
Chapter  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: 

1. Learning MAPS for customer transactions before processing transactions in PTCA 
2. Using the Customers & Sales center to perform customer activities 
3. Recording customer quotes, invoices, jobs, receipts, and credits  
4. Looking Behind the Keys at posted transactions
5. Managing customer accounts, service items, and customer jobs 
6. Correcting and voiding customer transactions 
7. Analyzing sales and job reporting 
8. Preparing customer statements  
9. Reconciling customer activities to the accounts receivable control account 

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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MANUAL ACCOUNTING PROCEDURES

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 
    Mr. John Chester 
    2404 Pleasant Hill 
    Duluth, GA  30096 

         INVOICE         No. 1017

Seasonal Lawn Maintenance 
March 27, 2007 

     Sales Tax  

         Total 

Please remit balance within 30 days. 

$  80.00 

      4.40

$  84.40

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 

Customer Post Ref Description Accounts
Receivable

(Debit)

Maint.
Services
(Credit)

Hardscape
Services
(Credit)

Sales
Tax

Payable
(Credit)

John
Chester

CHES001
Seasonal
Maint.
INV1017

84.40 80.00 4.40

DBH
Enterprises

DBHE001 Landscaping / 
Maint. INV1018 

3,383.15 290.00 2,916.78 176.37

Yango
Software

YANG001
Seasonal
Maint.
INV 1019 

290.13 275.00 15.13

Totals:                  $3,757.68              $370.00            $3,191.78      $195.90

Acct Ref:         (11000-00) (40000-07)         (40000-04)    (23100-00)

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             Account No.  CHES001 

Date Description Post
Ref.

Debit Credit Balance

3/01/2007 Beginning Balance 
    

         0.00

3/27/2007 Maint. Service 
INV1017

SJ 15 84.40      84.40

Judy’s entries to the general ledger accounts follow.  (Note: The entry for sales tax payable is 
not illustrated.)

Audit Trail

Audit Trail
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     General Ledger 
Accounts Receivable                          Account No. 11000-00 

Date Description Post Ref. Debit 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

3/26/2007
Balance
Forward

   
22,240.00

3/27/2007 SJ 15   370.00 22,610.00

     General Ledger 
Hardscape Services                  Account No.   40000-04

Date Description Post Ref. Debit Credit Balance

3/26/2007
Balance
Forward

    
55,290.00

3/27/2007 SJ 15   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. 

Audit Trail
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Astor Landscaping, Inc.
Date: 3/27/2007                          Cash Receipts Journal                          Page 3 

Customer
Check
No.

Post Ref Invoice
No.

Regular 
Checking

(Debit)

Accounts
Receivable 

(Credit)

Payment
Discounts

(Credit)

O’Hara Homes 993 OHAR001 993 1,000.00 1,000.00

Sycamore Homes 9832 SYCA001 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.) 

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  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. 

Task
icons
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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
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.) 

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

2. Place your cursor in Customer ID, lookup and select “CHES001”, and the 
quote autofills with the customer’s information.  (Note:  Just like account 
numbers, typing the first letter of the ID advances the list.)

3. Place your cursor in Date. Type “3/23/2007” because this is the day Jan 
quoted the job.  (Note:  You can also select the date using the calendar icon on 
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 always 
check transaction dates before saving.) 

Transaction
line items 
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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.) 

5. 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.) 

6. Tab to Item and then lookup and select “SEAS MNTNCE – RES”.

(Note: The lookup on this field signals it as a master record.) 

7. 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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8. 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. 

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. 

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

Also notice that this prompt differs from the choices presented when creating a 
new customer (see Data Entry Tips above). 

Item
description

GL Account 
name
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10. Click Set Up and the Maintain Jobs window opens.  In the Description field, 
type “Seasonal Lawn Maintenance”. 

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.

11. 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.

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

15. Click Change Form to access PTCA’s form templates for changing the 
appearance of printed output.  Select the Service Quote form because it will 
not display quantities and item numbers.  Click OK.
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16. Click Preview to send output to the screen.  Click Zoom In to increase the 
view size.

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. 
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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.) 
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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.

In the Quotes window, click this  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. 

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

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.

Change
date
displayed
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Click the Alert icon on the toolbar to open this window for customizing alert items. 

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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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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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:   SUGA001 (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. 

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/Invoice and click OK.  Close the Quotes window 
and the Quote List.
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2. 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.

 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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3. 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. 

4. Click Close to exit the Sales/Invoicing window. Entries have now posted to 
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. 
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3. Click OK to view the report shown here.

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. 

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

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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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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Folder items merely determine a document’s appearance.  Double click Service Invoice and 
the following window opens. 
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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. 

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.

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

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

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

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. 

Deselecting this option opens fields 
for editing. 
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Payment Defaults Tab

This is the location for storing customer credit card information.  You can also change the 
default cash account for posting customer payments.
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History Tab

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. 

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. 

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

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

2. 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.

3. Now enter this information. 

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.

4. 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). 

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

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.

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 
and Substock

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

Used to add comments to invoices and quotes.
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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.

Activity 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.

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

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

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 Item 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.

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  on Billing Rate #1 to open the price list for this 
activity.

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.

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.

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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Charge Items

Lookup DELIVERY CHARGES.

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.

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.

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.

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.
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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.

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.

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.

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

Phases
Design
Installation
Maintenance

Cost Codes
Design Labor 
Hardscape Eqpmt 
Hardscape Labor 
Hardscape Mtrls 
Install Subcon 
Landscape Eqpmt 
Landscape Labor 
Landscape Mtrls 
Other Costs 
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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. 

Steps to Invoicing Job Costs

1. 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.
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2. The window that opens is used to select the costs to invoice.

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 

individually, click 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.
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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).

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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5. 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.
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6. Click Use to select all reimbursable expenses.

Now click .  (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.
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7. 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. 
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8. Click OK to transfer the selected costs to the invoice.  Here is the completed 
invoice.

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). 

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. 

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. 
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JOB 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. 

Steps for Using Job Reports

1. Select Reports>>Jobs on the main menu.  As shown, PTCA provides several 
job reports. 
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2. Double click Job Costs by Type and then use the Options to filter the report 
for customer HUTC001.

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. 
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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.
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5.  Close the report and run the Unbilled Job Expense report.  Change the Time
Frame to 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. 

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

Prepare a Job Profitability Report for HUTC001.  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”.

2. Tab to Reference and enter Robert’s check number, “1786”.

Unpaid
invoice
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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. 
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7. The completed entry appears below.  Click Save and then Close.
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BEHIND THE KEYS OF A POSTED

CUSTOMER RECEIPT

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.

Click OK to redisplay the report. 
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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. 

Click OK to redisplay.
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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. 

Steps to Process Customer Payment within the Discount Period

1. Click Receive Money and select Receive Money from Customer.  Select 
“SYCA001” 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. 

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 
$150.00.  (Note:  The customer actually paid $157.50, including tax.)  The 
completed entry appears here. 

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.
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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. 

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. 
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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.

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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Steps to Enter a Customer Credit Memo

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

2. 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. 

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.

3. 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. 
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5. Click Journal to view the entries that will post to the general ledger. 

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. 

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.

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. 

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



Chapter 4: Customer Activities for a Service Based Business 179                  

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 

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. 



Chapter 4: Customer Activities for a Service Based Business 181                  

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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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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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.

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. 

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

____ 2. PTCA’s Sales Journal report will list the general ledger accounts affected by sales 
transactions.

____ 3. Creating a sales invoice from a quote will transfer job costs to the invoice.  

____ 4. Astor uses phases and costs codes on all jobs.  

____ 5. When entering a sales quote, you can create a customer account “on the fly.”

____ 6. You should reconcile the Aged Receivables report with the accounts receivable 
account monthly.

____ 7. PTCA will let you email quotes and invoices.  

____ 8.   You can delete a customer account that has transaction history.  

____ 9. The Sales Invoice List can be exported to Excel.  

____   10. You can make corrections to a posted customer payment.

MULTIPLE CHOICE 

____ 1. 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 

____ 2. Which report would you print to document individual postings to the accounts 
receivable account for March 2007? 

   a. General Ledger Trial Balance 
   b. General Ledger 
   c. General Journal 
   d. Chart of Accounts  

____ 3. PTCA categorizes items into two basic categories.  These categories are _____.
   a.  Service  
   b.  Inventory 
   c.  Inventoried 
   d.  Both a and b  



Chapter 4: Customer Activities for a Service Based Business 189                  

____ 4. Which report will let you analyze estimated revenues compared to actual revenues? 
   a. Job Estimates  
   b. Job Profitability 
   c. Both a and b  
   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. Both a and b 
   d. None of the above  

____ 7. Sallens decking installation job uses ______.   
   a. Phases  
   b. Cost codes 
   c. Both a and b 
   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 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.   

 Apr 9 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. 

 Apr 11 Received Check No. 7577 from Ashford Hill Apartments, $3,249.40 paying 
 Invoices 985, 991, 1002, and 1005. 

  Apr 17 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.     

 Apr 23 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. 

 Apr 25  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.


