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e Preparing for the One-Write Plus
Conversion

Overview

Peachtree has improved the process of converting One-Write Plus companies to
Peachtree Accounting. You can convert companies from the following versions
of One-Write Plus: 8.0, 8.01, and 8.02. Before you begin the conversion process,
there are a few things you need to do to prepare. In this chapter, we will take a
look at what gets converted, what does not, suggest steps that will get you ready
for the conversion, and give you a preview of what to expect after the
conversion. We suggest that you follow each step as outlined to ensure a
successful conversion.



What Gets Converted and What Does Not?

What Gets Converted and What Does Not?

While every effort has been made to convert all of your One-Write Plus
company data, some data will not be converted. In this section, you will learn
what data gets converted and what does not. You will also learn specifics about
how some of your data will be converted to Peachtree.

Program What Is Converted What Is Not
Area
General Ledger + Account Names and Numbers Transaction Detail

+ Account Type (category names may
change slightly, as in Current Assets
becoming Other Current Assets)

+ Account Activity, by period
+ Account Inactive Flag

+ Budget Amounts, by period for the
current and next OWP fiscal year

Accounts + Customers, including ID numbers | Transaction Detail
Receivabl . .
eceivable + Name/Bill to Address Credit Status
+ Phone/Fax number(s) Credit Limit

+ Phone Extensions are added to the
end of phone numbers in Peachtree

+ Country

+ Payment Terms

¢ Pricing Level Defaults

+ Ship to Addresses

+ Contact

+ Current Customer Balances
+ Sales Tax Codes

+ Sales Reps, located in Maintain
Employees/Sales Reps

» Custom Fields
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Program
Area

What Is Converted

What Is Not

Accounts
Payable

+ Vendors, including ID numbers
+ Name/Remit to Address

+ Phone number(s)

+ Account Number

¢ Payment Terms

+ Current Vendor Balances

+ 1099 Type

+ Federal ID number

+ Contact

+ Detail Overview (Period Purchases
and Payment History)

+ Inactive Flag

Transaction Detail

Always Take Discount
Flag

1099 box amounts

Hold Transactions
Flag

Occasional Flag

Vendor Comments/
Notes

Payroll

+ Employees, including ID codes
+ Name/Address

+ Phone number(s)

+ Social Security Number
+ Pay Type (salaried only)
+ Marital Status

« Pay Type

« Pay Frequency

+ Date of Hire

+ Termination Date

+ Status

» Custom Fields

Beginning Balances
Transaction Detail

Dependent Care
Amounts

Fringe Amounts

Non-qualifying
Amounts

Last Review Date

Vacation and Sick
Time

Date of Birth
Department

Comments
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Program What Is Converted What Is Not
Area
Inventory * Inventory Items, including ID Transaction Detail
codes Quantity On Hand
+ Descriptions and Extended
Descriptions
+ Stocking Unit (each, Ib., etc.)
+ Vendor ID for the corresponding
vendor name on the Item Card in
OwWP
+ Sales Price
+ Tax Status (Exempt, Qualified)
 Product, Service, and Other Items
+ Inactive Flag
+ Category
+ Comments
+ Part Number
* Reorder Point
+ Unit of Measure
Job Cost + Job ID Number Costs
+ Job Description Beginning Balances
. including beginnin
¢ Customer ID for the corresponding ( 9 beg g
. expenses, hours, and
customer name on the Job Card in income)
OwWP
. Budgeted Hours
+ Inactive Flag J
r 1D
+ Start Date and End Date Group
Status
Projected End Date
Sales Tax + Sales Tax ID Sales Tax Type
Information

+ Sales Tax Description

+ Sales Tax Account (GL Account
Number, not the name)

+ Sales Tax Percentage
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Company Information

All relevant company information will be converted to Peachtree Accounting.

+ The State and Country fields will be shortened if they exceed field
limits in Peachtree.

+ All converted companies will be assigned a business type of
corporation in Peachtree. If the company is not a corporation, you can
update the business type in Peachtree after the conversion is complete.

Chart of Account Information

The majority of your Chart of Accounts information will be converted, with the
following exceptions or changes.

» General Ledger account numbers will be converted. However, if all
account numbers have the same number of digits (six digits for
example, and the last two are zero), Peachtree will delete the trailing
zeros. Remember this is only true when all account numbers have the
same number of digits.

+ The GL Account type will be assigned to comparable typesin
Peachtree, according to the following table.

One-Write Plus GL Account Type | Peachtree Account Type
Asset Other Current Assets

Liability Other Current Liabilities
Equity Equity-doesn’t close

Income from Sales Income

Expense Expenses

Other Income and Expenses Income

+ Budget Amounts will only be converted for the current One-Write Plus
fiscal year and the next year.



What Gets Converted and What Does Not?
Customer Information

Customer Information

The majority of your customer information will be converted, with the
following exceptions or changes.

+ State, Country, and Customer Contact name will be shortened if they
exceed field limits in Peachtree.

+ Phone Extensions will be added to the end of telephone numbers in
Peachtree.

+ Sales Reps listed on a customer card will be converted to employee/
sales reps and can be found on the Maintain Employees/Sales Reps
window in Peachtree.

+ If the Discount Days and/or Discount Percent field(s) for any payment
term in One-Write Plus contain(s) three digits, then the fields will be
set to 99 in Peachtree. Also if the Due Days field is left blank in One-
Write Plus, then the due date is set to COD in Peachtree. You will need
to change this information either before or after conversion.

Vendor Information

Most of your vendor information will be converted, with the following
exceptions or changes.

+ State, Country, and Vendor Contact name will be shortened if they
exceed field limits in Peachtree.

+ Phone Extensions will be added to the end of telephone numbers in
Peachtree.

+ Ifthe Discount Days and Discount Percent fields for any payment term
in One-Write Plus is greater than or equal to 99, then these fields will
be set to 99 in Peachtree. You will need to change this information
either before or after conversion.

Sales Tax Information

Most of your sales tax information will be converted, with the following
exceptions or changes.

Peachtree handles sales taxes in two separate areas: sales tax authorities and sales
tax codes. In One-Write Plus, the sales tax information is set up as a single
percentage amount. When you convert to Peachtree, your sales tax name and
percentages will be put in both the sales tax authority and sales tax code fields.

After the conversion, you can edit your sales tax information to match the way
Peachtree handles sales taxes, if you desire. For more information consult your
Peachtree User’s Guide or Help.
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[tem Information

Quantity on Hand will not be converted for inventory items. You will have to
enter this information manually after the conversion. Most other inventory
information will be converted, with the following exceptions or changes.

The Item description from One-Write Plus will be put in both the Sales
and Purchase description fields in Peachtree.

Item type will be assigned to comparable types in Peachtree, according
to the following table.

One-Write Plus Item Type Peachtree Item Class
Product Stock

Service Service

Other Non-Stock

Job Information

Job beginning balances will not be converted to Peachtree. You will have to enter
this information manually after the conversion. Most other job information will
be converted.

Employee Information

Most of your employee information will be converted, with the following
exceptions or changes.

Information in the State field will be shortened if it exceeds field limits
in Peachtree.

Phone Extensions will be added to the end of telephone numbers in
Peachtree.

If the pay frequency is set to Daily in One-Write Plus, it will be
converted to Weekly in Peachtree. Likewise, if the pay frequency is set
to Quarterly in One-Write Plus, it will be converted to Monthly in
Peachtree. All of the other pay frequencies have comparable matches in
Peachtree.

Pay Types set to Other in One-Write Plus will be converted to the
Salary pay status in Peachtree. All other pay types have comparable pay
statuses in Peachtree.
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Payroll Information

« Employees that have an employee status of either Suspended or
Terminated in One-Write Plus, will be converted to Inactive in

Peachtree.

Payroll Information

Payroll beginning balances will not be converted to Peachtree. You will have to
enter this information manually after the conversion. Because of the differences
in the two payroll systems, most of your payroll information will not be
converted and you will have to enter the information after the conversion.

+ Earnings IDs in One-Write Plus will be converted to either a pay level
name or the name used for a fringe benefit.

+ Earning Type may convert if the number of earnings does not surpass
the limits set up by the conversion. If any of the limits are exceeded, the
earnings types will not be converted.

Limits: The combined total number of earnings for Hourly Reg and
Hourly OT cannot exceed 20. The total combined number of earnings
for Salary Reg, Salary OT, and Dollar cannot exceed 20. The total
number of Fringe earnings cannot exceed 25.

Earning Types that are converted will be converted according to the

following table.

One-Write Plus Earnings Type Peachtree Pay Level Type
Hourly Reg Hourly Pay level

Hourly OT Hourly Pay level

Salary Reg Salary Pay level

Salary OT Salary Pay level

Dollar Salary Pay level

Fringe Line in employee fields
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« The Withholding ID for withholdings of type Other State, Local, or
Other Local in One-Write Plus will be converted to Peachtree as the
field name for the withholding. The other types will be converted

according to the following table.

One-Write Plus Withholding ID

Peachtree Field Name in
Employee Fields

Federal Fed_Income
Advanced EIC FEIC
State State

+  Withholding formulas will be converted based on the withholding
type. If the type is set to Other State, Local, or Other Local, the formula
will not be converted. See the table below for details.

One-Write Plus Withholding
Type

Peachtree Withholding Tax
Formula

Federal

FIT

Advanced EIC

FEIC

State SIT (Only if a state type withholding
exists in One-Write Plus)

Other State No formula

Local No formula

Other Local No formula

* Deduction IDs in One-Write Plus will be converted to the field name in

employee fields in Payroll defaults.

+ If adeduction has the W-2 Box field set to Other, Part 3 in One-Write
Plus, then the setting will not be converted to Peachtree. This setting
will not be converted because it corresponds to box 14 in Peachtree,

which only has two slots.

+ Contribution IDs in One-Write Plus will be converted to the field
name in EmployER fields tab in Peachtree.




Before the Conversion
Before Conversion Checklist

+ If an employee contribution has the W-2 Box field set to Other, Part 3
in One-Write Plus, then the setting will not be converted to Peachtree.
This setting will not be converted because it corresponds to box 14 in
Peachtree, which only has two slots.

+ Earnings and Employer Contributions that were assigned to W-2 Box
13 in One-Write Plus versions 8.0 and 8.01 will not be converted to
Peachtree. You will have to enter this information manually after the
conversion. However, if you are using One-Write Plus version 8.02
these earnings and employer contributions will be converted to
Peacthree.

Before the Conversion

Before you convert to Peachtree Accounting, you need to perform the following
tasks in the Before Conversion Checklist.

Before Conversion Checklist

1 In One-Write Plus, print the following reports:
* Income Statement
+ Balance Sheet
+ Trial Balance
+ Chart of Accounts
» General Ledger
+ Budget
¢+ Customer Card
+ Customer Analysis
* Vendor Card
+ Employee Card
+ Payroll Journal
+ Inventory Card
+ Jobs Card
« Accounts Payable and Accounts Receivable reports
+ Employee Earnings, Withholdings, and Deductions Lists

Some of these reports will be used to verify records and enter information
into Peachtree after the conversion.

11
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Disable your virus protection software after you have verified that your hard
drive and any backups are virus free.

Turn off your screen saver.

Don’'t immediately delete One-Write Plus files! You may want to refer to a
transaction or other detailed information over the course of the next few
weeks as you begin using Peachtree Accounting.

Back up all of your One-Write Plus files. In case you have any problems during
the conversion, you will want a good backup. See ““Backing Up All One-Write

Plus Data Files” on page 12 for more information.

Backing Up All One-Write Plus Data Files
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Before you begin the conversion process, make a complete backup.

To back up your data, have several formatted disks ready to use. You will need
at least one disk for each company that you want to back up. Then, follow these

steps.

1 From the File menu in One-Write Plus, select Backup.

2 Select the company you want to back up from the drop-down list.

3 Select the drive to send your backup to from the drop-down list.

4 If you selected to send your backup to a drive other than A or B, enter the
path.

5 Click OK to begin the backup process.
If you selected to back up to a floppy drive, One-Write Plus prompts you to
insert a disk. A message appears that says all of the files on the disk will be
erased.

6 If you are backing up to a floppy drive, insert a disk into the specified drive.
Click OK.

7  If you receive a warning that the backup file already exists, click OK.
The contents of the disk are erased.

8 Follow the onscreen instructions and insert another disk, if prompted.

9 Click OK when the message displays that the backup is complete.

10 Close One-Write Plus.
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What to Expect After the Conversion

Before you convert your One-Write Plus company to Peachtree, you should be
aware that Peachtree handles some things differently than One-Write Plus.
There may be differences in the terminology used throughout the product, the
windows may look different, and there may be more or less functionality in
certain areas. In this section, you will learn about some of the major differences
between One-Write Plus and Peachtree. You will also get a sneak preview of
some of the windows that you will be using once you convert to Peachtree. After
you've learned what to expect after the conversion, you will be ready to proceed
with the conversion; see “Converting One-Write Plus Company Data” on
page 19 for more information.

Differences between One-Write Plus and Peachtree

There are many differences between One-Write Plus and Peachtree. Some are
not as significant as others. In this section, we’ll point out the major differences
between the two accounting products. This will help you as you transition to
Peachtree as your accounting solution.

General Ledger and Fiscal Years

In One-Write Plus, you can have five open fiscal years and seven open budget
years. However, in Peachtree you can only have two open fiscal years, two open
payroll tax years, and two open budget years.

Note: In Peachtree Premium, you can have three open fiscal years, three open
payroll tax years, and three open budget years.

Accounts Receivable and Accounts Payable

In Peachtree, you will be able to enter more data about your customers and
vendors. In addition, you can create purchase orders and sales orders in
Peachtree.

Inventory

If you tracked inventory in One-Write Plus, you’ll be pleased with what
Peachtree has to offer. Peachtree offers stock items, calculated price levels,
assemblies, and inventory costing.

13
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Payroll

This is an area where Peachtree and One-Write Plus do things very differently.
In Peachtree, the payroll tax year is separate from the fiscal year. You will have
a fewer number of years in which to enter data.

Since much of your payroll data will not be converted, you will need to enter it
manually. Peachtree has a Payroll Setup Wizard to assist you in this process.

Also, if you subscribe to the Payroll Tax Update Service for Peachtree, you must
register your product. In One-Write Plus, you were not required to register the
service.

Jobs

In One-Write Plus, there are more job statuses available and you can turn off
jobs if you don’t want to use them. These features are not available in Peachtree.
However, Peachtree allows you to attach a job, phase, or cost code to line item
detail. This creates a more insightful job costing environment with enhanced
reporting on job income and expenses.

Note: Phase and Cost Codes are only available in Peachtree Complete and
Peachtree Premium.

How it looked in OWP. . . how it looks in Peachtree
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Now, let’s take a look at some of the windows in Peachtree. In this section we
will view some windows in One-Write Plus and the corresponding window in
Peachtree. This will give you an opportunity to see how different windows
compare in One-Write Plus and Peachtree.

Cards

In One-Write Plus, most information about customers, vendors, employees,
and so on is stored on Cards. In Peachtree, the same information is stored in
maintenance windows. Any maintenance window can be opened from the
Maintain menu in Peachtree.
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Let’s take a look at a Customer Card from One-Write Plus and a Customer
Maintenance window in Peachtree.

In One-Write Plus

@ Customer Card M= B3
CATEGORT FHFTO D SE M
Fesale |j SHIP TC 1 |j r
Bill To: Ship To: [ Use as default Ship To address
Boston Kite Supply Boston Kite Supply
Cuincy Market 455 Quincy Strret
Bostan | e ] aoooo = Bostan |[me[5aos2 I
Phone [(B17)623-8572 Ext |1121 Sales:
FALES ACCOUNT
Fax [(B17623-1111 Sales -
FRICE CODE FATTENT TERTTE
Contact |Larry Stone | 4 :I 5% 10 Nt 30 =
COMMENTE T [Ta% CODE TALESPERGON
A ma M M
CREDN STATUS |[CREDIT LT AIGH CREDIT
- | [Good %6, 000.00 6, 763555 |
Customer Balance §i6, 763 .55

In One-Write Plus, basic information is stored on the Customer Card. To
see more information about the account activity or other options available,
you have to click either the Activity or Option button to open an
additional window.

In Peachtree

B Maintain Customers/Prospects M= E3

=y 252 8 é’i% G &
’EEQ Save  Delete Changell e Evgr{ Log Help

¢ I~ Prospect

1]

I Inactive
General ] Sales Defaults T Payment Defaults T Custom Fields T History ]
When you convert
Contact: |Lan_|,| Stone | Customer Type: to Peachtree, if
IBi|| to Address vl Telephone 1: |(617) 623-8572 1121 gxtensions WEI’E
Telephone 2: included with
Address: [Quincy Market Fag [FEGTT ] phone.nu mbers,
. _| &l they will be added
-mail:
City. 5T Zip: [Boston [ M2 Jooooo o to the end of the
Courtry: {154 Web Site: wiel telephone number
Sales Tay [MA& o} Beginning Balances: ] in Peachtree.
Current Balance on Apr 16, 2003 D E.7E3.58 I |

In Peachtree, all of the customer information is stored in one window. You
can select any tab on the window to view additional customer information.

15
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This is how most maintenance windows will appear. The ID and name is
listed at the top of the window, with additional tabs to enter more data at

the bottom of the window.

Entries

Entries in One-Write Plus correspond to Tasks in Peachtree. The Write Checks

window, Sales/Invoicing window, and so on can be opened from the Tasks

menu in Peachtree.

Let’s take a look at the Inventory Invoice window in One-Write Plus and the

Sales/Invoicing window in Peachtree.

In One-Write Plus

Iem
-

CUSTOMER 1D | [FRETOD JOE 1D
BOSKITE ! [sHP TO1 T

FEF MO DATE TRVOICE T TFE
41 B3 INVOICE v

Bill Boston Kite Supply

Ship

Boston Kite Supply

To: Quincy Market

To:

455 Quincy Strret

Boston ha 00000 Usa,

Boston

BO0E2

s,
E

FLEFERTON F.0. HUREER ORDER DATE |[SHIF DATE
JH Ll 41 B3 41 B3
FRICE CODE FATRAENT TERMZ DUE DATE

Ordered Shipped Hem ID

Hem Description

FHIP 1A

DIZC DATE

4I26103

Tax CODI F.OE.
[ [

Unit Price

TIEC ARAGURT THETRUCTIONS
§0.20

Tax Extension

1 1 BLUE Blue Paper Kite 9.95|ha F9485 &
¥
Description Sales Tax $0.70| Subtotal $9.95
Shippi T Payment
Message *| ship Tax Fo.00(MA | $10.65

16
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In Peachtree

E Sales/Invoicing [_ (O] x|
§ i = =, L
Ny M Em. i g @ g E L 8wl @
Cloze Mew  Open T 5\5% T Print T E-mail  Del etev Fecur  Fow T _oﬁ Journal M Templatev Help T
Customer 10 | BOSKITE |'__\| Invoice
Bill To: Bostan Kite Supply Ship Ta: w Date: [ Jan 1, 2003 ;u
Quincy Market .
Boston, Mé 00000 LISA Boston Kite Supply IwaiceMo: [ ]
455 Quincy Skrrek D Drop Ship
Biostan EE
Customer PO Ship Yia Ship Date Terms Sales Rep AJR Account
| airbarne | ﬂ ;' 2%, 10, Met 30 Days | 3| 100z | r_\| 1100 | r_\l
Apply to Sales Order: 0,00 Inpply to Sales: 9.95
Cuankiby Ikem Description GL Account  Unik Price Tax Armounk Job
1.00 | BLUE EBlue Paper Kite 4000 995 1 9.95
4000 0.00] 1
Applz Tickets/Expenses Sales Tax: 070 | MA Q
Freight: 0.00
Other Applied Credits 0.00 10,65 Invoice Total
Amount Paid at Sale 0.00 10,65 Met Due

These two windows are very similar. The toolbar offers more options for both
windows. In One-Write Plus, there is a Mem button that allows you to
memorize transactions that recur on a regular basis. In Peachtree, the Memorize
button is equivalent to the Mem button in One-Write Plus. You can select the
Memorize button by clicking the drop-down arrow beside the Save button.
Additionally, in Peachtree you can e-mail sales invoices and see what journal
entries are being made for an invoice by selecting the E-mail and Journal
buttons, respectively.
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e Converting One-Write Plus
Company Data

Overview
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Peachtree has made it easier for you to convert your One-Write Plus company
data to the Peachtree format. With our easy-to-use Conversion Wizard, most of
the work associated with conversion is done for you. The One-Write Plus
Conversion Wizard guides you through the conversion process. The wizard asks
for key information about your accounting and costing methods. The wizard
also requests default purchase and sales account numbers as well as inventory
account numbers. The accounting information and account numbers that you
provide will be used to create your new company in Peachtree.



Starting the Conversion

Starting the Conversion
From the Peachtree Startup Screen

You can start the conversion in two places in Peachtree: the Peachtree Startup
screen and the Open Company window. If you are just starting Peachtree and
haven’'t opened a company yet, we suggest that you start the conversion from the
Peachtree Startup screen. However, if you have acompany open, we suggest that
you start the conversion from the Open Company window. Each option is

explained below.

From the Peachtree Startup Screen

The Peachtree Startup screen is the first screen that appears after you open

Peachtree.

= ;

Peachtree Accounting [ %]

*‘, § Open an existing company.

& Set up a new company.

Learn about Peachtree Accounting
through an online tutorial.

Explore a sample company.

Convert from a QuickBooks® or
One-Write® Plus company.

"’Ig Close this window.

select Convert from a Quickbooks or One-Write

Plus company. After you select the conversion option, the Convert a

Select the One-Write Plus option. After you select the One-Write Plus option,

the Open Company window appears, displaying only One-Write Plus

1 To start the conversion,
Company window appears.
2
companies.
3

Select the company you want to convert and click OK. After you click OK the

Conversion Wizard appears. Follow the steps of the wizard to begin the
conversion process. For more information, go to “Using the Conversion
Wizard to Convert a One-Write Plus Company” on page 23.
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From the Open Company Window

When you already have a company open or have closed the Peachtree Startup
screen, you will need to start the conversion from the Open Company window.
Follow the steps below to start the conversion from the Open Company
window.

1 From the File menu, select Open Company. After the Open Company
window appears, select One-Write Plus from the List Companies of Type

field.
Companies: Wirectornes:

Company Marne | Lazt Modified | Directory | (= peachw ;I Ok I
The Kite Store Mar 28, 03 DosOwPw ATHERIT... = Company

g :EESDG J Lancel |
(23 Fams LI Help |

[ries:
I (=i VI [ e, |

I List Companies of Type:

I One-wiite Plus = l

2 Select the company you want to convert from the list and click OK. After you
click OK, the Conversion Wizard appears. Follow the steps of the wizard to
begin the conversion process. For more information, go to “Using the
Conversion Wizard to Convert a One-Write Plus Company’” on page 23.

22
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Using the Conversion Wizard to Convert a One-Write Plus
Company

After you have selected the One-Write Plus company that you want to convert
to Peachtree, the Conversion Wizard appears. The wizard will ask you questions
about your company’s accounting and costing methods. It will also request
account information for inventory items, customers, and vendors being
converted to Peachtree. The account information that you select will be used
only for the records being converted, and not as the defaults for your company.

Let’s take a look at the One-Write Plus Conversion Wizard. The window
displayed below is the Welcome window, the first window of the Conversion

Wizard.
Convert One-Write Plus Company - Welcome [ %]

F ‘ Yelcome to the One-Write Plus® Conversion Wizard

Thiz wizard will walk pou through converting your One-\wWrite Plus compary.
“r'ou will be asked about:

®  Your accounting method

®  Your costing method
“f'our inventary accounts

“rour default purchase and sales accounts

Click Help for more information on any window,
Click Mest to continue.

Cancel Help
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1 Read the information on the Welcome window and click Next to continue.
The Accounting Method window appears.
B ‘ Accounting Method

Onewfrite Pluz allows ugers to enter accrual type transactions. [n Peachtree
Accounting, you must choose an accounting method. Select the accounting method vou will be
uzing for this compary.

Income iz recorded as you invoice customers, and expenses are recorded when you
receive bills from vendars, regardless of when cash is actually exchanged. Most
companies uze thiz method.

" Cash Basis
Income iz recorded when cash is received, and expenses are recorded when paid.
Unpaid credit zales and purchazes do not show on the General Ledger.

an i thod, it cannot be changed.

< Back I Mest » I Cancel | Help |

Hote - Once you

2 Select the accounting method for the company you are converting and select
Next to continue. You can select either the accrual or cash-basis accounting
method.

Accrual—In accrual accounting, income is recorded when you invoice
your customers.

Cash Basis—In cash-basis accounting, income is recorded when cash is
received.

After you select Next, the Costing Method window appears.

B ‘ Costing Method:

Peachtree tracks the value of inventory you have on hand, an accounting term
known az inventory costing. There are several different methods uzed to
determine thiz value. Select the inventary costing method to use for stock
inventory items that will be converted.

" LIFD [Last In, First Out]

" fverage Costing

Hote - Make sure you have chosen the appropriate costing method. The
costing method cannot be changed once the conversion is complete.

< Back I Mest » I Cancel Help
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Select the costing method for the inventory items being converted to
Peachtree. Costing is the method for tracking the value of your inventory
items. You can select one of three costing methods: FIFO, LIFO, or Average
Costing. If you don’t have inventory items, select the method you think you
might use. This can be changed later in Peachtree.

FIFO, (First In, First Out)—the cost of an inventory item is determined by
assuming that the oldest items are to be sold first.

LIFO (Last In, First Out)—the cost of an inventory item is determined by
assuming that the newest items are to be sold first.

Average Costing—the cost of an inventory item is determined by the
average price of all items.

Note

Make sure you select the appropriate costing method for the inventory
items being converted. The costing method for an item converted from
One-Write Plus cannot be changed once your company is converted to
Peachtree. Check with your accountant if you are unsure as to which
costing method to use.
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4

After you select a costing method, click Next to continue.

The Inventory Accounts window appears.

Note: The Inventory Accounts window will only appear if you have
inventory items set up in the One-Write Plus company being converted. If
the company does not have inventory items, this window will not display
and you will be taken to the Sales and Purchase defaults window. Go to
page 27 if the Inventory Accounts window does not appear.

Convert One-Write Plus Company - Inventory Accounts [ %]
- @ Inventory Accounts

Peachtree Accounting handles inventory differently than One-wiite Plus. Peachtree
Accounting tracks the walue of inventory on hand, so an additional [nventory type account iz
needed. Select the default inventory accounts for uge with this compary.

Sales ||
Ireventary I
LCost of Sales I

< Back I Mest » I Cancel | Help |

In the Inventory Accounts window, you will select sales and inventory
accounts for the items being converted to Peachtree. You will also select a
default cost of sales account for the company being converted.

Sales—Select the account that you want to use as the designated sales
account for the items that are being converted. Typically, you would
select an income account. This account will be credited when you sell
an item.

Note: The account you select will not be used as the default for all
inventory items. This selection only affects items being converted from
One-Write Plus.

Inventory—Select the account that you want to use as the designated
inventory account for the items that are being converted. The account
that you select will be debited when you purchase items and credited
when you sell items.

Note: The account you select will not be used as the default for all
inventory items. This selection only affects items being converted from
One-Write Plus.

Cost of Sales—Select a cost of sales account for use in the company
that is being converted. The cost of sales account that you select will be
debited when you sell items.
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Note: The cost of sales account you select here will be used as the
default for this company once it's converted to Peachtree.

5  Click the Lookup button (magnifying glass) to select the Sales, Inventory, and
Cost of Sales accounts. Then, click Next to continue.

The Sales and Purchase Defaults window appears.

Convert One-Write Plus Company - Sales and Purchase Defaults [ %]

- @ Sales and Purchase Defaults

Select the default zales and purchaze accounts for use with thiz company.

Default Purchaze Account I
Default Sales Account I

< Back I Mest » I Cancel | Help |

In the Sales and Purchase Defaults window, you will select a default
purchase and sales account for all vendors and customers converted from
One-Write Plus. The defaults that you select will only apply to converted
vendors and customers. After conversion, you will still need to set up
default accounts in Peachtree.

+ Default Purchase Account—Select the default purchase account
(usually an expense or inventory account) for all vendors converted
from One-Write Plus.

Note: The default purchase account you choose here applies only to
converted vendors. After conversion, you will still have to set up a
Peachtree default purchase account in Vendor Defaults.

+ Default Sales Account—Select the default sales account (usually an
income account) for all customers converted from One-Write Plus.

Note: The default sales account you choose here applies only to
converted vendors. After conversion, you will still have to set up a
Peachtree default sales account in Customer Defaults.

27



Converting One-Write Plus Company Data
One-Write Plus Conversion Guide

28

Click the Lookup button (magnifying glass) to select the default Purchase and
Sales accounts. Then, click Next to continue.

The Convert window appears.

B ‘ Begin Conversion

“f'ou are now ready to begin the conversion of your Dne-wiite Plus company data.
Fleaze verify the accuracy of the information listed below before selecting the
Convert button to begin the conversion.

Company Mame The Kite Store
Accounting Method Accrual
Costing Method FIFO
Inventary Sales Account 1000
Inventary Account 1000
Inventary Cost of Goods Sold Account 1000

Default Purchase Account 1000

Default 5ales Account 1000

< Back Cancel | Help |

The Convert window is the final window you will see before the conversion
process begins. It displays all the options you have chosen in the other
windows of the Conversion Wizard.

Verify that the information is correct, and then select Convert to begin the
conversion process. Or, if any of the displayed information is not as desired,
select Back to return to earlier windows, and then make any needed
corrections.

After you select Convert, the conversion process begins. Your One-Write
Plus company data gets automatically converted to the Peachtree format.
For more information about what data gets converted, see “What Gets
Converted and What Does Not?” on page 3.
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Once the conversion is complete, the finish window appears.

= ‘ Congratulations!

our One-wiite Plug company was successfully converted to the Peachtree
Accounting format. For information on completing your Peachtree Accounting
company setup, refer to the Peachtree Accounting U zer's Guide or online Help.

Click finish to close the Onewiite Plus Corversion YWizard and continue to the
Setup Guide.

< Back

[Carce| | Help |

This is the final window in the One-Write Plus Conversion Wizard. You

have successfully converted your One-Write Plus company to the Peachtree
format.
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= Peachtree Today - Setup Guide

J@Backﬂbeé

8  Select Finish to close the conversion wizard and begin using your Peachtree
company.

After you select Finish, Peachtree will open your newly converted company
and take you to the Setup Guide as shown below.

ISI=] E3

Peachtree
Today ™\

k= Tuesday, April 01, 2003
© Welcome

© My Business mmmm Setup Guide

© Daily Register
© My Resources Info, © General Ledger © Accounts Payable © Accounts Receivable ©Payroll ©lInventory 0..|:)|

© Navigation Aids @& More Info...

O Preferences
Welcorne to the Peachtree Setup
@ Setup Guide Guide, designed to walk you through
the process of setting up your
company within Peachtree, This Guide
will assist you so that you can easily
enter all of your business information,

Cnline Tutarial

What do you need to do first? we
recommend that you start with
General Ledger, setting up your chart
of accounts, General Ledger defaults,
Place the cursor over and beginning balances. Afterj that,

. _lr et more detail the order is up to you, Just click to
an icon to get maore details that page of the Setup Guide, and
start setting up your company.
However, if you want to be guided
through setting up your company, | ii

3

The Setup Guide takes you through a step-by-step process of setting up a new
company. While most of your company information has been converted, the
Setup Guide may help you get your new company completely set up and ready
to enter transactions. Go to “What to Do After the Conversion” on page 31 for
details on how to use the Setup Guide to finish the final setup work for your
company.
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e What to Do After the Conversione

Overview

Now that your company has been converted to Peachtree Accounting, you have
the final setup work to complete. As mentioned in the previous chapter, the
Setup Guide is a great place to start when you're setting up a company. In this
chapter, we will use the Setup Guide to complete the final setup work for your
company.

If you have further questions, or want more detail about the procedures listed
here, consult the Peachtree User’s Guide or Help.
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Using the Setup Guide to Set Up Your Company

After the conversion is complete, the Setup Guide will appear. The Setup Guide
presents a comprehensive outline of how to set up your company. While some
of the steps were completed during conversion, like entering vendor, customer,
item, and employee records, we suggest that you follow the Setup Guide step-
by-step. When the Guide suggests that you add records, you should verify that
all of your data records converted properly.

The Setup Guide is shown below.

mmmm Setup Guide

Info., © General Ledger © Accounts Payable © Accounts Receivable ©Payroll ©lnventory © Jobs

You can also open a
specific Setup Guide
page by clicking
the accounting

area above. Cnline Tutorial

Place the cursor over
an icon to get more details

&

\

Preparation Checklist Registration

On each page of the
Setup Guide, icons
allow you to open a
specific area in
Peachtree. For example,
if you click the Online
Tutorial icon above, the
Peachtree Tutorial will
open.

@More Info...

Welcome to the Peachtree Setup Guide, designed to walk you through the process
of setting up your company within Peachtree. This Guide will assist you so that you
can easily enter all of your business information.

What do you need to do first? We recommend that you start with General Ledger,
setting up your chart of accounts, General Ledger defaults, and beginning balances.,
After that, the order is up to you, Just click to that page of the Setup Guide, and
start setting up your company. However, if you want to be guided through setting up
your campany, simply follow the order in which Setup Guide pages are laid out,
Click the image at the right-hand bottomn of the page, and Peachtree will take you to
the next group of tasks to complete, But please note that the Setup Guide just
outlines the tasks most often performed in setting up a business; you may not need
to complete every setup task before you start working with Peachtree,

If you want additional information about the tasks available on a page, click More
Info at the right-hand top of the page. You'll see a drop-down menu of Help topics
that should answer your questions,

Fram the Information Page, you can review the Preparation Checklist, It will help
you gather information typically needed to set up a business, Or you can choose to
follow a brief tutorial that will let you practice working with Peachtree using sample
data. If you haven't already registered Peachtree, there is also a link that will take
you to the Registration window, To perform any of the tasks available from the
Infarmation Page, just click the appropriate image on the left,

You are guided

through each step of \ m‘@

the setup process. Set up General Ledger

Once you complete a
group of tasks, click
the icon at the bottom
of the page to go to
the next step.

You may not need to set up each area of Peachtree for your company. For
example if you don’t use Inventory, then you should skip that section of this

chapter.
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Preparing to Use Peachtree
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On the Info page of the Setup Guide, you have three options that help you get

ready to use Peachtree. You can learn about Peachtree, gather information to set
up your company, and register your product. Depending on how you want to

proceed, some of these options can be pursued later. However, in this section we
will explain each option.

1

Start the Online Tutorial.

If you want to learn the basics of how to use Peachtree, click the Online
Tutorial icon. The Peachtree tutorial is a guided tour that takes you
through everything from learning to navigate in Peachtree to running
reports and financial statements. The tutorial will enlighten you about
some of the many features that Peachtree has to offer.

Review the Preparation Checklist

Click the Preparation Checklist icon to learn more about the information
that you need to set up your company in Peachtree. The Preparation
Checklist is designed to assist you in making the decisions and assembling
the information needed to set up a business in Peachtree. Since most of
your company information was brought over to Peachtree during the
conversion, you may not need all of the information listed in the checklist.
However, we suggest that you review the information, paying particular
attention to Payroll.

Register your Peachtree Product.

Click the Registration icon to open the Registration page. Registration is
very important because it ensures that you receive timely program updates,
upgrade offers, exciting new product information, payroll tax update
service information, technical support options, and a variety of other
benefits.

After you have completed the steps desired, go on to setting up another area of
Peachtree. If you are following the Setup Guide, the next step is to set up the
general ledger.
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Setting up General Ledger

06T

Set up General Ledger

You can open the General Ledger page of the Setup Guide by either clicking the
Set up General Ledger icon at the bottom of the Info page or by clicking General
Ledger at the top of any Setup Guide page. There are four steps listed to set up
the general ledger. The steps are shown below.

IR L

Set up Your Chart of Accounts Set up Your Bank Accounts

|:| Completed D Completed

Setup
General Ledger

Select Your Enter Your G/L Account
General Ledger Defaults Beginning Balances
[] completed [] completed

To start a step, simply click the icon and the appropriate Peachtree window will
appear. As mentioned earlier in this guide, the conversion may have already
completed some of the steps listed. Let’s take a look at the steps needed to set up
your general ledger.

1 Set up Your Chart of Accounts

Click the icon to open the Maintain Chart of Accounts window. The
Maintain Chart of Accounts window is used to:

add a new account

define an account type

modify the description of an existing account
delete an account

create a budget for either or both the current and next fiscal years
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In this step, you will need to verify that all of your accounts from One-
Write Plus converted properly. You also need to verify balances and budget
amounts for each account. Use the Back or Next (arrow) buttons next to
the Account ID field to go to the previous or next record. Select the Budget
tab to view the budget information for each account. In Peachtree
Premium, select Budgets from the Maintain menu to view your budget
information.
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Tip

An easy way to verify beginning balances on one window is to click the
Beginning Balances button on the Maintain Chart of Accounts window. Then,
select the period you want to display. All beginning balances for each account in
the Chart of Accounts will be displayed. We suggest that you use the Chart of
Accounts and General Ledger Reports from One-Write Plus to verify the
information.

If you prefer to verify your information by report only, you can compare
the General Ledger Report from One-Write Plus with the General Ledger
Report from Peachtree. When you are comparing reports make sure that
you are comparing the same period. To print the General Ledger Report in
Peachtree, select General Ledger from the Reports menu. Then, double-
click the General Ledger Report in the Report list. Select the Print button
to print the report.

2 Set up Your Bank Accounts

If you click the Set up Your Bank Accounts icon, the Maintain Chart of
Accounts window will open. This step is meant to allow you to add another
bank account if you need to. If you don’t need to add a new account, you
can skip this step. Most users will be able to skip this step.

3 Select Your General Ledger Defaults

Click the icon to open the General Ledger Defaults window. In the General
Ledger Defaults window, you will need to select a default rounding
account.

Since Peachtree has the ability to round financial statements either to
whole dollars or to whole thousands of dollars, an account is needed to
collect the rounding difference when you choose to round totals. The
rounding account is used by Peachtree to store rounding differences for
financial statements; it can be either a balance sheet account or an income
statement account. However, we recommend that you use a Retained
Earnings account.
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Enter your G/L Account Beginning Balances

Instead of entering G/L Account Balances, verify the general ledger account
balances that were converted from One-Write Plus. Click the icon and
select a period to display. After you select a period to display, the Chart of
Accounts Beginning Balances window will appear. If any information is
incorrect, update the beginning balances with the correct information.

Setting up Accounts Payable

Set up Accounts Payable

The Accounts Payable page of the Setup Guide helps you set up information for
balances you owe to vendors for good, supplies, and services that you've
purchased. You can open this page by either clicking the Set up Accounts
Payable icon at the bottom of the General Ledger page or by clicking Accounts
Payable at the top of any Setup Guide page. There are three steps listed to set up
accounts payable. The steps are shown below.

Set up Your Vendors

Select Your Vendor Defaults

|:| Completed

Set up
Accounts Payable

Enter Your
Vender Beginning Balances

D Completed D Completed

To start a step, simply click the icon and the appropriate Peachtree window will
appear. As mentioned earlier in this guide, the conversion may have already
completed some of the steps listed. Let’s take a look at the steps needed to set up
your accounts payable.

1

Select Your Vendor Defaults

Click the icon to open the Vendor Defaults window. In the Vendor Defaults
window, you can set up default (common) information for vendors. Enter
basic setup information that applies to most of your vendors and
purchases. Then, when you set up new vendors and enter transactions, the
default information is automatically included. This can save a great deal of
time during data entry.
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The Vendor Defaults window has four tabs:

« Payment Terms—On this tab, you set up default (standard)
payment terms for your vendors and default purchase and discount
G/L accounts.

« Account Aging—On this tab, you set up how purchase invoices are
aged and what aging brackets will be used for accounts payable.

+ Custom Fields—On this tab, you set up custom field names for
your vendor records. This information is brought over during the
conversion. Verify that the custom fields are correct.

+ 1099 Settings—On this tab, you establish how 1099 calculations
will be made for each of the general ledger accounts in your chart of
accounts.

For more information about what to enter on the tabs in this window,
select the Help button.

Set up Your Vendors

Click the icon to open the Maintain Vendors window. In the Maintain
Vendors window, you can enter, change, and store information about the
companies and people you purchase goods and services from. Information
about vendors is stored on four different tabs. Click the tab to view the
additional vendor information.

In this step, verify that all of your vendors from One-Write Plus converted
properly. Also, if there is information that you want to add to the vendor
record, for example an e-mail or Web address, enter it as you verify your
records. Use the Back or Next (arrow) buttons next to the Vendor ID field
to go to the previous or next record.
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If you printed the Vendor Card Report from One-Write Plus, use it to
compare and verify the vendor information that was converted to
Peachtree.

Enter Your Vendor Beginning Balances

Click the icon to open the Vendor Beginning Balances window. Beginning
Balances consists of outstanding invoices that you have not entered in
Peachtree as a purchase or a payment.

In this step, verify that your beginning balances from One-Write Plus
converted properly. If you need to change information, select the vendor
name on the Vendor Balances tab; then enter amounts for outstanding
invoices on the Purchases from tab.
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Setting up Accounts Receivable

Set up Accounts Receivable

The Accounts Receivable page of the Setup Guide helps you set up Peachtree to
track amounts owed to you by customers for items or services you sold to them.
You can open this page by either clicking the Set up Accounts Receivable icon at
the bottom of the Accounts Payable page or by clicking Accounts Receivable at
the top of any Setup Guide page. There are four steps listed to set up accounts

payable. The steps are shown below.

G =ec]
—=n
|
o —
Select Your Select Your
Customer Defaults Statement & Invoice Defaults
|:| Completed D Completed

Set up
Accounts Receivable

( B =
Set up Your Customers Enter Your Customer
Beginning Balances
D Completed D Completed

To start a step, simply click the icon and the appropriate Peachtree window will
appear. As mentioned earlier in this guide, the conversion may have already
completed some of the steps listed. Let’s take a look at the steps needed to set up
your accounts receivable.

1 Select Your Customer Defaults

Click the icon to open the Customer Defaults window. In the Customer
Defaults window, you can set up default information for customers. You
enter the most common information. Then, when you set up new
customers and enter transactions, the default information is automatically
included.

The Customer Defaults window has five tabs:

« Payment Terms—On this tab, you set up default (standard)
payment terms for your customers and default sales and discount
G/L accounts.

« Account Aging—On this tab, you set up how sales invoices are aged
and what aging brackets will be used for accounts receivable.
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+ Custom Fields—On this tab, you set up custom field names for
your customer records. This information is brought over during
the conversion. Verify that the custom fields are correct.

+ Finance Charges—On this tab, you set up when and how finance
charges are calculated for your customers.

« Pay Methods—On this tab, you set up payment methods for your
customers or deposit ticket 1D properties.

For more information about what to enter on the tabs in this window,
select the Help button.

Select Your Statement and Invoice Defaults

Click the icon to open the Statements/Invoices Defaults window. In this
window, you set up default information for printing customer statements
and sales invoices. These options let you customize your customer
statements and invoices including print options and dunning messages.
The defaults you enter here are used throughout Peachtree.

Select the information desired on the Statement Print Options tab, then
select the Dunning message tab to enter text for dunning messages. If you
are not sure what to select or enter on either of these tabs, click Help for
more information.

Set up Your Customers

Click the icon to open the Maintain Customers window. In the Maintain
Customers window, you can enter, change, and store information about
companies and people you sell goods and services to. You can also enter
information about companies and people you would like to do business
with (prospects). Information about customers is stored on five different
tabs. Click the tab to view the additional customer information.

In this step, verify that all of your customers from One-Write Plus
converted properly. Also, if there is information that you want to add to
the customer record, for example an e-mail or Web address, enter it as you
verify your records. Use the Back or Next (arrow) buttons next to the
Customer ID field to go to the previous or next record.
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Tip

If you printed the Customer Card Report from One-Write Plus, use it to
compare and verify the customer information that was converted to
Peachtree.
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Setting up Payroll

Enter Your Customer Beginning Balances

Click the icon to open the Customer Beginning Balances window.
Beginning Balances consists of outstanding invoices that you have not
entered in Peachtree. You can enter the numbers of the actual invoices you
sent to the customer.

In this step, verify that your beginning balances from One-Write Plus
converted properly. If you need to change information, select the customer
name on the Customer Balances tab; then enter amounts for outstanding
invoices on the Invoices from tab.

Tip: You can use the Customer Analysis Report from One-Write Plus to
compare and verify your customer beginning balances.

After the conversion, Payroll is the area in Peachtree where you will have to do
the most setup work. Since Peachtree handles payroll differently than One-
Write Plus, much of your payroll information did not get converted, including

Set up Payroll

beginning balances.

The Payroll page of the Set up Guide will help guide you through the process of
setting up your payroll. You can open this page by either clicking the Set up
Payroll icon at the bottom of the Accounts Receivable page or by clicking Payroll
at the top of any Setup Guide page. There are three steps listed to set up payroll.
The steps are shown below.

Select Your Employee Defaults

Completed
Enter Your Employee
Set up Your Employees Beginning Balances
Completed Completed
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To start a step, simply click the icon and the appropriate Peachtree window will
appear. As mentioned earlier in this guide, the conversion may have already
completed some of the steps listed. Let’s take a look at the steps needed to set up
your payroll.

1 Select Your Employee Defaults

Click the icon to open the Employee Defaults window. In the Employee
Defaults window, you can set up default (common) information for
employees. Enter basic setup information that applies to most of your
employees and payroll transactions. Then, when you set up new employees
and enter paychecks, the default information is automatically included.
This can save a great deal of time during data entry.

The Employee Defaults window has four tabs:

+ General—On this tab, you set up basic default information for your
employees, including state and locality, W-2 payroll field
assignments, and custom field names. Custom field names are
brought over during the conversion. Verify that they are correct.
Some names may be shortened because of field limits in Peachtree.
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Note

If you converted from One-Write Plus versions 8.0 or 8.01, you will need to
manually enter earnings or employer contributions that were assigned to W-2
Box 13 in One-Write Plus. This information is now reported in Box 12 on the
W-2 form. Click the W-2 button to enter the earnings and employer
contributions.

+ Pay Levels—On this tab, you define hourly and salary pay level
names. This information is brought over during the conversion.
However, we convert the earning code ID rather than the earning
name. Verify and add more pay levels if you desire.

+ EmployEE Fields—On this tab, you set up defaults for how
Peachtree handles employee gross pay including any applicable
calculations.

+ EmployER Fields—On this tab, you set up defaults for how
Peachtree handles employer-paid taxes and contributions.

For more information about what to enter on the tabs in this window,
select the Help button.

2 Set up Your Employees

Click the icon to open the Maintain Employees/Sales Reps window. In the
Maintain Employees/Sales Reps window, you can enter, change, and store
information about your company employees and sales reps. Information
about employees or sales reps is stored on six different tabs. Click the tab to
view the additional employee information.



Using the Setup Guide to Set Up Your Company
Setting up Payroll

In this step, verify that all of your employees and sales reps from One-Write
Plus converted properly. Also, if there is information that you want to add
to the employee record, for example an e-mail address, enter it as you
verify your records. Use the Back or Next (arrow) buttons next to the
Employee ID field to go to the previous or next record. Be sure to verify
data on every tab for each employee.

If you printed the Employee Card Report from One-Write Plus, use it to
compare and verify the employee information that was converted to
Peachtree.

Enter your Employee Beginning Balances

Click the icon to open the Employee Beginning Balances window. Entering
your employee beginning balances correctly ensures that your monthly,
quarterly, or year-end reports will print correctly. You can enter a
beginning balance for each employee and edit it at any time—it does not
affect the general ledger. We suggest that you enter beginning balances for
employees before entering any payroll transactions.

To enter a beginning balance for an employee, click the magnifying glass
(lookup) button next to Employee ID field. Then, select an employee and
click the OK button to open the record. Set up dates for the balances you're
going to enter. You can enter up to 52 dates for paychecks or you can enter
quarterly dates, so that quarterly reports and W-2s will compute properly.

When you have finished entering beginning balances for an employee,
click the Save button and then select another employee.
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Setting up Inventory

Set up Inventory
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The Inventory page of the Setup Guide helps you set up Peachtree to track the
quantity (value) of goods on hand and available for sale. You can open this page
by either clicking the Set up Inventory icon at the bottom of the Payroll page or
by clicking Inventory at the top of any Setup Guide page. There are three steps
listed to set up inventory. The steps are shown below.

1=

Select Your Inventory Defaults

|:| Completed

Set up Inventory

Enter Your lnventory

Set up Your Inventory ltems Beginning Balances

|:| Completed |:| Completed

To start a step, simply click the icon and the appropriate Peachtree window will
appear. As mentioned earlier in this guide, the conversion may have already
completed some of the steps listed. Let’s take a look at the steps needed to set up
your inventory.

1

Select Your Inventory Defaults

Click the icon to open the Inventory Defaults window. In the Inventory
Defaults window, you can set up default information for inventory items.
You enter the most common information. Then, when you set up new
inventory items and enter transactions, the default information is
automatically included.

The Inventory Defaults window has five tabs:

General—On this tab, you make basic choices about how inventory
items will be handled in Peachtree.

GL Accts/Costing—On this tab, you set up the default or most
common General Ledger accounts for each item class in inventory.

Taxes/Shipping—On this tab, you set up default tax type categories
and shipping methods for your inventory items.
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+ Custom Fields—On this tab, you set up custom field names for
your inventory item records. We have provided field names for
common business data, but you can change these to match your
business needs.

+ Price Levels—On this tab, you set up sales price levels for your
items. Price levels offer you a way to charge different prices to
different customers.

Set up Your Inventory Items

Click the icon to open the Maintain Inventory Items window. In the
Maintain Inventory Items window, Peachtree tracks the inventory items
you buy and sell and automatically updates the quantities after each posted
transaction. Information about inventory items is stored on five different
tabs. Click the tab to view the additional inventory item information.

In this step, verify that all of your inventory items from One-Write Plus
converted properly. Also, if there is information that you want to add to
the inventory item record, enter it as you verify your records. Use the Back
or Next (arrow) buttons next to the Item ID field to go to the previous or
next record. Be sure to verify data on every tab for each inventory item.

Note: Quantity on Hand amounts did not get converted from One-Write
Plus. You can either enter them here or in the next step when we enter
beginning balances.

If you printed the Inventory Card Report from One-Write Plus, use it to
compare and verify the inventory item information that was converted to
Peachtree.

Enter Your Inventory Beginning Balances

As mentioned earlier, the quantity-on-hand for inventory items did not get
converted from One-Write Plus. You will need to enter these quantities
manually for each inventory item.

Click the icon to open the Inventory Beginning Balances window.
Beginning Balances for inventory items includes the quantity, unit cost,
and total cost of the inventory.

Select an item from the list and enter the quantity and the unit cost. The
total cost will be calculated automatically. Repeat this step for all inventory
items.
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8

Set up lobs

The Jobs page of the Setup Guide helps you set up Peachtree to track all the costs
and revenues associated with a specific project. You can open this page by either
clicking the Set up Jobs icon at the bottom of the Inventory page or by clicking
Jobs at the top of any Setup Guide page. There are three steps listed to set up
jobs. The steps are shown below.

=

Select Your Jobs Defaults

|:| Completed

Sl

Enter Your Jobs
Set up Your Jobs Beginning Balances

|:| Completed |:| Completed

To start a step, simply click the icon and the appropriate Peachtree window will
appear. As mentioned earlier in this guide, the conversion may have already
completed some of the steps listed. Let’s take a look at the steps needed to set up
your jobs.

1 Select Your Job Defaults

Click the icon to open the Job Defaults window. In the Job Defaults
window, you can set up custom field names for your job records. Custom
fields offer you a way to keep track of specific information about the
people who supply you with goods and services. We have provided some
common custom field names, however you may change them to better suit
your business needs.

2 Set Up Jobs

Click the icon to open the Maintain Jobs window. In the Maintain Jobs
window, you can track the costs associated with the completion of a job or
project. These can include expenses associated with purchasing materials
or paying for labor, equipment, or subcontractors. Information about jobs
is stored on three different tabs. Click the tab to view the additional job
information.



Using the Setup Guide to Set Up Your Company
Setting up Jobs

In this step, verify that all of your jobs from One-Write Plus converted
properly. Also, if there is information that you want to add to the job item
record, enter it as you verify your records. Use the Back or Next (arrow)
buttons next to the Job 1D field to go to the previous or next record. Be
sure to verify data on every tab for each job.

If you printed the Jobs Card Report from One-Write Plus, use it to
compare and verify the jobs information that was converted to Peachtree.

3 Enter your Jobs Beginning Balances

Since Peachtree and One-Write Plus handle jobs differently, none of your
beginning balances were converted. You will have to enter them manually.

Click the icon to open the Jobs Beginning Balances window. Beginning
Balances for jobs includes expenses and revenue received for the job. To
enter job beginning balances, select the job name on the Job Balances tab;
then enter dates and amounts for expenses and revenue on the Job Entries
for tab. Repeat this step for all of the jobs that were converted from One-
Write Plus.

Now that you have completed the setup work for Peachtree, you can begin using
Peachtree to enter transactions. We suggest that you review your Peachtree
User’s Guide or the online Help to learn more about how things work in
Peachtree.
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