Taxes 24/7/365

How often do you think about your company’s income taxes? If your answer is, “When they’re due,”
you’re not alone. Even if we prepared them for you, your regular work is bound to be put on hold as
you pull numbers and documents together.

But tax preparation should be an element of your daily financial tasks. Have taxes in mind as you
work with the data that eventually flows into those confusing tax forms, and filing will be a less
onerous job. Peachtree—and our office—can help.

Track your receivables closely

The best time to start thinking about upcoming obligations is the day after you write a check for taxes.
If you stay on top of your receivables, your cash flow will improve, making it easier to meet your
government commitments. We can offer tools to facilitate this ongoing process.

One is the Business Status page. To get there, click the Business Status tab:

Account Balances i@ustomize
Account Description | Account ID | Balance| ~
Petty Cash 10000-00 ' $327.55 1]
Cash on Hand 10100-00 £1,850.45 [
Regular Checking Account 10200-00 §23,386.02|
Payroll Checking Account 10300-00 £3,711.09
Savings Account 10400-00 S7,500.00
Accounts Receivable 11000-00 $182,809.74| ~

Wiew Account List
Reconcile Accounts and Import Bank Statements

View Balance Sheet

Customers Who Owe Money

Customer ID Customer Name

0 |-ERSEORICS Rt RN Ee Bk Dk [EX
EVERLY Everly Property Management

$8,897.32|1/1/2011 |

SNOWDEN Snowden Interior Design £7.102.00 1/26/2011

CUMMINGS Cummings Construction §3,550.68 1/31/2011

TEESDALE Teesdale Real Estate $7,578.42 1/31/2011

ARMSTRONG Armstronglandscaping £2,383.94 2/8/2011

SALA Saia's Neighborhood Nursery $4,565.83 2/17/2011 x>

Wiew Sales Invoices List

Receive Maney

Write Letters to Customers

Aged Receivables
Key | Days Overdue ¢ Amount| Percent
B o0-30 | 5153,424.93 83.0%
B 3i-60 $20,615.04 11.3 %
O si-90 58,897.32 4.9 %
B Over 90 days 50.00 0.0 %
Total $182.93729

Wiew Customer List
Wiew Aged Receivables Report

Receive Payment
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Figure 1. Peachtree’s Business Status page gives you a quick look at your receivables.

Beyond providing an overview of customers and aging, this screen contains links to related activities,
SO you can jump on outstanding balances.



Talk to us about invoicing customers immediately, not on a schedule. The sooner customers get an
invoice, the sooner they’ll start thinking about paying it. You may also get paid faster if you sign up to
accept credit cards in Peachtree. And consider sending Statements, a process that we automate
nicely.

Zero in on the problems

Be proactive with collections. One of the Business Status page links, Write Letters to Customers,
takes you to Select a Report or Form. Click Forms to see the collection letter templates. Highlight
one, and click Edit Letter Template if you want to modify the boilerplate text. Otherwise, click Send
Letter. This window appears:

Write Letters - Collection Letter1

Select Hm];:ier‘lsi E-mail Options i

Print Order: |Custu:urnerID ﬂ As of: Mar 15, 2011 j Word

¥ Do not display blank lines [ Include Customers with a zero balance

E-mail
Cancel

Help

M

Recipient Fitter — Send letter to recipients who meet the selected criteria:

Fitter Type From To
Customer [D All s
Customer Type All =
Sales Rep ID Al
Customer Zip Code All
Customer State Al -

Figure 2. It's easy to create a targeted collections mailing.

Select your choices from the criteria presented in this window to shape your mailing. To print letters in
Microsoft Word, click the Word button. To dispatch via email, click the E-Mail Options tab to select
your preferred mail format, then click the E-Mail button to begin processing.

Another tool: Click Analysis | Collection Manager to use the automated resources there.

If you need a closer look at a delinquent customer, click the Customer and Sales tab, then select the
customer. In the record that opens, click Log to see a table of financial interactions. If you're using
Peachtree Complete 2010 or above, you can use the Customer Management Center, which
provides a table outlining customer obligations. And don’t forget the Aged Receivables report.

Attach related documents

Peachtree does a stellar job of managing tax-related financial data. But what about all of the other
documents you’ll want to track, like paper receipts?



If you can scan these papers (or if they already exist in your computer files), you can attach them to
forms in Peachtree. Look in the toolbar of many screens, and you’ll see an Attach icon. Click on it,
and click Add, select the needed file from your system directory, and click OK. The Attach icon
changes to indicate that there’s supporting documentation.

Figure 3. Attach a scanned paper document like a receipt to a transaction, and the toolbar icon
changes.

Use reporting tools — and plan ahead

Peachtree is very skilled at capturing and tracking the myriad details that makes up your accounting
records, but it's equally good at presenting the big picture to you, in a variety of ways. For example,

as deadlines loom, you’ll build a lot of standard Reports for your tax filings. Your advisor will tell you
what he/she needs.

Other tools can help:

e What-if scenarios in the Cash Flow Manager (click the Analysis menu) can help you see
how an upcoming tax payment might affect cash flow, so you can plan accordingly.

& Cash Flow Manager = @
File Edit GoTo Window Help
(9 Close Save L Print ~ &7 Reset ~ Excel ¥ Refresh [[5Reports ~ [] Attachments 9

Cash Flow ﬁanager

Time: frame: |Next 3 months | Mar 152011 to Jun 152011

Change Cash Flow Settings ]

Select: All, None @Add new row
Indude | Detals |Type | Number [FEN | ame pREEDate | At ) =
| n/a |Adjustm... | | 66500-00 | Income Tax Expense Apr 15 2011 | s75,000.00 ||
]
[0 | na  |Purchase |AB-12985 |JUAN {Juan Motor Tools & Tres jdoma 1L ; FRT s |
Ei MfA :F.‘urc!'lase |121501-BG5 |GARY |Gary, Wilson, Jones, & Smith |Jan 14 2011 Al _§650.00 |
[] N/ _Purchase | LL-15029684 ESOGARDEN 550uﬁ1ern Garden Wholesale |Jan 17 2011 | §1,150.00 |
[] | Detal [Puchase |SG-11010 |SOGARDEN _|Souther Garden Wholesale [Feb 12011 s
[ | petail |Purchase |C1280 [CALDWELL | Caldwel Tools Company |Feb 2 2011 [ s T
Total: $140.374.87
How can Iimprove my cash flow? 7l Balance. [¥] tncoming l & Outgoing.
Expected Cash Fow Totals 220,040
Mar 152011 to Jun 15 2011 £188,580 -
5157150 Bl
Starting cash: £107.022 68
5125720 +{&1-
Incoming: $154,980.18
e 594,290 4
Qutgoing: $140.374 87
562,860 4
Ending cash: $161,627.99 §31,430 -
S0 -

3/21 3/28 4/4 4/11 4f18 4/25 5/2 5/9 5/16 5/23 5/30 6/6 6/13 6f15

Figure 4. Use Peachtree’s Cash Flow Manager to employ what-if scenarios, like planning for an
impending tax payment.



e Ask us to help you estimate taxes periodically, then include these totals in your Peachtree
Budget.

e We can also help you set up Custom Fields to filter groups of data for tax purposes.
e Use Peachtree to print forms like 1099s and 1096s.

Means to an end

All of the work you do every day to keep your financial engines running culminates in your periodic
reports (and payments) to tax agencies. While you can’t avoid that obligation, together we can take
steps throughout the year so that tax preparation isn’t such a dreaded event.



