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Go Back to School With Peachtree’s Educational Tools

The kids are back in school, reviewing old material and learning new content. It’s the perfect time to assess
your own knowledge of Peachtree’s accounting tools. Are you wasting time trying to puzzle out features on
your own?

If you're just starting with Peachtree, it's a good idea to consult with us as you go through the initial setup and
data population procedures. Even businesses that have been using Peachtree for awhile can benefit from
some expert help in using Peachtree to its fullest.

Peachtree’s simple, intuitive design lets you dive in and start generating forms and reports quickly. But you'll
save time and probably even learn things you didn’t know about the program’s broad capabilities if you explore
the in-depth guidance offered.

Solo Setup

Peachtree offers a good amount of help on setting up your books on your own. After installation, you can go
through the Peachtree Setup Guide, as pictured here (you can get to it anytime by clicking Help | Setup
Guide).
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The Setup Guide helps you get started with Peachtree. It's best to use this guide before entering any
transactions into Peachtree.

We recommend thatyou followthe order below, butit's OKto skip a step if it doesn't apply to your business.

To continue, click on an icon or the name of a section below. Access online training for setup

Customers

Bo

The people orbusinesses thatyou sell products orservices to.

Jobs

Therevenues and expenses associated with specific projects you do for customers. For example,
an event planner might set up a 6-month job for the Jones' wedding to track revenue and
expenses for it.
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Vendors
The people or businesses that you buy products orservices from.

Inventory and Service Items

Items that you purchase, manufacture (or assemble), and sell to customers. Inventory items can
alsoinclude the services that you provide to your customers.
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Employees
The people who work for your business.
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—.  Chart of Accounts
il The list of accounts to which you assign transactions in your business.
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Set Up Security

Set up usernames and passwords for other Peachtree users.
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What should I do after Setup Guide?
Common tasks that people typically do after completing setup.

[7] Don't show this screen at startup.
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The Peachtree Setup Guide outlines important first steps, and walks you through them.



Links here take you to mini-wizards that assist you in doing the groundwork suggested for a smooth launch. It's
not required, but it's highly recommended. Click on the Access online training for setup link to view
multimedia setup tutorials (Internet access is required).

Other self-help options are available. You’ve doubtless noticed the Balloon Help that appears throughout
Peachtree; small balloons that open when you mouse over certain areas of the screen. You know that these
provide brief explanations of that specific function, but did you know that you can adjust the balloons’ levels of
difficulty and duration?

To do so, click Help | User Assistance. This window opens:

B User Assistance o |[E][=]
Message Center Settings

Move the slider to the left for basic assistance or to the right for advanced
topic assistance.

Experience level: Less |j More
Beginner

Move the slider to the left to shorten the time that tips remain on your
screen or move it to the right to lengthen the time.

Message duration: Less |_J More

20 seconds

Advisor
| Do not display the Advisor on-screen assistance

You will need to close and re-open Peachtree before this change takes effect.

[ 0K H Cancel H Help ]

You can modify the difficulty level and duration of balloon messages — or turn them off.

Simply move the sliders to adjust for your Experience Level and Message Duration. When you’ve been
working with Peachtree long enough that you don’t need them anymore, click the box near the window’s
bottom. Click OK, then close and re-launch Peachtree to activate your changes.

Meaty Resources

As you move through your accounting day, it’s likely you’ll come across unfamiliar procedures or simply need
to know how to find a feature. Peachtree’s built-in help system does a tremendous job of educating simply and
understandably. Simply click F1 on a screen and the Help pane opens. You can view its contents and index or
search for the desired term or phrase.

When your query goes beyond what’s discussed in Help, you can benefit from a variety of resources, some
free and other available for a fee. To access these, click Help | Customer Support and Service. These
include:

e Live chat assistance
e A searchable Knowledgebase
e An online community of users

¢ Paid support plans



Be sure to explore Peachtree’s entire universe of help and support options on the Web site
(www.peachtree.com/supportTraining/). For example, there’s an Accounting 101 section and a guide to

closing out your fiscal year.

Support & Training

» Register Sage Peachtree
» Find Answers

» Common Issues

» Updates & Upgrades

» Education & Training

» Policy & Guidelines

» Year-End Center

» Accounting 101 Center

Support & Training Center

Register your Sage Peachtr
product here today!
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@ Find Answers

Customer Service:
877-481-0341
Live Chat: C

Hours: Mon-Fri 8:30am - 8:30pm ET

U Common Issues

Customer Support:
866-747-3888

Hours: Mon-Fri 8:30am -
8:30pmET
(Available for valid
customers)
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Peachtree’s Web-based support offers myriad resources.

Onward and Upward

Peachtree 2011 features another new guidance tool: the Setup Advisor. Found on maintenance screens, this
slide-out window changes as you move from field to field, providing tips, suggestions, and definitions of terms.
Links take you to more in-depth sources.

Once you're comfortable with maintenance screens, you can turn the Advisor off.
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Item ID (Required)

Think of the Item ID as a unique way to refer to the
items you want to keep track of, typically the products
and services you purchase or sell.

If you already have a unique name or description for
the item, you can enter that for the Item ID. If youre
just getting started with inventory management, take
some time to plan how you want to organize and track
your inventory before creating Item IDs.

&) Show me some examples

Where are Item IDs used?

After you create this inventory item, you will primarily
use the Item ID to add the item to transactions and to
find the item in lists and on reports.

Keep in Mind
e The ltem ID is required. If you don't enter an ID here,
the ID will automatically be created using the
Description unless you have changed this setting in
Maintain Global Options.

The ID can have up to 20 characters, including
punctuation and spaces. You cannot use *, ?, or +
in the ID.

Peachtree 2011’s Setup Advisor guides you through maintenance screens.

Peppered With Help



Beyond the major help features that Peachtree offers, you'll find smaller pockets of help throughout the
program. Here’s one such time-saver. You know that Peachtree opens new windows as you click away
through its many levels. Instead of closing each one individually, simply click Window | Close All.

Peachtree’s Journals are always hard at work in the background, creating corresponding entries for your
transactions. Want to see them? Click Journal on a transaction screen to see Peachtree’s Accounting
Behind the Screens.

Finding a specific transaction in a jam-packed accounting system can be like finding the proverbial needle.
Click Edit | Find Transactions to search by a variety of filters.

These helpful features—and many more—make your hours with Peachtree more productive and efficient,
leaving you free to work on other aspects of your business. Spending some time upfront to master the
program’s intricacies is a good investment that will pay off.



