HUTCO01 Brian Hutcheon Brian Hutcheon 770-555-8223 Resid $11,272.15
AN JENKOD1 Lynda Jenke Lynda Jenke F70-555-4559 Resid £0.00
E by OHARDO1 0'Hara Homes Julie Willmore 770-555-4455 Comm $33,107.83
PECK001 Oliver Peck Mr Oliver Peck 770-555-4720 Resid £284.85
PLEADDL Fleasantdale Luxury Apartm Sabrina Terris F70-555-4726 Comm $1,160.50
fleposts REYNOO1 Reynolds Court Subdivision Brad Walker F70-555-4597 Comm £5,321.20
Aged Receivables SALLDOL Sallens Property Manageme Chris Sallens 770-555-4425 Comm £10,017.00
SIS TR A B S A SILVD01 Silver Homes Jeff Silver 770-555-8852 Comm $2,437.05
Customer Ledgers SUGADDL Sugar Hill Tennis Club Mindy Jackson 770-555-5598 Comm $6,175.40
SYCADDL Sycamore Homes Troy Sycamore 770-555-0001 Comm 520,681.95
More Shortcuts b Yo White and Assodiates Mr Richard White 770-555-4637 comm $2,522.80
YANGOO1 Yango Software Ms Ellen Baxendale F70-555-6952 Comm £0.00

ZARADDL Zara Apartment Homes Ms Jane Newton 770-555-8564 Comm §1,993.95
&J Customers & Sales |

Customers Listed: 21
Show inactive records

You have previously worked with this list. Double click John Chester to open his account. (You
can also right click the account and choose View customer detail.) The tabs of a customer
account will now be discussed.
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General Tab

3 Maintain Customers/Prospects

M= X

File Edit Window Help

5 [ =} fzﬁg”‘ﬂ P T o= v
EEQ Lizt Save  Delete ChangelD e Eﬁ:? Log Letterz Reports DLLJHEJnk ﬁ

Custarmer 1D [CHESDM |[Z.'\ EI [ Prozpect
Mame: [John Chested [ Inactive

General ] Sale: Defaultz T Termnz and Credit T Payment Defaultz T Cuztom Fields

|

History

Contact: |Mr. John Chester | Cuztome

[BiltoAddress | Telephone 1: |770-555-4086
Telephohe 2 | |
Address: [2404 Pleazant Hill Fax |?"?'D-555-4DB?‘ |
E-mail: |ichester@sample.peachtree.c | @J
City. 5T Zip: [Duluth [Ga [30095 - = |
- [wana peachires com
Cauntry: EDBls P ﬁ
Sales Tax |GAGWIM c Account #: | |
Copy to Ship to Address 1 | Beginning Balances: El

Current Balance on Mar 31, 2007 D a4.40

This tab stores basic customer information such as address, phone numbers, and Web site

address.

Customer Type is optional but helps to analyze sales by customer characteristics.

Astor uses the types of Comm and Resid. This tab also shows that John’s account balance is
$84.40 as of March 31, 2007.
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Sales Defaults Tab

*‘* Maintain Customers/Prospects E]@

File Edit Window Help

5 [0 =S = f/ﬁ” s, (= -
Cloze List Save  Delete ChangelD \-'ent Lag Letterz Reports DLL;'HBJuk %
Customer 1D; [CHES0OT | [ Prospect
Mame: |[John Chester [~ Inactive
General ::-_;é-gi-_l;g-g-_[-_)-é_fg!.l-_li_;_-_-] Terms and Credit I Payment Defaultz I Cusztom Fields T Hiztory
Sales Rep: | | Form Optiohs
= Deli thad:  {+ i E-mai
GL Sales Acct: [40000-00 =] s e Paperfem Bl
Open P.0. # | | [ CC Sales Rep when sending e-mail
Ship ia: |N|:|ne ﬂ
Resale #: | |
Pricing Level; |Standald ﬂ

This tab sets customer defaults for sales transaction.

GL Sales Acct defaults the income account for posting sales of noninventory items. Since
John’s invoice recorded earlier in the chapter involved the sale of a service activity item, PTCA
used to the item’s default sales account (i.e., GL Account 40000-07) instead of the customer’s
default sales account. (Note: Service item defaults are explained in the Understanding Service
and Activity Items topic that follows.)

This tab also sets a customer’s pricing level. Pricing levels let companies offer tiered sales
pricing and will be discussed in a later topic.

Sales Rep will assign an employee to the account for tracking commissions and sales
performance.
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Terms and Credit Tab

3 Maintain Customers/Prospects E]@

File Edit Window Help

= &

~ [ = =) fzig‘ﬂ G = .
EEQ Lizt Save  Delete ChangelD e Eﬁ:? Log Letterz Reports DLLJHEJnk ﬁ

Custarmer 1D [CHESDM |[Z.'\ EI [ Prozpect
Mame: [John Chester [ Inactive
General I Sale: Defaultz T:'_-_T-_é_r-_n-]%-_.ir-];:_l-_l-:_i-r_é-g-i_t-_-i] Payment Defaultz T Cuztom Fields T History
¥ Use Standard Terms and Credit € Deselecting this option opens fields
= for editing.
' Met due in I:I dayz
f" Discount in I:l days
o Dizcount Percent: I:I
- Credit Limt, [[00000 |
i~
Credit Status:

This tab stores a customer’s payment terms and credit limit. John’s account uses the standard
payment terms explained in Appendix D. You can click Use Standard Terms and Credit to turn
off the option, which then opens terms to customizing.

The Net due in field calculates invoice due dates. Discount in and Discount Percent will
grant customers an early payment discount such as 2/10, net 30. Credit Limit and Credit
Status fields work together so that PTCA warns when saving an invoice exceeds the
customer’s credit limit.
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Payment Defaults Tab

3 Maintain Customers/Prospects

=0k

File Edit Window Help

Credit Card Humber:

Expiration Date: | |/ [ MMy

i == .TE= ‘—_‘-} {; % - ‘3I= -
Cloze List Save  Delete ChangelD ﬁ \-'ent Lag Letterz Reports DLL;'HBJuk %
Custorner ID; [CHESDM |D\ [~ Prospect
Mame: |[John Chester [ Inactive
General T Salez Defaultz I Terms and Credit '_-_l:'-la-:',-l_l;_l-l_.%-[‘l-_l:-_i_)-é_f%—l:l-!i_s-_-'] Cusztom Fields T Hiztory
A ipt Setti
Cardholder's Mame: eci:p i |r?gs o )
Address: 2404 Pleasart Hil | Bemelahiiae oy Seiies
FPayment kethod:
City. State, Zip: |Duluth |Ga [a0098 | |
casn ot (120000 |

This is the location for storing customer credit card information.
default cash account for posting customer payments.

You can also change the
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History Tab

3 Maintain Customers/Prospects E]@

File Edit Window Help

= =, &

5 [ PE= =} fzig‘ﬂ G ds. = -
EEQ Lizt Save  Delete ChangelD e Eﬁ:? Log Letterz Reports DLLJHEJnk ﬁ

Customer |D: [CHES001 [ (=] [~ Prospect
Mame: [John Chester [ Inactive
General I Sale: Defaultz T Termnz and Credit T Payment Defaultz T Cuztom Fields T:_ ---------- I:_I i_;_l-'_l'-_f.-i'-_-_-_-_-_-i]
Custorner Since: Feriod Hiztan Sales Cazh |
Mar 31, 2007 34,40 ﬂ
Lazt Invoice Date: kar 27, 2007 Feb 28, 2007
Last Invaice Amt: 84.40 Jan 31, 2007
Dec 31, 2006
Last Payment Date: kd
Moy 30, 2006
Lazt Payment Amt; 0.00
Oct 31, 2006
Last Statement D ate: Sep 30, 2006 -

This tab shows customer sales and payment summaries by period. You can also find the last
time the customer was invoiced, remitted payment, or was sent a statement.

Keep this window open and complete the next exercise that edits a customer account.

]

A\ | Steps to Edit Customer Account Information

1. | You will be editing Ashford Hill’s credit terms so lookup this account and then
select the Terms and Credit tab.

2. | The accountant wants to offer Ashford an early payment discount of 2/10 net
30. Click Use Standard Terms and Credit to turn off default terms.
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3. | The payment terms being offered mean that Ashford will receive a 2 percent
discount when paying an invoice within 10 days of the invoice date.
Regardless, the invoice must be paid in full within 30 days. Therefore, you will
still use the Due in number of days option but will change other terms to those
illustrated here.

8 Maintain Customers/Prospects E]@

File Edit Window Help

- 0 E= & g o 7z [EE H@@, (= -
’CEQ List Save  Delete Changeld ﬁew E’Q_'fgr{ Log  Letters Reports DLLJE'IB".I:.k gﬁp

Customer 1D: [45HFO01 = =] I~ Prospect
Mame: |&zhford Hill Apartments I~ Inactive
General I Sales Defaults I Terms and Credit ] Payment Defaults I Cusztom Fields I Histary

[~ {ze Standard Terms and Credit

|+ Charge Finance Charges

¢ C.OD. Met due in daps
™ Prepaid Dizcount in days

' Due in number of days e R (EEE
™ Due on day of next month it it
Credit Status: |Natify Over Limit

" Due at end of month

4. | When finished, click Save and then Close.

You will now walk through creating a new customer. There is one important distinction between
adding and editing customer accounts. When adding, you must create a value for the
Customer ID field. More important, this value must be unique for each customer because it
functions as the record’s primary key mitigating the threat of creating duplicate customers. To
be effective, companies must develop an internal Customer ID assignment scheme that ensures
uniqueness. For instance, Astor uses the first four letters of the company’s name or individual’s
last name combined with a numeric value.

Review the Customer List, this time noticing the values under Customer ID. Silver Homes’ ID is
SILV001 whereas John Chester’s is CHES001. However, what happens when you get a
customer named Silver Valley Dental? You can’t assign SILV001 again because this ID already
exists. Yet, the scheme relies on using the first four letters of the company name. Thus, you
must add 001, 002 . . . 00x to the ID to make the ID unique.

So how does this help mitigate duplicate IDs? Complete the next exercise to find out.
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Steps to Create a Customer Account

You will be adding Silver Valley Dental as a new customer. On the Customer
List, click New.

On the General Tab, place your cursor in Customer ID. Begin typing “SIL”
and the lookup window advances to Silver Homes. This feature not only lets
you see that Silver Valley Dental does not have an account, but also that you
cannot use “SILV001” because this ID is assigned to Silver Homes.

Now enter this information.

' Maintain Customers/Prospects E]@_‘

File Edit Window Help

5 [ B o e
EEQ List Save  Delete e Eﬁgr?

rmm

= 2. 5 &
Lefters e'port; Dtlft'lsjok Helpv

Customer ID: |5]Lyv002 | & EI EI [~ Prospect
Mame: [Silver Vallep Dental ™ Inactive
General I Sales Defaults I Temns and Credit T Payment D efaults T Custom Fields T Histary
Contact: |Jerem_l,l Murphy | Customer Type: |Comm -
Bill to Address - Telephone 1; |770-655-4433
Telephone 2: |770-655-4711
Address: |1397 W, Market Ave Fexe —l
E -mail:
City, ST Zip: |Duluth | E ) @J
Web Site: Q
Country:
Sales Tax |GACOBE [+7 Accaunt _|
LCopy to Ship to Addresz 1 Beginning Balances: III

Data Entry Hints:

When entering data in the City, State, and Zip fields, you will see a list of
existing addresses from other customer accounts. As you add customers
from other cities or states, this list automatically updates. For Sales Tax, use
the lookup button to select ID. This also applies to the Customer Type.

Click Sales Defaults. Notice that a Default GL account already exists. This
account was transferred from PTCA’s default settings discussed in Appendix
D. You can change the default when you want non-inventory sales to post to
a different account.

Click Terms and Credits and see that this customer has been assigned the
default terms previously discussed.
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5 | Click Save and then Close. The Customer List refreshes to display Silver
Valley’s account.

Now look at how to delete an account. Open O’Hara Home’s account and click Delete. PTCA
prompts to confirm (see below).

.\r— -
% Peachtree Accounting >

? ) Are you sure you want to delete this record?
i

Yes Mo

Click Yes. Since this account has transaction history, PTCA denies deletion (see below). Click
OK.

-,

& Peachtree Accounting

\l;) Cannot delete Customer [OHARO01] because there is a journal entry that uses that customer.

QK | Help

Instead of deleting, you can deny future sales transactions for the customer by checking the
Inactive option located at the top of the account.

Click OK to close O’Hara’s account.

é YOU TRY - CREATE A NEW CUSTOMER

Astor has a new commercial customer with the following information.

Graphic Printing Services Phone: 701 555-1515

127 Technology Way Fax: 701 555-1518

Alpharetta, GA 30097 Contact: Jeffrey Davis
Email: davis@graphic.net

The customer pays GAGWIN sales tax and will be offered 1/10, net 30 terms.
Use Astor’s Customer ID assignment scheme to create Graphic’s ID value.
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UNDERSTANDING SERVICE AND ACTIVITY ITEMS

Service and activity items differ from the traditional inventory items used by a merchandising
business. Unlike goods sold by a merchandiser, services are not purchased in advance of sale.
Thus, service based businesses do not hold inventory. (Note: Astor's inventory balance is
zero.)

PTCA'’s service and activity items do not track quantities on hand or purchase costs; instead,
these items store the sales price of a service. However, since there is no purchase cost to
track, there is also no cost of goods sold to post when selling the service. (Recall that John
Chester’s invoice traced in a previous exercise recorded only sales revenue.) Since there is no
cost of goods sold posting at the time of sale, Astor must post these costs through another
activity, namely employee and vendor activities.

It is important to understand the posting of cost of goods sold; otherwise you might prepare
financial statements that do not match expenses with revenues. The next table explains the
inventory and service items used in this text. After reviewing, you will better understand when to
select a particular item class and when the class will interact with inventory and cost of goods
sold.

Item
Class Purpose
Stock Used to identify goods purchased and held for resale. Tracks quantities and

purchase costs. Cost of goods sold posts at the time of invoicing. The cost
of goods expensed depends on the costing method used. These methods
include LIFO, FIFO, and average cost.

Master Stock Used to create an item with general attributes for creating substock items

and Substock with the same attributes. For instance, when selling a men’s shirt in different
colors, you create a Men’s Shirt master stock item storing general attributes.
Thereafter, you create substock items such as Men’s Shirt, Blue and Men’s
Shirt, Red from the master stock item. Master stock items do not track
quantities or purchase costs; instead substock items track the quantities and
purchase costs. The costs of goods sold for substock items post at the time
of invoicing.

Assembly Used to combine several stock items into a kit such as a bicycle repair kit
comprised of tires, spokes, and a hub. Quantities and costs are tracked by
individual stock item. The cost of goods sold posted at the time of sale will
be the purchase costs for all items in the kit.

Description Used to add comments to invoices and quotes.
Only
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Service Used for services provided by employees not paid by time tickets or for
services provided by outside vendors. When provided by an outside vendor,
cost of goods sold posts when recording a vendor invoice. When provided
by an employee, the item will store a standard cost so that cost of goods sold
posts at the time of invoicing by using the standard cost. The standard cost
entry is merely a transfer of salaries and wages expense to cost of goods

sold.

Used for services provided by employees paid with time tickets. Time tickets
must be entered through employee activities before invoicing the customer.
When entering employee time, you choose whether to invoice by the activity
rate or by the employee billing rate. Cost of goods sold posts when paying
employees.

Activity

Used for miscellaneous charges such as delivery and photocopying fees.
Cost of goods sold posts when reimbursing employees for the expense.

Charge

Select Lists>>Inventory &
Pay

Now look at the service and activity items used by Astor.
Services>>Inventory & Services on the main menu to view Astor's Inventory List.
particular attention to the Item Class column.

SE)

= Inventory List
File Edit Window Help

g F’ o O & By &
’EQ Mew  Open Eﬁg Settings Be'?resh SendTo gip

in |Item 1D =l

Search for: |E'Jte.r595.rd: Text Clear Search |

Inventory List

Item ID - Description Item Class Standard Last Unit Cost
Tasks ‘BW COPY BEW Plan Copy |Service i
View all purchases CLR COPY Color Plan Copy Service $45.00 $25.00
View inventory adjustments DELIVERY CHARGES Delivery Charges Charge item $30.00
View assemblies DESIGN - COMM Plan and Design - Comm Activity item £350.00
View item prices DESIGN - RES Plan and Design - Res Activity item £175.00
INSTL HARD - COMM Install Hardscape - Comm Activity item $60.00
Reports INSTL HARD - RES Install Hardscape - Res Activity item £55.00
Bill of Materials INSTL LAND - COMM Install Landscape - Comm Activity item £50.00
Tnventory Profitability INSTL LAND - RES Install Landscape - Res Activity item £45.00
Purchace Order INSTL SPRINK - COMM Install Sprinkler System - Com Service £1575.00 50.00
T INSTL SPRINK - RES Install Sprinkler System - Res Service £600.00 £0.00
PRESS CLNG - COMM Pressure Cleaning - Comm Activity item 530.00
Tickets by Item ID PRESS CLNG - RES Pressure Cleaning - Res Activity item §25.00
SEAS DECOR - COMM Seasonal Decoration - Comm Charge item 5450.00
SEAS DECOR - RES Seasonal Decoration - Res Charge item £175.00
SEAS MNTNCE - COMM Seasonal Maintenance - Comm Activity item §50.00
SEAS MNTNCE - RES Seasonal Maintenance - Res Activity item £40.00
TREE REMVL Tree Removal Service 5120.00 50.00
L.L‘.E Inventory & Services | WELY MNTNCE - COMM ‘Weekly Maintenance - Comm Activity item £35.00
WKLY MNTNCE - RES Weekly Maintenance - Res Activity item £25.00
Inventory Items Listed: 20
Show inactive records

We will now review a few of these items. (Note: When new items are created, the inventory

defaults in Appendix D are assigned to the item. These values can then be customized)
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Activity Items

Lookup Activity ltem SEAS MNTNCE — RES. These are the basic items used by a service
based business.

While reviewing this item, refer back to the Creating a Sales Invoice from a Quote topic where
John Chester was invoiced for two of these items. Also refer to the Behind the Keys of a Posted
Sales Invoice topic where you traced the entries made after posting John’s invoice.

This item has three active tabs: General, Custom Fields, and History. You will focus on the
General Tab because these fields control item pricing, costing, and posting.

-

& Maintain Inventory Items g@ﬁ

File Edit Window Help
5 [ = g o1 f/’iﬁ"‘h If}’ H@E-‘;v -
EEQ Lizt Sawve  Delete Changeld ey _Dﬁ eportz gip
Item D: [SEAS MNTNCE - RES 2] [«][=2]  ttem Class: | =l

Descrighion:  |Seasonal Maintenance - Res [~ Inactive

| Subject to Commizssion

General ] Cusztom Fields I Hiztory I T ]
Degcription: Seazonal Maintenance for Residential customers
Billing Rate #1: [40.00 [*] GL Income Aoct [#0000-07 Sales - Maintenance
[tem Type: | j
Location; | j
Stocking U/M: | ﬂ

Description for Sales describes the item on customer sales transctions.
Billing Rate #1 is the basic rate charged for this service.

GL Income Acct is the general ledger account used to post sales of this service. This account
explains why John’s invoice posted to the account listed on the Sales Journal. (Note: When
creating a new item, these accounts default from the inventory defaults explained in Appendix
D. You should always check the defaults and override when necessary.)

You do not find posting accounts for inventory or cost of goods sold, nor are there fields for
tracking item quantities. The absence of these accounts and fields confirms that service items
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are not like inventory items. This absence also explains why John’s invoice did not post cost of
goods sold. Instead, labor costs for this service will post when you pay employees in Chapter 6.

We now explain tiered pricing. Click ]Il on Billing Rate #1 to open the price list for this
activity.

Multiple Price Levels
@ O ia
....... gk Cancel Help
[tern [D: INSTL HARD - CORMBM g Calculation |EI:|it
Desu:ri.pticun: Install Hardzcape - Comnn Standard £0.00 | Mo Caleulation .
E:;”é'i :” Handt Egg 10% Discount 54.00 | Standard * 0.90 b
20% Digcount 42.00 | Standard * 0.80 ’
Price Lewel 4 0.00 | Dizabled 4
Frice Level 5 0.00 | Dizabled k
Frice Level B 0.00 | Dizabled k
Frice Level 7 000 Dizabled .
Frice Level 8 000 Dizabled .
Price Level 3 000 Dizabled .
Price Level 10 000 Dizabled .

Astor uses a three-tiered pricing structure, meaning it can charge three different rates for the
same service. The second tier reduces the standard rate by 10 percent and the third tier
reduces it by 20 percent. This is sometimes called preferred pricing. Companies use this
feature when offering lower sales prices to preferred customers or to customers buying large
quantities of an item. Chapter 8 will show you how to adjust item prices.

Click Cancel to exit the window.
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Service Items

Highlight and double click INSTL SPRINK — COMM.

-

& Maintain Inventory Items g@
File Edit Window Help
~ [T PBE1 & = <& ﬁr’ F@
EEQ Ligt Save  Delete ChangelD ey _l:'nl‘; epartz %v
ltem ID: [INSTL SPRINK - COMM 2] (€] [=2]  ttem Class: [service |
Description: |Install Sprinkler Spstem - Coml [~ Inachive

[ Subject ta Commizsian

General ] Custom Fields I Hiztary I T ]
D escription: Installation af sprinkler zystem for commercial customer.
forSales -
Standard: [1.575.00 [+] Gl Sales Acct |40000-04 Sales - Hardscape
GL Salary / wWages Acct |57000-00 E Direct Labor
Last Unit Cost: GL Cost of Sales Acct; |57300-04 Subcontractors -
[tem Type: | j
Lacation; | ﬂ _
. Prefered Vendar [0 (DANIO0 |
Stocking U/M: | j

Service items are services purchased from vendors or charge backs to the customer for
employee expenses. The item above is for services purchased from a vendor.

Description for Sales on this item contains a lookup for changing the description appearing on
vendor purchase orders.

Standard is the rate charged to customers receiving this service.

GL Sales Acct is the account for posting sales of this item.

GL Salary / Wages Acct is used when the item charges customers for employee expenses.
GL Cost of Sales Acct is the posting account for vendor bills.

Last Unit Cost is where the standard cost is entered when the service involves employee
expenses.

Preferred Vendor ID links to a vendor account that usually provides this service.
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Highlight BW Copy and double click to open.

& Maintain Inventory ltems E]@
File Edit Window Help
3y O B 8 e G § . &,
EEQ List Save  Delete  Changeld = _lﬁ eportz Help
Item ID: (B COF] | o IEI [tem Clazs: |Sewice ﬂ
Descrption:  |B&W Plan Copy [~ Inactive

| Subject to Commizsion

General ] Cusztom Fields l Histary l I ]
Description: Black and white copy of Scale Plan
for Sales -
Standard: |35_|:||:| u GL Sales Acch [40000-08 Sales - Miscellaneous
GL Salary / Wages Acct: [60000-00 Salaries Expenze
Last Unit Cost: [25. 00 GL Cast of Sales Acct [57000-00 [&] Direct Labor
[tern Type: | ﬂ
Location: | ﬂ
Preferred Wendor [D: oy
Stocking UJM: | ﬂ = |

This is a service item that charges back employee expense to the customer.

Last Unit Cost shows the standard cost of $25.00. Therefore, at the time of sale, $25.00 will
transfer from the GL Salary / Wages Acct of 60000-00to the GL Cost of Sales Acct of 57000-00.
Actual costs will still post when paying the employee.

Look at the following report to understand the transfer of costs at the time of sale. (Note: This
journal is found under Inventory reports.)
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3 Cost of Goods Seld Journal M=
File Edit Window Help
1+ LEH 2 = | = = L v w E -
Cloze Sa've DDDS Hide é‘flﬁ Sgp Eﬁil Prﬁg.ﬁ—;,lw Design  Find Eucel D@F gﬁp
Practice Astor Landscaping

Cost of Goods Sold Journal

~
For the Period From Jan 1, 2007 to Dec 31, 2007 |
Fitter Criteria includes: Report order iz by Date. Report iz printed in Detail Format and with Truncated Long Descriptions.
Date GL AcctID Reference Qty Line Description Debit Amount  Credit Amount
1422107 G0000-00 965 1.00 Black and white copy of 25.00 |
57000-00 1.00 Black and white copy of 25.00
Total 25.00 25.00
[l
:( 1l )
Charge Items
Lookup DELIVERY CHARGES.
& Maintain Inventory ltems g@
File Edit Window Help
v 0 = 3§ = e B @
Cloze List Save  Delete  ChangelD ety _.;‘.t'.; e|:u:urt.$|r Help v
Item ID: [DELIWERY CHARGES =% Item Class: | =l
Description:  |Delivery Charges] e
I Subject to Commizzion
General ] Cuztom Figlds I Histary l I ]
D ezcription: Delivery Charges
Standard: [30.00 [*] GL Income Acct: [40000-03 Sales - Miscellaneous

[temn Tppe: |

Location; |

Stacking L /M: |

Charge items contain only the Standard price and GL Income Acct fields. Cost of goods sold is

recognized when reimbursing employees.

Close all open windows. We will next focus on the elements of job costing.
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UNDERSTANDING CUSTOMER JOBS

To take advantage of job costing, Astor assigns sales quotes, sales invoices, vendor bills, and
employee hours to jobs. Recall in a previous exercise you assigned John’s quote to a job.

Click Jobs and select View and Edit Jobs to open the Job List.

& Job List

SEx

File Edit Window Help
o 3 = = = iﬁ &
’EE;? \_ﬁew '_Epe'n Eﬁﬁ Settings Be?r’:esh Send To gipv

Search for: ].57:&-’5:’5.@: Text in ]Job D _j I I Clear Search I

4

Job List

Job ID + Description | For customer | Start Date | End Date
Tasks . 7Y S N S
Wiew all job phases CHESLAWN Seasonal Lawn Maintenance CHES001 3f27j2007
View alljob cost codes CRAWLAND Crawford Landscaping CRAWOO1 1/3/2007 2{10/2007
Wiew all customers DEHMAINT DEH Weekly Maintainance DBHENDL 11/6/2006
FAIRLAND FairbanksLandscaping FAIRDO1 1/s5/2007 1/25/2007
Reports GIBSDECK Gibson Deck Design, Install GIBS001 1/10/2007 1/23f2007
Job Ledger HUTCLAND Hutcheon Yard Landscaping HUTCO01 1/5/2007 3/122007
Job Profitabilty JENKMAINT Jenke Seasonal Maintenance JENKODD1 1/8/2007 1/15/2007
Unbilled Job Bepense OHARLAND O'Hara Homes LandscapeCaontract OHAROO1 1f1/2007 5/30/2007
PECKLAND Peck Landscaping PECK001 2/10/2007 2/28f2007
PLEASLAND Landscaping and Cleaning PLEADD1L 1/4/2007 2/28/2007
REYNMAIN Reynolds CtWkly Maintenance REYNOD1 1/8/2007
SALLDECK Sallens Decking Installation SALLDO1 1f8/2007 2(7/2007
SILVLAND Silver Landscaping SILVODL 2f20/2007 5{3/2007
SUGAMAINT sugar Hill Maintenance SUGADDL 2/20/2006
SUGARLAND Redesign SugarHill Gardens SUGADDL 3/28/2007
SYCALAND Sycamore Homes Landscaping SYCADD1 3f15/2007 3/30/2007
WHITDESIGN White Landscape Design WHITD01 2f22{2007
YANGMAIN ‘Yango Seasonal Maintenence YANGO01 1/15/2007 1/30/2007
ZARALAND Zara Apt. Landscaping ZARADDL 3/10/2007 3/12f2007
& Customers & Sales |
Total Jobs Listed: 20
Show inactive records

Percent Complete

0.00
100.00
0.00
100.00
100.00
100.00
100.00
41.00
100.00
100.00
22.00
100.00
0.00
0.00
0.00
100.00
0.00
100.00
100.00

The list shows some jobs have been completed. Click the Percent Complete column heading
twice so that completed jobs will sort to the top. Although you have experience creating jobs

from an earlier exercise, we want to spend a little more time explaining jobs.
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Double click OHARLAND.

-

3 Maintain Jobs Mm=<|

File Edit Window Help

5 £ B g sl 4”1‘- S
Cloze List Save  Delete  ChangelD e ‘P' epu:urts Help
Job 1D: [GHARLAND 2] [«] [=]
Dezcription: |0'Hara Homes LandscapeContract |_ Inactive
[ Gened ] CustomFelds | EstmatedEmp/Rev

Supervizar; |Seth Ruland |

Start Date: |[Jan 1. 2007 @

For Customer. [JHARDD! 2] End Date: [May 30. 2007 =]
Job Address: Job Twpe: |LMDSCAPE -
] ) FO Number: | |
Citw, 5T Zip: |
Courtry: Percent Complete: [41.00

Beqinning Balances: EI

The General tab shows that this job began January 1 and is scheduled to end on May 30.

In

addition, this job is 41 percent complete. Notice that Use Phases is marked indicating Astor will

track the job’s revenue and costs by phases.
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Click Estimated Exp./Rev. to review the job’s revenue and costs projections.

-

5 Maintain Jobs M=)}
File Edit Window Help
5 [ B 9§ s 4»’39“*- rfr’ F@v o
’EEQ Lizt Sawve  Delete ChangelD e _u:‘-E eports %
Job ID: [JHARLAND | 3
Description: (0'Hara Homes LandscapeContract [ Inactive
General I Customn Fields I_Est;n]at;ggii-_gp}ﬁe;_:]
Phaze |D Coszt Code D # of Units Expenzes Revenues
Dezign Dresign Laboar 1.200.00 2.4500.00
Inztallation Hardzcape Labor 1.600.00 28,300,000 E5,000.00
Inztallation Hardzcape ktrlz 28.000.00 A0,000.00
Inztallation Landscape Labor 200.00 12.000.00 17.400.00
Inztallation Landzcape ktrlz 16.000.00 24, 640.00
Totals: 86,000.00 15354000

Astor has determined that this job is comprised of two phases, Design and Installation.
Furthermore, the installation phase will involve several cost codes.

To understand Astor’s job phases, select Maintain>>Job Costs>>Phases from the main menu
and lookup Design.

rﬂ" Maintain Phases g@ﬁ

File Edit Window Help

y O 8 o v
’EEQ Lizt Save  Delete ChangelD e gﬁp

Fhaze |0 (Design |D\ IEI EI —

Dezcription; |Landscape Desigr| [ Inactive

General I

| [
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The Design phase is for planning landscapes and this phase involves labor cost. Astor could
create another design phase for labor costs on planning patios and decks.

Close the phase window and lookup Astor’s cost codes.

Select Maintain>>Jobs Costs>>Cost Codes and lookup Design Labor.

r“f Maintain Cost Codes g@w

File Edit Window Help

5 [ L= %ﬁ -
Cloze Lizt Save  Delete  ChangelD e Help

Cost 1D |Design Labor | o EI EI

Cescription: |Design Labar Costs [ Inactive
General l
Cost Type: ||_a|:||:|r ﬂ

These are cost categories that are independent of job phases. The next diagram depicts
Astor’s use of cost codes when assigning costs to job phases.

[Cost Codes \

%g;s Design Labor
Installation Hardscape Eqpmt

Hardscape Labor
Hardscape Mtrls
Install Subcon
Landscape Egpmt
Landscape Labor
Landscape Mtrls

kOther Costs /

Refer back to O’Harland’s landscape job. This job tracks costs by phases because it is a large
job and Astor wants to breakdown job costs to better analyze job performance. The job lists
Astor’s revenue and expense projections by phase and cost codes. These estimates will then
be compared to actual costs by running job reports. You will better understand tracking costs to
analyze job performance after completing the topics that follow.

Maintenance

Close all open windows. We will now discuss invoicing jobs.
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INVOICING JOBS

You created John Chester’s invoice in an earlier topic by transferring his quote. Furthermore,

you created this invoice before recording Astor’s costs to perform the service. However, when
customers will be invoiced for the time and materials used to complete a job, you will create the

invoice by transferring job costs.

The drawback to invoicing job costs is that you cannot create the invoice until you after

recording the materials and labor costs. So it is important to timely record these costs to invoice
as early as possible. The earlier you invoice the sooner the company collects the cash.

Let’s now create an invoice by transferring job costs. On March 31, 2007, Astor invoices Silver

Homes for job costs incurred to date. Follow these steps to create the invoice.

L]

—=—

Steps to Invoicing Job

Costs

Open a new sales invoice and select “SILV001” as the Customer ID. In the
Sales/Invoicing window, change the date to “3/31/2007” and then click Apply

Tickets/Expenses.
& Sales/Invoicing E]@
File Edit Window Help
v I oo @ 8 E. 4 8, &b 62 @
Close  Hew  List _\éﬁ‘é v E’?int T Emal Delste Fl‘%?}_,u Fow _oﬁ Jothal  Event Templalev _e'portg Helpv
Customer ID: [SILV001 =N Invoice
Bill To: Silver Homes Ship To: Shipto 1 v Date: | Mar 31, 2007 ;u
1800 Clarkes Bridge Road = —— = 2 -
Buford, GA 30519 Copy = | Invoice MNo.: | |
1500 Clarkes Bridge Road [ brog ship
Buford [Ga 30513
Customer PO Ship Via Ship Date Terms Sales Rep AJR Account
Nore ¥] =] [2] [ T |
| Apply to sales: 0.00 ]
Quantity Item Description GL Account Unit Price  Tax Amount Job
| [ 40000-00 n.00] 1 |
—— | | |
1
Appli'ﬁcketstxpenses Sales Tax: 0.00 |GAG\“‘IIN Q
Ereight: 0.00
of Mar 31, 2007 Other Applied Credits 0.00 0.00 Invoice Total
Balance: 12,516.01
Credit Limit:  18,000.00 Amount Paid at Sale 0.00 0.00 Net Due
Credit Status: Motify Over Limit
Order Peachtree compatible Checks and Forms.
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2. The window that opens is used to select the costs to invoice.

e 1
Apply Tickets/Reimbursable Expenses
e x 8 By @ B2 O S
Cancel 0K witelp “wrtelp  Use MHaBll Uze MaBill  Detal  Help
Cusgtomer 10: SILvao Cusgtorner M armne: Silver Homes
:r_-_-_-_-_-_-_l-_i-l_l;_t-e_-_'l-'_i-p-_I:-._n-a_l-_::-_-_-_-_-_-_-Ei Expenze Ticketz I Reimburzable Expenzes l
Sort Ligt By |Ju:ub£.-’-'~c:tivit_l,l [tem j
Consolidate By: |.£‘-.u:tivity [tern ﬂ
Ticket Activity Billing Ticket |nwaize Ma
Drate [tem Hourz | Rate Amount Amount Usze| Bill
Mar 30 2007 | INSTL HARD - B00| BOOD 480,00 4g000 (| ~
Mar29,2007 | INSTLHARD-{ 800| 60.00 480.00 | 480,00 | 3|
Mar 28,2007 | INSTLHARD-{ 800| 60.00 480.00 | 480,00 | 3|

Tatal Time Tickets Selected:
Taotal Time Ticketz Mot Selected:
Total Time Tickets Available:

We now explain the types of costs on these tabs.

Time Tickets

Employee hours assigned to the job. In Chapter 6 you will learn to assign
employee time to jobs.

Expense Tickets
Reimbursable expenses assigned to the job.

Reimbursable Expenses
Vendor bills assigned to the job. In Chapter 5 you will learn to assign vendor

bills to jobs. In addition, this tab contains employee expenses assigned to the
job.
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3. On the Time Tickets tab, scroll down to view employee hours and notice there
are hours for March 27 through March 30. Although you can select tickets
T ray 4™

individually, click Use Use” | to select a range of tickets. (Note: The Use

icon without the hand clears selections.)

Complete the window using this illustration and then click OK.

Select Tickets to Use
Customer [D: SILY001
Mame: Sikver Homes

Cancel |
Specify the zelection criteria.

Hel

P Al

" Jaob |
" Item |

{* Date Range From: |mar 27, 2007

&l P

Too |bar 31, 2007
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4.

Notice that tickets dated March 27 through March 31 are now marked by a red
check. Now focus on the Sort List By and Consolidate By fields (see
below).

Apply Tickets/Reimbursable Expenses
g ¥ 8 EBEY B B2 O %
T il

Cancel Ok whitelp “Writelp i Use ™ § MoBil Uze

Cuztomer 1D: SILWO0T Cuztomer M ame: Silver Home
Time Tickets ] Expenze Tickets ]/E/eimbursable Expenses l
Sort List By: [.Job/Activity ltem |
Chnzolidate By: |.éu:tivity [term j
AN
Ticket Activity Billing ﬁb& |rvnice Mo
Date [k Hourz Rate Armount Arnount L Lee Bl
Mar 30, 2007 | INSTL HARD - 200 B0.00 480,00 420.00 |GA I:Ii‘
Mar 29,2007 | INSTLHARD-{ @00 6000 480.00 | 480.00 | &3
Mar 28,2007 | INSTLH&RD-{ €00 60.00 480.00 | 480.00 | A|
Taotal Time Tickets Selected:
Tatal Time Tickets Mot Selected:
Tatal Time Tickets Available:

The sort field rearranges time ticket order, for instance you can sort tickets by
date of by activity item.

Consolidate By determines how data will transfer to the invoice. This field
is important. \When working in this text, you will always transfer time tickets
by Activity Item so that invoice lines will be grouped by activity item.
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Click Reimbursable Expenses. This tab also contains a sort and
consolidation option that function independently from the previous tab. When
transferring these expenses, you will use No Consolidation so that line items
for material and subcontract labor appear by vendor charge.

-

Apply Tickets/Reimbursable Expenses
1% 8 B B OB D “ﬁ
B:%] 0 Detal  Help

&
Cancel 0K ‘whitellp ‘witellp  Use™  Delete Uz Delste

Cusgtomer 10 SiLvao Cugtomer M arne: Si omes
Time Tickets T Expenze Ticketz I ;_!;_{[;I_E!;;l_;_éi:_li_t-!_-_lé_il-:!;?-r_l-_s-é_s-_-iI \
ort Ligt By |Date j
Consdldate By: |N|:| Canzolidation ﬂ
Iterm Dezcription [rate Cost [ trrreise-dent—| e EET |
2 ton bag Cement Mar 16, 2007 187.35 187,35 ||
| Ful Pallets Cobblestore | Mar16,2007] 100000  1.000.00 3|3
| 1.5 Ton palet Bluestone F| Mar16,2007] 375000 275000 3|3

Tatal Reimburzable Expenzes Selected:
Total Reimburzable Espenzes Mot Selected:

Total Reimburzable E spenzes Available:
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6. Click Use to select all reimbursable expenses.

Now click :."0mmmk (Note: The Write Up button containing a red X will cancel
write up entries.)

In this window, Astor marks up vendor bills before invoicing them. Complete
the window as shown and click OK.

-,

Select Reimbursables to Write Up/Down

0k Customer [D: SILW001
Mame: Silver Homes

Cancel . . —
Specify the selection criteria.

£ al

lifs

Help

" Jab |
£ Item |

{* Date Fange From: |Mar 16, 2007

E & O

To: |Mar 16, 2007

" white lines up/down by amount

* wiite lines upddown by percent

54.0 %
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Select the Expense Tickets tab and mark the March 28 delivery charges for
invoicing. Remember these are reimbursable expenses. Select Use Item
Description for Invoicing so that the description for this item is what appears
on the invoice.

Total Expenze Ticket: Selected:

Total Expenze Tickets Mot Selected:

Total Expenze Tickets Available:

b= oy
Apply Tickets/Reimbursable Expenses
o e & By B B DO %.Lg\
Cancel 0K witellp ‘witelp  Use MHaBll Uze MaBill  Detal  Help
Customer 1D SILVO0T Customer M ame: Silver Homes
Time Tickets T Expenze Tickets ] Reimburzable Expenzes l
(" Use Ticket Description for [nvaicing Sort Lizt By: |Date j
{* |se Item Descrption For lnvoicing Conzolidate By: |N|:| Conzolidation ﬂ
Ticket Charge it Ticket [nvoice Ma
[rate [bem [uantity | Price Amount Amount Uze| Bill
Mar 28, 2007 | DELWVERY CHA  1.00( 3000 3000 3000 LA T
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8. Click OK to transfer the selected costs to the invoice. Here is the completed

Invoice.
& Sales/Invoicing (==
File Edit Window Help
S . @ B =. 4 & = 0
Close  Mew Lt §\a¢é v E’Tiﬁv “mail  Delets H‘%r Fiow _oﬁ J%al went Templatev eportg %v

Customer ID: | SILV0O01

B

Invoice [€][2]

Customer Account as of Mar 31, 2007

Other Applied Credits
Balance: 12,516.01

Bill To: Siver Homes Ship To: [ ship to 1 | v Date: | Mar 31, 2007 ;u
1800 Clarkes Bridge Road
Buford, GA 30512 Copy = | Inveice No.: [ 1022 |
1800 Clarkes Bridge Road [ brog ship
UNPAID Buford [Ga 30513
Customer PO Ship Via Ship Date Terms Sales Rep AJR Account
[ o= 9] B ] s [
| Apply to sales: 9,553.52 ]
Quantity Item Description GL Account Unit Price  Tax Amount /_ln]k
32.00 | INSTL HARD - COMM | Install Hardscape - Comm | 40000-04 50.00] 1 1,920.00 u ﬂ
| 2 ton bag Cement | 40000-00 0.00] 1 288.52 | SILVLAND,Installz
| Full Pallets Cobblestone | 40000-00 0.00] 1 1,540.00 | SILVLAND, Installe
=
Sales Tax: s25.44 [Gagwin_ [4]
Appli'ﬁd(etstxpenses X
Freight: 0.00

0.00

10,073.96 Invoice Total

Credit Limit: ~ 13,000.00

Amount Paid at Sale
Credit Status: Motify Qver Limit

0.00

10,078.96 MNetDue

Improve your sales and customer service efforts with ACT!,

Employee time transferred by activity item whereas vendor charges are listed
individually. (Scroll down to view additional line items). Furthermore, vendor

charges are marked up 50 percent

Since employee time was consolidated when transferred, this line item is not
assigned to a job. Place your cursor in the Job field, select SILVLAND, and
then open the Installation folder to select Hardscape Labor (see below).

| Apply to sales: 9,553.52 |
Quantity Item Description GLAccount  UnitPrice Tax  Amount Job
32,00 | INSTL HARD - COMM | Install Hardscape - Comm [40000-08 | 60.00] 1] 1,320] SILYLAND Installa] |~
(CIREYNMAIN RAeynolds Ct'wikly Maintenance ~
J]SALLDECK Sallens Decking Installation
2 ton bag Cement
| el ESILVLAND Silver Landscaping
[[ADesign Landscape Design
| Full Pallets Cobblestone [ Hinstallation Instaliation of Design
[C]Design Labor D esign Laber Costs =
£l
[C]Hardscape Eqpmt Hardscape Equipment Rertal
Apply Tickets,
[E] ooy Tickets Expenses [C]Herdscape Labor Hardscape Labor Costs
B . r
Customer Account s of Mar 31, 2007 o ﬂ?&i‘;gﬁgg{’l‘m—mﬁ—[ﬁmﬁm"s Hardscape Matersl Costs -
Balance: 12,516.01 —_—
CreditLimit:  13,000.00 B Amount Paid at Sale 0.00 10,078.95 Net Due

This illustrates assigning cost codes to a job phase. Here the phase is

Installation and the cost code is Hardscape Labor.
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When you make a mistake selecting billable costs, click Apply Tickets/
Expenses to add costs or close the transaction without saving to start over.

A word of caution: After saving this invoice, you cannot transfer these
costs again, even if you delete the invoice. So make sure selections are
correct before moving to the next step.

9. Print the invoice so that PTCA will assign Invoice Number 1022.

10. Close the invoice window.

Let’s spend a few minutes discussing the importance of invoice dates. PTCA posts entries to
the general ledger on the invoice date. It is important to use correct dates so that transactions
will post in the proper accounting period; otherwise, financial statements will be misstated.

Invoice dates also affect due dates and due dates affect the number of days an invoice is
outstanding which affects early payment discounts and late fees that may be assessed.
Always pay careful attention when entering transaction dates.

é YOU TRY - INVOICE A CUSTOMER JOB

On March 27, 200, Astor invoices DBH Enterprises for hours worked on March 26, 2007.

Prepare and print DBH’s invoice.




Chapter 4: Customer Activities for a Service Based Business 161

JOoB REPORTING

After reading this topic, you will have a better understanding of Astor’s cost codes and phases.
Follow these instructions to prepare a job report.

A=\ Steps for Using Job Reports

1. Select Reports>>Jobs on the main menu. As shown, PTCA provides several

job reports.

" Select a Report

BEX

File Edit Window Help

’ [F=F] i =
Close™  Group : Eint

S - > E
Letters  Preview SendTo Design  Shles  Copy  Help

Report Area:

Repart Lisk:

Report Description:

'g Accounts Receivable

ﬁ Accounts Papable
@ Faproll
g General Ledger

2 Financial Statements

[*l Inwentary

' Job Reports

é Account Reconciliation
f%. Time/Expenze Reparts

EEEP Cornpany Reports

Wiike Letters

=| HReport Groups

Cost Code List

E ztimated Job Expenzes
E stimated Job Revenue
Job Costs by Type

Job E stimates

Job Ledger

Jab List

Job Master File List

Job Profitability R epart
Job Register

Phase List

Urbilled Job Expenze

Online payroll processing and tax filing availablel

The Cost Code List repart lists all job
cozt codes entered in this company.
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2. Double click Job Costs by Type and then use the Options to filter the report

for customer HUTCO001.
& Job Costs by Type =Jo&
File Edit Window Help
Y BE B o B @ | = oyl Op B .
‘Eﬁg Save Dnﬁuﬁs Hid Einl Sefup  E-mail Pi_ﬁéw Design  Find  Excel %
Practice Astor Landscaping [
Job Costs by Type
As of Mar 31, 2007
Fitter Criteria includes: 1) Customer ID=: HUTCOO01. Report order iz by ID.
Job 1D Cost Type Est. Exp.Units  Act. Exp. Units  Diff. Exp. Units  Est.Expenses Act Expenses Diff. Expenses
HUTCLAND Labor 120.00 120.00 1,710.00 2,639.26 929.26
Materials 2599.00 2599.00 1,775.00 1,907.03 132.03
Equipment
Subcontractors 6.00 6.00 4194 4194
Other
HUTCLAND Total 120.00 2,725.00 2,605.00 3.485.00 4,588.23 1,103.23
Report Total 120.00 2,725.00 2,605.00 3,485.00 4,588.23 1,103.23
>
< 3]

This report analyzes job performance by cost code, comparing job cost
estimates with actual costs posted through March 31. As shown, Astor’s
actual costs exceed the original cost estimates.

Click Options to add revenue estimates and revenue actuals to this report.
Select the Fields tab and scroll down to make these selections.

Job Costs by Type
[ Filter |  Fies | Fants ||
Field 5 ettings:
Show | Title Field Column Break | Col # | ok, |
IE" A | GA E Ditference Expenzes A = el
Show &l [ | G& ||7 Job Description LA
] O | G& || For Customer 1D LA m
ShowMone | G& || Activedinactive LA Help
O | GA ||~ PONumber—— |  CA
g/ﬂ’ |~ Percent Complete LA
— LA | GA |[E Estimated Revenus LA g
Move Up =
GA | G |[E Actual Revenue G 10
Mave Doun N | & |[E Difference Reverue LA
- - |E‘Wd Difference | CF— B
Each column can show only one field style.
|- Thiz figld style will show a zingle line for each tranzaction.
E Thig field style will show more than one line for each tranzaction.
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3. Click OK to redisplay the report. You see that Astor has also underestimated
its original revenue. Therefore, the underestimate in expenses may be
accounted for by an increase in actual revenues. In other words, perhaps
Astor has performed additional work not calculated in the initial estimate.

'” Job Costs by Type B@

File Edit Window Help

Wy = KB 1 o B A "

E|E§ 'S_a'vs ant?n's %e_ E‘nﬁ S%p 5;2" p,‘fﬁw Eé;n % E%l % gp
Practice Astor Landscaping el
Job Costs by Type
As of Mar 31, 2007

Fitter Criteria includes: 1) Customer IDs: HUTCO01. Report order is by ID.

JobID Cost Type Est.Exp. Units  Act Exp. Units  Diff. Exp.Units  Est.Expenses Act Expenses Diff.Expenses Est.Reve Act.Reve Diff.Reve
HUTCLAND Labor 120000 120,00 1,710.00 2639.26 92026 490000 591500 1,015.00
Waterials 2,599.00 2,599.00 1,775.00 1,907.03 13203 550000 571450 214.50
Equipment
Subcontractors 6.00 6.00 41.94 4194
Other
HUTCLAND Total 120.00 2,725.00 2,605.00 3.485.00 4,588.23 1,103.23 10400.00 11,629.50 1,229.50
Report Total 120.00 2,725.00 2,605.00 3,485.00 4,588.23 1,103.23 10400.00 11,629.50 1,229.50
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5. Close the report and run the Unbilled Job Expense report. Change the Time
Frame to All.

Unbilled Job Expense
Filter 1 Figlds 1 Fonts [
Report Order: |Jg|;. In} j
Summarize by: |Detailed j ok

de Jobs with Zero Amounts Cancel
Time Framg |l | Yrom: [lan1, 2007 [E] Tor [Dec 31, 2008 & Apply

Filter Hang&'\ / Help
Pier_

ddl;

Type From To |
Job 1D Al i‘
Job Type Al
Fhaze ID All
Cost Code D Al
Activedlnactive Equal to All
For Customer 1D all -

Redisplay the report, which lists all vendor bills waiting to be invoiced. (Note:
Unbilled labor hours and reimbursable expenses are listed on the Unbilled
Time Tickets report found under the Time/Expense Reports category.)

This report should be monitored to ensure timely invoicing.

5 Unbilled Job Expense M=%
File Edit Window Help
5 = kE BE 2 B @ & vl O B OB
EEQ Save Options  Hide E\Hﬁ Setup -mail Prt_ﬁéw Desion  Find  Ewcel %v
Practice Astor Landscaping ]
Unbilled Job Expense E |
For the Period From Jan 1, 2007 to Dec 31, 2008
Fitter Criteria includes: Report order is by ID.
Job ID GL AcctlD PhaseID CostCodelD Jml TransRef TrxDate Trans Description Activity
For Customer
QOHARLAND 50000-06  Installation Landscape M PJ INV32532  477/07 Anderson Wholesale  900.00]
OHARDO Mursery - 5t
Augustine Sod
Installation PJ INV32532 4707 Anderson Wholesale  600.00
Nursery - Leyland
Cypress
Installation PJ INV32532 47107 Anderson Wholesale  900.00
Nursery - Azaleas
Installation PJ INV32532 47107 Anderson Wholesale  §00.00
Nursery - Daylillies
Installation PJ INV32532  4/7/07 Anderson Wholesale  1,875.0
Nursery - Boxwoods
4,875.0
OHARLAND 4,875.0
Total
WHITDESIGN  50000-06  Installation Landscape M PJ INV09351 415/07  Anderson Wholesale  870.00
WHIT001 Mursery - Philly Sod
Installation PJ INY09351 415107 Anderson Wholesale  397.50
MNursery - Verbena
Installation PJ INV09351 415107  Anderson Wholesale  412.50
Nursery - Tulips
50000-06  Maintenance Landscapel PJ INV09351 415/07  Anderson Wholesale  164.85
Nursery - Azaleas
i 18449 1
_( il .’.

6. Close the report and complete the following exercise.
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é YOU TRY — CREATE A JOB REPORT

Prepare a Job Profitability Report for HUTCO001. Filter the Time Frame for This Year and
summarize the data by Job, Phase. Also, add the Transaction Date, Estimated Revenues, and
Estimated Expenses columns. Print the report and explain how this report differs from the Job
Costs by Type report previously created.

CUSTOMER RECEIPTS

Company sales must be realized in cash before the company can pay employees and vendors
or invest in the business. This topic focuses on processing receipts of customer payments on

account.

On March 31, 2007, Robert Gibson remitted check number 1786 for $1,150.10 paying Invoice
965 in full. Follow these steps to record the payment.

]

=\ Steps to Process Customer Payments

1. Click the task icon Receive Money and select Receive Money from
Customer. Leave the Deposit Ticket ID empty and select Customer ID

“GIBS001”.
(o Receipts g@
File Edit Window Help
Ay =2 Er L= & 2. &-
Close AIEV_\I lm‘ g\a(é ‘ﬁlﬁ Y Emal Delete FI%'\/ ‘5&5\ J%al M E'p;ls %
Receipt [¢]
Deposit Ticket ID: I:l Reference: l:l Cash Account
_ Receint Number | | ||[10200-00 &
Customer ID |ﬂ ‘ S |(LI Date: Regular Checking Account

Mame: Receipt Amount: l:l

Payment Method: Cash Account Balance
[ s
[ Use credit card swipe | Process Credit Card

Apply to Invoices: 0.00 TApp\y to Revenues: 0,00 ] [ prepayment

Invoice Date Due Amount Due Descrintion Discount Amount Paid Pay

]

955 Feb21,200]  1,150.10| @— Unpaid
invoice

Discount Account: | 43000-00

Order Peachtree compatible Checks and Forms.

2. Tab to Reference and enter Robert’s check number, “1786”.
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3. Make sure the transaction date is “3/31/2007”.

4. Notice that Payment Method has defaulted to Check. If not, select this as the
payment method. PTCA also offers cash and credit card payment methods.

5. Click the Pay box for Invoice 965 and the Amount Paid fills in. You change
this amount when the customer is not paying an invoice in full.

6. Click Journal to view the entry that will post. Notice that the transaction will
credit 11000-00 Accounts Receivable and debit 10200-00 Regular Checking
Account. Click OK to close the window.

Accounting Behind the Screens

& &
Cancel 0K Help
Date:  bar 31, 2007
Feference #: 1786

[ Cash Receipts Journal l

Account Mo, Descrption Debit Credit
11000-00 Invoice: 965 1.150.10
10200-00 | Receipt smount | 115010 |

Totals:
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7. The completed entry appears below. Click Save and then Close.

& Recei pts

l=Jo/ed

File Edit Window Help

e oEE Vv 3 2
i B L I = E@ E oy 2 F!@ &
S hlﬂ ‘mail  Delste  Fow | Detl Jotmal e@gr:t’ eportz Help T

Close  Mew List Save

Receipt

Deposit Ticket ID: l:l Reference: | 1788

Cash Account

[10200-00

=Y

Receipt Number:
custoner 1 [ ] [e500t EY
Name: Receipt Amount: l:l

| | Payment Method:
| Use credit card swipe | Process Credit Card

Regular Checking Account

Cash Account Balance

£

Apply to Invoices: 1,150.10 T Apply to Revenues: 0.00 ] O
Invoice Date Due Amount Due Description Discount Amount Paid Pay|
965 Feb 21,2007 1,150.10 1,150. 10 [’

Discount Account: | 43000-00

Order Peachtree compatible Checks and Forms.
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CUSTOMER RECEIPT

BEHIND THE KEYS OF A POSTED

Now trace the audit trail for the cash receipt posted in the last topic. In the Accounts Receivable

report window open the Cash Receipts Journal and enter these Options.

o

Cash Receipts Journal

Filter ] Figlds I Fons ]
Report Order: | Cheekfra
g: |10200-00

Cash Account |

[ Twncate | ong e crphinn

Date[Fange | From: [Mar 31, 2007 Ta [Mar 31, 2007 (2D

Filter R ange:

Filter Type From To

Check Mumber o
Customer 1D (_[Equalte GIESO0T -

Customer Type All |
Pavment kethod All
Approval Status Equal to All

1]

Cancel
Apply

Help

Pl

Click OK to redisplay the report.
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5 Cash Receipts Journal g@
File Edit Window Help
Cloze  Save Option:  Hide E?|£ Setup  E-mail Pfet_ﬂéw Design  Find  Ewcel gip
Practice Astor Landscaping el
Cash Receipts Journal IE |
For the Period From Mar 31, 2007 to Mar 31, 2007
Filter Criteria includes: 1) Customer IDs: GIBS001. Report order is by Check Date. Report is printed in Detail Format.
Date Account ID Transaction Ref Line Description Debit Amnt  Credit Amnt
307 11000-00 1786 Invoice: 965 1,150.10 ]
10200-00 Robert Gibson 1,150.10
1,150.10 1,150.10
[l
A (2]

This report shows the general ledger accounts used when posting the receipt. Close the report
and then open the Customer Ledgers report. Enter these filter options.

Customer Ledgers
Filter ] Ficlds | Fonts ]
Repart Order: |Eustu:umer 15 j
[v [nchude Customers with no activity and a zera balance QF.
Cancel
Date: |Range j Fram: |mWar 31, 2007 Ta: Mar 31,2007 [E] Apply
Filter A ange: Help
Filter Type From To
Cugtomer | Equalto GIESO0T
Customer Type All

Click OK to redisplay.
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-

& Customer Ledgers E] @ 7

File Edit Window Help

BE BE B oz B @ | = ol Op B OB @

Cloze §a've Options  Hide Er.int SeT_up Preﬁ_;w _esig-n Find Eucel Help
Practice Astor Landscaping |

Customer Ledgers

For the Period From Mar 31, 2007 to Mar 31, 2007
Fitter Criteria includes: 1) ID=s: GIBS001. Report order iz by ID. Report is printed in Detail Format.

Customer ID Date Trans No Type Debit Amt Credit Amt Balance
Customer
GBS001 A31/07  Balance Fwd 115010 ]
Robert Gibson 307 1786 CR.J 1,150.10 0.00
Report Total 1,150.10 0.00
v
< 2

Note the CRJ audit trail reference. Close this report and complete tracing entries by opening
the General Ledger report. Locate your entries in accounts 10200-00 and 11000-00 (not
illustrated.)

CUSTOMER RECEIPTS WITH A DISCOUNT

In this topic, you will continue posting customer receipts but this time when the customer pays
within the discount period. Sycamore Homes also remitted payment on March 31. Complete
this exercise to record the transaction.

L]

&= Steps to Process Customer Payment within the Discount Period

1. Click Receive Money and select Receive Money from Customer. Select
“SYCAO001” as the customer, enter “3/31/07” as the Date, and “9832” as the
check Reference.
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2. Notice a discount appears on Invoice 1012. Select the Pay box for this invoice
and $20,291.72 fills in for the Amount Paid. The discount will post to the
account listed at the bottom (i.e., 49000-00). You can also click Journal to see

the entry that will post.

5 Receipts BEX
File Edit Window Help
- " = = o =
Dy my O F i @ E-3 e, =2 @
Claze Hew List E\'Fé Print © E-mal Delete Fow etail  Jatrmal EVEHT e'pnrt; Help v
Receipt [€] [2]
Deposit Ticket ID: l:l Reference: | 2832 A ORE
Receipt Number: | | | 10200-00 |[-A|
SYCADD1 @]
Customer ID | & ‘ ‘_‘\I Date: 200 = Regular Checking Account
L W- I-
Name: Receipt Amount: 1_
Payment Method: Cash Account Balance
[ ] L s
[ Use credit card swipe |Process Credit Card
Apply to Invoices: 20,291.72 TADpIy to Revenues: 0.00 ] O
Invoice Date Due Amount Dug Description Discount Amount Paid Pay|
1012 Apr 22, 2007|  20,681.95 39023 | 20,291.72 [

Discount Acoqunt: | 45000-00

Order Peachtree ¢ ! orms.

3. Click Save.

4. You will now record a miscellaneous cash receipt from Elkorn Apartments on
the same date. Select this customer’s account and notice that the Apply to
Revenues tab activates because the customer has no outstanding invoices.
Thus, this tab is used when entering customer receipts that will not be applied to

customer invoices.

5. Under Reference, type “MiscCash” and change the Payment Method to Cash.

6. Place your cursor in the Description field and type “Spot treatment for rose

disease”.
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7.

In GL Account, lookup and select 40000-08 and then in Amount enter

Payment Method:

Process Credit Card

™ Use credit card swipe

[ =]

$150.00. (Note: The customer actually paid $157.50, including tax.) The
completed entry appears here.
B Receipts BEx
File Edit Window Help
L Al o 5 =
o New T e AT Eﬁi\ Delete F%lvv J%m = F‘%ﬁ? Help ™
Receipt [€][2]
Deposit Ticket ID: I:I Reference: Cash Account
Receipt Number | [ 10200-00 [&]
el |ﬂ|ELKHDDl |ﬂ Date: Regular Checking Account
MName: Receipt Amount:

Cash Account Balance

[ s

Order Peachtree compatible Checks and Forms.

Sales Tax Code: | GACOBE

| Apoly to Revenues: 157.50 | O
Quantity Item Description GL Account Unit Price  Tax Amount Job
| Spot treatment for rose disease [ 4000008 0.00] 1 150.00 |
| | 4000000 0.00] 1 |
| | \ )/ ™
Sales Tax:

8. Click Save and Close.

You will now print the deposit ticket for the bank. Select Tasks>>Select for Deposit on the
main menu. In the next window, mark all receipts for deposit and enter Deposit Ticket ID 1414.

Select for Deposit
'] i o aTh
M B o wp. U & O &
C¥%= “New Upen Save Pt - Do Al Al FeEp
Deposit
Account ID: | 10200-00 |f_i| Regular Checking Account Deposit Ticket Date: [Mar 31, 2007
Deposit Ticket ID: | 1414
Date Received From Payment Method Check/Ref Na. Amount Deposit
Mar 31, 2007 | Robert Gibson Check 1786 1,150.10 LA
Mar 31, 2007 | Sycamore Homes Check 9332 20,291.72 LA
Mar 31, 2007 | Elkorn Apartments Cash MiscCash 157.50 | LA
Total Cash Total Chedks Total Other Total Deposit
157.50 + 21,441.82 + 0.00 = 21,599.32
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Click Print to print the deposit ticket shown here. This ticket can accompany the checks when
depositing them at the bank. Close the Select for Deposit window.

2 21,441.82
0
2
33T 21.59932
Payment Method Received From Check/Ref No. Amount
Cash 157 50
Check Robert Gibson 1786 1,150.10
Check Sycamore Homes 9832 2029172

CORRECTING CUSTOMER RECEIPTS

PTCA permits editing and deleting customer receipts. First locate the receipt on the Receipt
List. This list is opened by clicking Receive Money and selecting View and Edit Payments
Receipts. Change the Date Range to This Period.



174 Learning Peachtree Complete Accounting 2007

& Receipt List (=<
File Edit Window Help
e ‘P e =& 2 B &
Cloze Mew  Open Eﬁﬁ Settings Beﬁ?{esh Send To HelpY
Date Range: [This Period =l 03/01/2007 to 03/31/2007 Receipt List
Search for: ]E’:{e.r Search Text in qushnmer,Nendor D :_J 3 I Clear Search I
CustomerfVendor ID Period Date « Reference No. Receipt Amount| Deposit Ticket ID
Tasks I T YT uzsosalis |
Wiew all customers PLEAOD 3 3f1f2007 229 $1,392.60 115
Wiew all sales invoices ASHFOO01 3 3/6/2007 230 $886.20 116
View all deposits REYNOO1 3 3/7/2007 231 5890.40 116
View all quotes DEHEN0L 3 3/8/2007 732 $650.94 116
Vicw all Sales ordeis REYNDO1 3 3/9/2007 233 $593.60 117
SALLOO1 3 3/12{2007 234 £1,470.00 117
Reports OHARDOL 3 3f13f2007 235 $3,906.00 117
Cash Receipts Journal OHAROOL 3 3;’15,{200? 236 §10,000.00 117
2 5 ASHFO01 3 3/15/2007 237 §590.80 117
Customer Transaction History
T L PECKO01 3 3f23/2007 Ck1223 £949.50 17532
Ivoice Reat tg SYCADD1 3 3/23/2007 CK13355 $2,226.00 17532
bt DBHEQ01 3 3/23/2007 CK209385 $650.94 17532
CRAWDD1 3 3/232007 CK2531 §975.88 17532
OHARDOL 3 3/23f2007 CK6331 §28,903.81 17532
SUGADDL 3 3/23{2007 Ck7878 £3,369.89 17532
GIBS001 3 3f31/2007 1786 $1,150.10 1414
SYCADDL 3 3/31/2007 9832 §20,291.72 1414
ELKHOO01 3 3/31f2007 MiscCash §157.50 1414
i Cuskomers & Sales
Receipts Listed: 19

You then double click a transaction to reopen it, make changes, and then resave the
transaction. You can also delete an entry after reopening it.

é YOU TRY - RECORD CUSTOMER PAYMENTS

On March 30, 2007, the following payments were deposited:
Ashford Hill Apartments, check number 78565 for $1,772.40 for Invoices 985 and 991

O’Hara Homes, check number 1092 for $1,000.00 for Invoice 993
(Note: O’Hara did not pay this invoice in full)

Post these payments. Make sure to change the Payment Method to “Check”.

Print the deposit ticket documenting the transaction. Also print the Cash Receipts Journal,
filtering the report for the date range of 3/30/2007.

ENTERING CUSTOMER CREDITS

Occasionally Astor may need to issue a credit against a customer invoice. In the next exercise,
Astor is issuing a credit to O’Hara Homes for unused decking material billed on Invoice 1008.
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]

y———

Steps to Enter a Customer Credit Memo

Click the Credits and Returns icon and select New Credit Memo.

Select O’Hara Homes as the customer and enter “3/28/2007” as the transaction
date. In Return Authorization, enter “S.Ruland” to document that the project
manager authorized this credit.

A Credit Memos g@
File Edit Window Help
== il = = 2
Wy W5 5 = G E@ = S B & H@E-*: &
Cloze MHew List 5\5% Frint T E-mail Del etev Fheturnv _oﬁ Jotirnal M e'port; Help T
Customer ID: [ OHARDOL [&] Credit Memo [€]
Bill To: O'Hara Homes Date: | Mar 28, 2007 ;n
2551 Canton Road -
Canton, GA 30115 Credit No.: | |
Customer PO Terms Sales Rep Return Authorization AR Account

| | [2] =Y, T -
h y to Invoice No.:  [<No Invoice Select] | I Apply to Sales: D-DD\ ]
\\LtekQuanﬁty Returned Description )/Grﬁount Unit Price  Tax Amount Job

Sales Tax: 0,00 | GACHER 1]
Freight: 0.00
Customer Account as of Mar 28, 2007 Other Applied Receipts 0.00 0.00 Credit Total

Balance: 18,060.73 e

Credit Limit: ~ 18,000.00 Credit Applied to Invoice 0.00 0.00 Met Credit Due

Credit Status: Notify Over Limit
Maximize your results with help from Peachtree experts.

Data Entry Hints:

Like the Receipts window, the Credit Memos window contains two tabs. Upon
selecting a customer with outstanding invoices, the Apply to Invoice No. tab
activates so you can select an invoice for applying the memo. When the
customer has no outstanding invoices, the Apply to Sales tab activates so you
can enter the credit memo without applying it to an invoice.

Using the lookup on Apply to Invoice No., select “1008”. After selecting, the
invoice details appear.
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4. Place your cursor in the Returned field of the first line item and enter “3.0”. The

completed credit memo appears here.

A Credit Memos

BEX

File Edit Window Help

4 il oy =
Ny dm [ &F e @ - B Lo = . &,
Cloze Hew List S\a’ﬁ E"flﬁ -mail  Delete  Retum _oﬁ Journal é\?gr{ epotz  Help

Customer ID: |DH.&R.001 |3| Credit Memo
Bil To: O'Hara Homes Date: | Mar 23, 2007 gu
2551 Canton Road -
Canton, GA 30115 CreditNo.: [ 10001 |
Customer PO Terms Sales Rep Return Authorization AR Account
| | LI |Q S.Ruland |
Apply to Invoice No.: 1003 vI I Apply to Sales: 0.00 ]
Itemn Quantity Returned Description GL Account  UnitPrice  Tax Amount Job |
| 500.00 | 3.00 | 5/4"x6"%12' Redwood Decking | 43000-00 | 18.50| 1 55.50 | OHARLAND,Instai‘
| ss00] 4" Redwood Acorn Cap [4000003 | 10.50] 1 | oHARLAND Insta
| 55.00 | 4"%4" Redwood Decking Posts | 40000-03 | 10.50| 1 | OHARLAND, Insta
| 55.00 | 2" 2" Redwood Decking rails | 40000-03 | 22, ?5| 1 | OHARLAND, Insta
-
Sales Tax: 278 [eachER [
Freight: 0.00
Customer Account as of Mar 28, 2007 Other Applied Receipts 0.00 58,28 Credit Total
Balance: 18,060.78 ) ) ) i
Credit Limit:  18,000.00 Credit Applied to Invoice 53.28 0.00 Met Credit Due
Credit Status: Notify Owver Limit

Create virtually unlimited reports with Crystal.
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5. Click Journal to view the entries that will post to the general ledger.

Accounting Behind the Screens

@
Cancel i QK Help
Date:  Mar 28, 2007
Credit #: 10001
Sales Journal ] l
Account Mo, Description Dehit Credit
23100-00 CHERDKEE: Cherokee County Sales Tax 0.56
23100-00 | G&: Georgia Sales Tax 222
40000-03 | 5/4"E"%12' Redwood Decking 55.50 |
11000-00 | Accounts Receivable | 58.28
Totals:

These entries show that the transaction will debit sales tax payable and sales of

hardscape material and credit accounts receivable.

Change the material account to 48000-00 so that the entry posts to sales
returns and allowances. After changing, these are the entries.

e

Accounting Behind the Screens

-

Q
Cancel { 0K Help
Date:  Mar 28, 2007
Credt #: 10001
Sales Jourmnal ] l
Account Mo, Dezcription Debit Credit
23100-00 CHEROKEE: Cherokee County Salez Tax 056
23100-00 | G Georgia Sales Tax | 222
45000-00 | 5/4"45"%12' Redwood Decking | 55.50 |
1100000 | Aceounts Receivable | | 59,28
Totals:

Click OK to save the change.
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6. Print the transaction so that PTCA assigns credit memo number 10001.

7. Click Save and Close to record the memo. O’Hara’s outstanding invoice has
now been reduced by the credit.

CUSTOMER REPORTING AND RECONCILING
CUSTOMER ACTIVITIES

PTCA offers a variety of sales and customer reports. You can access these reports by using
the Reports>>Accounts Receivable menu or by using the Customer & Sales center report
links under Recently Used Customer Reports.

Recently Used Customer Reports Aged Receivables Graph| Table
Aged Receivables Wiew| Print
Cash Receipts Journal Wiew| Print
i S HI I 0-30
Customer Transaction Histary Wiew| Print
_ ) M 31-60
Sales Journal Wiew| Print
. _ I &1-490
Sales Order Report Wiew| Print
B cver 90 days
Wiew All Customer & Sales Reports View Aged Receivables Report

The Aged Receivables frame currently depicts a graph of the age of accounts receivables.
(Note: The graph is based on the system date so make sure that your date is set to

March 31, 2007.)

Click the Table link in this frame to change the graph view to a list view of aged receivable totals
by category.

Aged Receivables GraghGLa_tB
Key | Days Overdue » Amount Percent
B/ o0-30 £78,367.02 88.8 %
. 31-60 5887747 11.2 %
O &i-90 §0.00 0.0 %
B over 90 days £0.00 0.0 %

Total $88 244 45

Wiew Aged Receivables Report

Click the View link on Aged Receivables to open the accounts receivable aging report that
follows.
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3 Aged Receivables =JloJEd

File Edit Window Help

h B== t:: R J‘:“r; = E@ é___: s % -
Clase  Save Option:  Hide Print  Sefup  E-mail Previeww Design Find  Ewcel Help
Practice Astor Landscaping ||
Aged Receivables

As of Mar 31, 2007
Filter Criteria include=: Report order iz by ID. Report iz printed in Detail Format.

Customer ID InvoicelCM # 0-30 31 -60 61-90 Over90days Amount Due

Customer

Contact

Telephone 1

ASHFDO1 1002 590.80 50080 |
Ashford Hill Apartments 1005 886.20 886.20

Mark Howard 1014 886.20 886.20

770-555-4466

ASHFO01 2,363.20 2,363.20
Ashford Hill Apartments

CHES001 1020 34.40 84.40
John Chester

Mr. John Chester

770-555-4086

CHES001 84.40 84.40

John Chester

DBHEDO 995 325.47 325.47

DEBEH Enterprises 1001 32547 32547

Jacob Walters 1007 32547 32547

770-555-4599 1011 32547 32547
1023 295.40 295.40 1
AN1R AnA 7N RAR 90 it

< B3

This report lists outstanding invoice details by customer. Furthermore, invoices are distributed
by the number of days outstanding. (Note: Refer to Appendix D to see the defaults for aging
categories.)

This report serves two important purposes. First, Astor uses the report to monitor customer
payments and manage company cash flow, thus mitigating the risk of performing future services
for customers that fail to pay.

Second, this report is used to reconcile customer activities with the balance in the accounts
receivable control account. This task is performed by comparing the report’s total amount due
with the March ending balance in general ledger account 11000-00 Accounts Receivable.

Scroll down to the bottom of the report noting $88,244.49 as the total amount due from
customers as of March 31, 2007. (Note: Your total will differ if you have not completed all
chapter exercises.)

Now view the balance in accounts receivable. Select List>>Chart of Accounts from the menu
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and locate account 11000-00 Accounts Receivable. The total on your report and your ending
balance in accounts receivable must agree to ensure proper recording of customer activities.

These totals will become out of balance when you improperly record or correct customer
transactions. Therefore, always correct customer transactions using the instructions provided in

this Appendix B. Also, when recording transactions, verify that customer transactions will post
AR Account

. oo | t1o00-00 &l . .
to the accounts receivable account; that is this field in the transaction
window. You should reconcile the aged receivables report to the accounts receivable account
at the end of every month and prior to issuing financial reports.

Close the Account List and now focus on some of the other customer and sales reports. Click
the report shortcut named View All Customer & Sales Reports to open the Report window.
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3 Select a Report

BE %]

Secure remote access bo pour key business data.

File Edit Window Help
Cloze E E‘;int Letté_rS F‘reg-i_éw Sen Tvu _e;ig“n é!t_lrl_le_x %/
Report Area: Repart List; Report Dezcrniption:
g' Accounts Beceivable Aged Receivables Lizts each invoice number with
Cazh Receipts Journal date, qunée- number, u:ustu:utmer
‘@éﬁ Aecounts Papable ot Lo harme, and invoice amount.
g
ﬁ Payrol Custarner List
Cuztomer banagement Detail
Q G (G Cusztomer b azter File List
£ Financial Statements Custamer 5 ales Histary
Custormer Transaction History
I#I oS ) Invoice Reqister
' Job Reports Iterns Sold to Customers
@ Account Reconciliation Picklst Report
Prospect List
m Time/Expenze Reparts [uote Reqister
EEEP Company Reports Sales Backorder Report
Salez Journal
i% “Write Letters Salez Order Joumnal
= Report Groups Salez Order Register
= Sales Order Report
Sales Rep Reports
Sales Tax Codes
Tarable / Exempt Sales
3 Callection Letters
3 Credit Memos
3 Custamer Quotes
3 Customer Statements
£ Deposit Tickets
C3 Invoices/Pka. Slps
3 Labels - Customers
3 Receipts
3 Sales Orders

As you highlight a report, its description will appear on the right.

You have used several of

these reports already. Highlight Sales Journal and the description explains this report lists

sales transactions to verify general ledger postings.

Double click to open and observe that transaction journal entries are listed by invoice. This is
the report version of the data you viewed when clicking Journal on a transaction.
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3 Sales Journal g@
File Edit Window Help
5 b= s o7 H @ | W el B B .
EEQ Save  Options % Elﬁ S%p -mail PSe_:.Tz—élw Desigh %‘ Exrcel gip
Practice Astor Landscaping ||
Sales Journal
For the Period From Mar 1, 2007 to Mar 31, 2007
Fitter Criteria includes: Report order iz by Invoice/CK Date. Report ig printed in Detail Format.
Date Account ID Invoice/CM # Line Description Debit Amnt Credit Amnt
313107 23100-00 1017 GWINNETT: Gwinnett County 405
Sales Tax
23100-00 GA: Georgia Sales Tax 10.80
40000-01 Design 270.00
11000-00 Oliver Peck 284.85
3/5/07 23100-00 1000 CHEROKEE: Cherokee County 13.65
Sales Tax
23100-00 GA: Georgia Sales Tax 54 60
40000-08 Landscaping 1,365.00
11000-00 O'Hara Homes 1,433.25
31507 23100-00 993 GWINNETT: Gwinnett County 16.50
Sales Tax
23100-00 GA: Georgia Sales Tax 44.00
40000-08 Landscaping 840.00
40000-06 Pressure Cleaning Apartment 260.00
Complex
11000-00 Fleasantdale Luxury 1,160.50
Apartments
31507 23100-00 999 DEKALB: Dekalb County Sales 5.60
Tax
23100-00 MARTA: MARTA Transportation 5.60
Tax
23100-00 GA: Georgia Sales Tax 2240
40000-07 Weekly Maintenance 560.00
11000-00 Reynolds Court Subdivision 583.60 |
< »

Remember that reports with a PDF or Excel button mean that the report can be saved on your
computer for emailing to your professor.

Close this report and the Report window. Now return to the Aged Receivables report and scroll

down to Sugar Hill Tennis Club’s invoices. This customer has an outstanding balance of $0.90
on Invoice 989. You will write off this balance in the next topic.

WRITE OFF CUSTOMER BALANCE

In business, you will find that customers do not always pay. Furthermore, like Sugar Hill Tennis
Club, they sometimes pay the wrong amount. Instead of calling this error to the customer’s
attention, Astor has decided to write off the invoice balance. Follow the next instructions to
perform this task.
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A\ Steps to Write Off a Customer’s Balance

1. Open the Receipt window and set the customer to Sugar Hill Tennis Club.
Change the transaction date to March 31, 2007. Under Cash Account, select
48000-00 Sales Returns and Allowances.

& Receipts E]@

File Edit Window Help

== T = ™ =
{'3 Pl i = @ = . .B,% Q i-.ﬁv @v
Cloze [HEw List 5‘%@ J\P\nﬁ Y Emal Delete Fow etal  Journal Qﬁﬁ Eports Elp

et ™3]

Receipt Number: | | { [as000-00 =]
SUGADO1 &
Customer ID |ﬂ| |AI Date: [Mar 31, 2007 E les Returns and Allowance;
Name: Receipt Amount: l:l

Payment Method: Cash Account Balance J
&
[ Use credit card swipe | Process Credit Card

Apply to Invoices: 0.00 T Apply to Revenues: 0,00 ] [ erepayment

Invoice Date Due Amount Due Description Discount Amount Paid Pay,
939 Mar 21, 2007 0.90 O
1021 Apr 29, 2007} 6,174.50 O

Discount Account: | 45000-00

your results with help from Peachtree experts.

The account selected under Cash Account is the account that will be debited
when posting the transaction. This account will depend on the invoice being
written off. Astor has decided to always write off underpaid invoices to the
sales returns and allowances account.

However, when writing off a bad debt invoice, Astor debits 11500-00
Allowance for Doubtful Accounts because it uses the allowance method for
estimating bad debts. With this method, the company books an annual bad
debt expense estimate. Thereafter, customer bad debt invoices are written off
to the allowance estimate.
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2. In Reference, enter “W/O Balance” and then click the Pay field for Invoice
989. Now click Journal and this will be the entry recorded when saving the
transaction. Click OK to close the window.

Accounting Behind the Screens

o &
Cancel QK. Help

Dater  Mar 31, 2007
Reference #: /0 Balance

Cash Receipts Journal l
Account Mo, Description Drehit Credit
11000-00 Invoice: 389 0.4n
48000-00 | Receipt dmount | 0.90 |
Totals:

3. Click Save and then Close the Receipts window.

CUSTOMER STATEMENTS

Astor mails customer statements once a month. These statements list invoice and payment
activity and prompt customers to pay. (Note: Appendix D explains customer statement
defaults.)

Click the Customer Statements icon and select Print Customer Statements. PTCA has
opened the Report window with the Customer Statements folder highlighted. Double click
Statement.



Chapter 4: Customer Activities for a Service Based Business 185

Statement
Filter ] Format I I E-mail I
Farm to Print; |Statement j ok
Staternent Type Frint D etail for: Cancel
" Balance Fonward [v Sales/Credit Memos
* Open ltem [+ Receipts Help
Dater| From Last Staternent D ate j Ta: |Mar 31, 2007 f I
Filter Bange:
Filter Type From To
Cuztomer (D Al
Cuztomer Type Al
Activedlnactive Equal to All
Form Delivern Method Equal to Both Align

Change the Date to “From Last Statement Date” and make sure that the date reads Mar 31,
2007. Click both options under Print Detail. Now click OK and the Print window opens.

After selecting the printer, click OK. When PTCA prompts to confirm statement printing, click
Yes.

John Chester’s statement is illustrated below. Close the Report window.
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Practice Astor Landscapin

1605 Pavilion Place ping STATEM ENT
Eglrtcerg:ss_ GA 300933203 Statement Date: Mar 31, 2007

USA Customer Account ID: CHESO001

Voice: T70-724-4000
Fax:  770-564-5888

To:
John Chester
2404 Pleasant Hill
Duluth, GA 30098
Amount Enclosad
$
Date Due Date Reference Paid Description Amount Balance
32707 4126/07 1020 Seasonal Maintenance 80.00 80.00
Sales Tax 4.40 84.40
TOTAL 84.40
[ 0-30 [ 31-60 [ 61 - 90 [ Over 90 days |
[ 84.40 | 0.00 | 0.00 | 0.00 |

Y ou may have forgotten this bill Thanks for your attention.

You have now completed the chapter. Make a backup of the Practice Astor Landscaping
data file to a backup file named “Practice Astor Landscaping Chpt 4.ptb”. In the next
chapter, you will build on the work completed in this chapter.
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SUMMARY

In this chapter, you learned to post customer transactions in a manual accounting system before
entering transactions in PTCA. By understanding manual entries, you were able to anticipate
PTCA’s Behind the Keys entries and their effect on financial accounts. Understanding a
transaction’s effect is critical to posting transactions correctly and fo tracing the audit trail of a
posted transaction.

After completing this chapter, you are skilled in recording customer invoices, receipts, and credit
memos for a service based business. You can manage the master accounts linked to
transactions (i.e. customer accounts, jobs, and service items). You understand job reporting as
well as other reports that let you monitor and document customer activities. With firm
knowledge on processing customer activities, you are now ready to take on Astor's vendor
activities in the next chapter.
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END-OF-CHAPTER QUESTIONS

TRUE/FALSE

1.

10.

The audit trail lets accountants trace entries from a source journal to the general
ledger.

PTCA'’s Sales Journal report will list the general ledger accounts affected by sales
transactions.

Creating a sales invoice from a quote will transfer job costs to the invoice.
Astor uses phases and costs codes on all jobs.
When entering a sales quote, you can create a customer account “on the fly.”

You should reconcile the Aged Receivables report with the accounts receivable
account monthly.

PTCA will let you email quotes and invoices.
You can delete a customer account that has transaction history.
The Sales Invoice List can be exported to Excel.

You can make corrections to a posted customer payment.

MULTIPLE CHOICE

1.

2.

3.

Which report is created to document posted sales invoices?
a. Sales Order Journal
b. Sales Order Register
c. Sales Journal
d. None of the above

Which report would you print to document individual postings to the accounts
receivable account for March 20077

a. General Ledger Trial Balance

b. General Ledger

c. General Journal

d. Chart of Accounts

PTCA categorizes items into two basic categories. These categories are
a. Service
b. Inventory
c. Inventoried
d. Bothaandb
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4. Which report will let you analyze estimated revenues compared to actual revenues?
a. Job Estimates
b. Job Profitability
c.Bothaandb
d. None of the above

5. An accounts receivable aging report
a. monitors the age of customer invoices
b. reconciles customer activities with the general ledger
c. manages cash flow
d. all of the above

6. Which report area will print customer statements?
a. Account Reconciliation
b. Accounts Receivable
c.Bothaandb
d. None of the above

7. Sallens decking installation job uses
a. Phases
b. Cost codes
c.Bothaandb
d. None of the above

PRACTICE SET

In this practice set, you will be using the Graded Astor Landscaping data file customized with
your initials at the end of Chapter 1. When the company file is not loaded on your
computer, restore it using the Graded Astor Landscaping Chpt 1.ptb backup file created
in the Practice Set at the end of Chapter 1.

Open Graded Astor Landscaping and change the system date to April 30, 2007. (Note: Do
not change the accounting period because this will be done in Chapter 7.)

1. Enter Astor’s April customer activities listed below. All transactions, except for the quote
on April 27, will be printed in Step 2.
2007

Apr 2 Received Check No. 1087 from Sycamore Homes, $20,291.72 paying Invoice 1012
within discount period.

Apr 3 Invoiced O’Hara Homes by transferring 80 hours from time tickets dated March
26 to March 31, 2007, consolidate by activity. Assign to Installation/Hardscape
Labor costs for O’Hara’s job.

(Note:  This invoice illustrates PTCA’s warning feature for customer accounts
exceeding the credit limit. Click Yes when prompted with this message.)
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Apr 6

Apr 9

Apr 11

Apr 17

Apr 23

Apr 25

Invoiced Reynolds Court Subdivision by transferring 32 hours from time tickets
dated March 26 to March 31, 2007, consolidate by activity. Assign to
Maintenance/Landscape Labor costs for Reynold’s job.

Invoiced White and Associates by transferring 24 hours from time tickets dated
March 26 to March 31, 2007, consolidate by activity. Assign to
Installation/Hardscape Labor costs for White’s job.

Received Check No. 763 from O’Hara Homes, $2,829.75 paying Invoices 993
and 1000.

Received Check No. 3253 from Sallens Property Management, $4,851.00 paying
Invoice 994.

Received Check No. 7577 from Ashford Hill Apartments, $3,249.40 paying
Invoices 985, 991, 1002, and 1005.

Invoiced:
Ashford Hill Apartments by transferring 56 hours from all time tickets on file,
consolidate by activity. Assign to Maintenance/Landscape Labor costs for

Ashford’s job.

DBH Enterprises by transferring 48 hours from all time tickets on file, consolidate
by activity. Assign to Maintenance/Landscape Labor costs for DBH'’s job.

Reynolds Court Subdivision by transferring 32 hours from all time tickets on file,
consolidate by activity. Assign to Maintenance/Landscape Labor costs for
Reynolds’ job.

Received following checks:

Check No. 23463 from DBH Enterprises, $1,301.88 paying Invoices 995, 1001,
1007, and 1011.

Check No. 67825 from Brian Hutcheon, $11,272.15 paying Invoice 1006.

Check No. 7345 from O’Hara Homes, $15,289.31 paying Invoice 1008.

Invoiced:

O’Hara Homes by transferring 80 hours from all remaining time tickets on file,
consolidate by activity and by transferring all reimbursable expenses that are
marked up by 55 percent (use 55 in the markup window.), no consolidation.

Assign hours to Installation/Landscape Labor costs for O’'Hara’s job.

Sugar Hill Tennis Club by transferring 16 hours from all time tickets on file,
consolidate by activity. Assign to Sugar’s job. (Note: Job does not use phases.)
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Apr 27 Received following checks:

Check No. 9099 from Reynolds Court Subdivision, $5,321.20 paying all
invoices due in March and April.

Check No. 7350 from O’Hara Homes, $14,988.77 paying Invoice 1013.

New customer:
Jordan Industries
575 N. Main Street
Canton, GA 30022
(701) 555-8723

Contact: April Raines, CFO
E-mail: raines@)jordan.com
Customer Type: Comm

Payment terms: Net 30

Credit limit: $10,000

New Job for this customer named JORDMAIN described as “Jordan monthly
maintenance”. Slated to begin 5/1/2007 with Job Type of MTNCE. Job does not
use phases.

Quote to Jordan Industries:
Qty: 16
Item: WKLY MNTNCE - COMM
Description: Weekly Maintenance Estimate
Assign to Jordan’s new job
Print Jordan’s quote and assign Quote Number 101. Use the Service Quote
form.
2. From the Reports window, print these reports.

a. All Service Invoices created in April, first invoice number is 1020.

b. Bank deposit slip for April 30, 2007. (Note: Use menu Tasks>>Select for Deposit and
assign deposit ticked ID 17533.)

c. Job Profitability Report. Use options to select:

Report Order: Job ID
Summarize by: Job, Phase
Range: From: 4/1/2007 To: 4/30/2007

Also turn off Include Balance Forward option.

d. Aged Receivables report. Use options to select exact date of 4/30/2007 and print
in summary.

3. Back up the Graded Astor Landscaping data file to a backup file named “Graded
Astor Landscaping Chpt 4.ptb” The Practice Set for the next chapter will build on the
work completed in this chapter.



