TROUBLESHOOTING TIPS
The Troubleshooting Tips are organized by topic or error message, then by chapter. 

WINDOWS 2000 INSTALLATION
Students must have admin rights to their own machine, as they must have complete access to the registry and ini files. There is no workaround for this. This affects Windows 2000 and Windows NT because of the security of these platforms.

Here is information on how to install Peachtree Complete Accounting with Windows 2000. Temporarily grant administrative rights to the user—"Open" (no password, not account-based), then install the software.  Revert Open to the normal rights granted to open lab users. The Peachtree installation is standalone; the printers are networked.

PEACHTREE SHUTDOWNS; ILLEGAL OPERATION ERRORS
The problem may be that Internet Explorer 5.5 Service Pack 2 and Internet Explorer 6.0 cause VB Script to unload from memory too quickly, and then you get the memory error. The VB script comes from the Peachtree Today page as it loads. Start Peachtree and open a company, then if necessary, open Peachtree Today. From the Peachtree Today window, select Preferences. In the Start Up area, make sure that the box next to “Display Peachtree Today each time the company is open is unchecked.” Close the Peachtree Today window by clicking [image: image1.bmp] on its title bar. Then, you will need to rename the subfolder (subdirectory) called PTToday in the C:\peachw folder. Rename the PTToday folder DONOTUSE. When you start Peachtree if you get a 404 error, just close the Internet Explorer page. Your program should not terminate any longer.
SINGLE USER ACCESS ERROR
1.
With regards to the error "You are attempting to perform a process to your
computer data that requires singer user access.  Please try again when no other users are accessing Peachtree Accounting for Windows" this may indicate that the program was closed abnormally, usually by hitting Ctrl, Alt, Del or just powering the computer off. This does not allow Peachtree to close all the files, then when the user attempts tasks in Peachtree the program believes files are in use, which causes the error.  As simple as it may seem, rebooting will take care of the problem.

OR,

2.
What causes single user access errors is either another user in the database at the same time someone is trying to do a backup or a damaged .LCK file. Have them reboot then do a find for *.LCK and make the look in the area of the drive with the data. Delete all of the .LCK files and they will recreate the next time Peachtree is opened.

COMPANY NOT LISTED
I have a backup disk for my company, but the company is not shown on Peachtree's "Open an Existing Company" screen or on Peachtree's "Company Name" list? What should I do?
Use the New Company Setup Wizard to set up the company. (Remember to double-check that the company is not listed, click on the Browse button from the "Open an Existing Company" screen.)   

Once you set up a new company, a folder (subdirectory) is also placed on your hard drive for that company. Since you are going to restore data from your backup disk for that company, you just need to type a name and address on the New Company Setup Wizard's "Company Information" screen.  Then, click on Next repeatedly until you are at the "Finish" screen. Now you are ready to restore the appropriate file from your backup disk.

DUPLICATE COMPANY NAMES

Here are some suggestions for the problem of duplicate company names:


1. Exit Peachtree and any other open programs.

2. Go to Peachtree's directory on the hard drive and delete the folder for
the company that has duplicate names. For example, delete the subdirectory
for Matt Lowe, Photography (c:\peachw\matlowph-- the subdirectory is the Matt Lowe folder).

3. Empty the recycle bin.

4. 
Restart the computer.

When setting companies up in Peachtree, use a unique name. For example,
instead of Matt Lowe, Photography, use the Student Name, Photography. This will set up individual folders on the hard drive for the company. The company may have been duplicated because students are using the same name each time they set up the company. Remember, each time a new company is set up, Peachtree identifies that company with a shortened name in the c:\Peachw folder.
PEACHTREE’S KNOWLEDGE CENTER
Go to www.peachtree.com/support. Log in to Peachtree Passport. First time users become a passport member; then use Peachtree’s knowledge base to find answers. For example, what should you do if you get a Btrieve error? Follow these steps to access Peachtree’s Knowledge Center.
1. Go to www.peachtree.com/support. If necessary, become a Peachtree Passport member. Then, link to your email account to activate your Peachtree Passport account.
2. After establishing your Peachtree Passport account, click on “Access the Peachtree Knowledge Center.” Then, log in to the Peachtree Knowledge Center, by clicking on “Click here to Sign in Now!” After typing your email address and password, and clicking on “Log In,” continue to the Peachtree Knowledge Center. Link to “Find Answers.”

3. In the Products and Services field, select Peachtree Complete Accounting.

4. Type Btrieve in the Search text field, a list of answers to your query displays. Link to the appropriate answer.
CHAPTER 1

Startup Screen, page 12
What if the startup screen does not appear? That means someone has turned off this option. Follow these instructions to open the sample company if the startup screen did not display.

1.
At the Peachtree Accounting menu bar, click on Options. 

2.
Make sure there is a check mark next to “View Startup Screen.”

3.
Click on File. The file menu drops down. 

4.
Click on Open Company and the "Open Company" window displays.

5.
In the "Company Name" box, double click on Bellwether Garden Supply (or appropriate company). The menu bar for Bellwether Garden Supply (or other company opened) displays. You are now ready to use the company.

Backups, page 15
Use one blank, formatted disk to make the first back up of Bellwether Garden Supply data. PCA compresses the backup file, which makes the data smaller. Or, back up (or save) your data to the appropriate network or hard drive location.  

You should have at least two chapters of data backed up before reformatting a disk used in an earlier chapter.  For example, you may reformat the disk used to back up Chapter 1.ptb (disk 2 or 18) when you are ready to back up Chapter 3.ptb.  Refer to the chart on textbook page 2 for backup information.

When you back up, you are saving to the current point in Peachtree. Each time you make a backup, you should type a different backup name (file name) to distinguish between them. In this way, if you need to restore an earlier backup, you have the data for that purpose.

Peachtree backup extensions, page 17 

If your Peachtree backups do not have a .PTB extension, follow these steps. The steps that follow are for Windows XP; they will vary slightly for different version of Windows:

1. 
Click on the <Start> button, then All Programs.  Select Accessories, then Windows Explorer.

2. 
From the menu bar, click on View, then Choose Details. 

3. Make sure the box next to “Type” is checked. If necessary, click on the box to check it.

4. Check on OK. Your PCA files will now have file extensions.

5. Click on File, Close to close Windows Explorer.

Internet Activities and Going to the Net Exercises, pages 41 and 42
The textbook website at www.mhhe.com/business/accounting/yacht2003 has  “Student Center” links for both the Internet Activities and Going to the Net exercises. Check these sties, as well as the Textbook Updates link, for updates. 

CHAPTER 2

GL Account column, page 52

What if your "Purchases/Receive Inventory" window does not show an "A/P Account" field or "GL Account" column? You should check your settings in the Options/Global selection.  Make sure that the boxes in the "Hide General Ledger Accounts" section are unchecked.  These steps were shown on textbook page 54.
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Vendor ID field, page 53
If the “Vendor ID” box is not completed, the Automatic Field Completion option is not selected.  Click on Options, then Global.  Click on the "General" tab.  In the "Smart Data Entry" section, make sure that a check mark is placed next to “Automatic field completion.”  Click on <OK> when you are finished.

Decimal Entry, page 54

If “20.00” does not display in the “Quantity” column, click on Options; Global. Make sure that the “Decimal Entry” shows “Manual;” and that the “Number of decimal places” is “2.” 
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Check Number field, page 67
On the "Payments" window, observe that the "Check Number" field is blank. The check number is assigned when you print. You only enter a check number if you are not going to print checks. In Chapter 2, you print checks on textbook pages 68 - 71.

Printing Checks, page 69

The steps for printing checks instruct you to select "AP Preprint 1 Stub" as the form to print.  If this form does not print, select another one. The form you select is tied to the kind of printer you are using.  Depending on your printer, you may need to make a different selection.
CHAPTER 3

GL Account column, page 86
If the “GL Account” column is not displayed on the “Quotes” window, you need to check your global settings. Refer to the steps on textbook page 52 to make sure that the boxes in the “Hide General Ledger Accounts” section are unchecked (see Options/Global).
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Sales Quote, page 88
When a sales quote is posted, you are not updating any general ledger accounts.  That is handled through the Sales/Invoicing task, which you will work with after you convert the quote and print the sales order.

Invoice Number field, page 100
Observe that the "Invoice #" box is blank. The invoice number, similar to the check number, is assigned when you print. You only enter an invoice number if you are not going to print invoices.  You print the sales invoice on textbook pages 104 - 107.  

CHAPTER 4

Printing payroll checks, page 140
The form you select is tied to the kind of printer you are using.  For example, if you are using an HP DeskJet 520, the form that you should select is "PR MultiP Cks 2 Stub."  You may need to make a different selection depending on your printer.

Payroll check forms, page 142
The textbook check illustrations show preprinted forms. Your checks will print on plain paper.

Payroll accounting defaults, page 143
In Chapter 14, Payroll, you will learn how to set the defaults for the payroll accounts. Each employee and employer deduction will be set for individual liability accounts and expense accounts. The sample company is used as an example of automatic payroll processing but does not reflect correct payroll accounting procedures.
CHAPTER 6

Exercise 6-2 back up disk, page 197
Do not reformat the Exercise 6-2.ptb back up disk.  You will restore Exercise 6-2 data to complete the exercises in Part 4 of the textbook.
CHAPTER 9

Chart of Accounts, page 258
If you want your Chart of Accounts printout to show the entire account description, click on the “Design” icon, then select <OK>.  Move your mouse to the blue arrows ( between columns.  The cursor becomes a crossbar.  Left click on the crossbar and drag your mouse to the right.  After you have adjusted the “Account Description” column, click on the “Print” icon to print the chart of accounts.  When you click on the "Close" icon, a screen prompts that "The report has been modified.  Do you want to save it?," click on No.
Beginning Balance Equity account, page 268

After entering the chart of accounts beginning balances on pages 260 - 266, Peachtree automatically sets up Account No. 39004, Beginning Balance Equity; Account Type, Equity, doesn’t close.  Beginning Balance Equity is a clearing account that is not used in this text.  You may want to delete it so that your chart of accounts matches the one shown on page 258.

Selecting the Beginning Balance Period, page 262
Observe that the balance sheet on textbook page 260 is for October 1, 2003. Beginning balances must be set for the preceding month–September 1 through 30, 2003.  You select September 1 through 30, 2003, because Peachtree posts on the last day of the month (September 30).  When you select September 1 through 30, 2003, as your chart of accounts beginning balance period, your journals will start on October 1, 2003, and your reports will be dated October 31, 2003.  The September 30 ending balance is the October 1 beginning balance.

In Chapter 10, you will print end-of-year financial statements.  In order for your end-of-year financial statements to show the correct current month and year-to-date amounts, you must set your beginning balances for the preceding month.  Select September 1 through 30, 2003, as the period for setting beginning balances.  The beginning balance period cannot be changed later.

Beginning Balances as of September 30, 2003, page 263

What if your “Trial Balance” does not show “0.00.” Make sure that you entered debit balances for assets and credit balances for liabilities and capital accounts.

Using Windows Explorer to See the File Size, pages 265-266
Peachtree sets a folder on the hard drive for each company.  For example, the folder for Matt Lowe, Photography, is "C\Peachw\matlowph."  To use Windows Explorer to see the size of your company, follow steps 1 -4 on pages 265-266. 
Copying the Matt Lowe, Photography folder from drive C to a floppy disk in drive A, page 270
The instructions on pages 266 - 269 show you how to use Peachtree’s Back Up feature. You learned that when you back up the company file to drive A, the information is compressed or made smaller. Peachtree’s Back Up feature works with their Restore feature, which is shown on this page and pages 271 - 274.  What if your instructor prefers that all of the company files be copied or saved? 
Peachtree sets up a folder on the hard drive for each company. For example, the folder for Matt Lowe, Photography is "C\Peachw\matlowph."  To copy the contents of that folder to a floppy disk, follow steps 1 - 6. You need one blank, formatted disk.
1. 
Go to Windows Explorer and open the folder for Matt Lowe, Photography: C:\Peachw\matlowph.  (Your hard drive may show a different folder. Peachtree uses the first three letters of the first and last name plus the first two letters of the company name for subfolders.)

2. 
Observe that the "matlowph" subfolder uses 1.26 MB (megabytes).  This means that the Matt Lowe subfolder uses 1,324,588 bytes on one blank, formatted disk to copy the files from drive C to drive A.  

3. 
Label the disk 1, Matt Lowe, Photography.  Put the disk in drive A.

4. 
Right-click on the "matlowph" folder.  Then, left-click on "Copy."

5. 
On your "Folders" list, right-click on drive A: "3½ Floppy (A:)."  Then, left-click on "Paste."

6. 
The contents of the "matlowph" folder from drive C copies to the floppy disk in 

drive A.  When you are finished, close Windows Explorer.

In this example, you used Windows Explorer to move all the contents of the "matlowph" subfolder from drive C to drive A.

Peachtree Company not listed, pages 270
You can copy, then paste the contents of the matlowph folder from a floppy disk, Zip disk, or CD-RW disk to Peachtree’s hard-drive location on another computer; for example, copy a:\matlowph, then paste to c:\peachw. 
To open companies, Peachtree needs read/write access. This means that you can use a floppy disk, Zip disk, or CD-RW disk to copy/paste company folders to another computer. (Hint: A CD-R disk is “Read Only” and does not have read/write access.) If your computer has a CD-ROM drive and not a CD-RW drive, use a Zip disk or blank, formatted floppy disk to copy Peachtree company folders.
Two decimal places, page 274
If you changed the global setting for an automatic decimal point in Chapter 2 on page 54, you do not have to do this again.

If you did not change the global setting for an automatic decimal point, follow these steps to do so:

1.
From the menu bar, click on Options, then Global.

2.
In the “Decimal Entry” area, click on “Manual.”  When “Manual” is selected, a black circle is placed within a circle (radio button).

3.
In the “Number of decimal places” box, make sure the number 2 is selected.

4.
Click on <OK>.

When global options are selected, this feature is in effect for all companies.

Unit price displays incorrectly, page 277
When you enter 12000 does 120.00 display in the “Unit Price” field rather than 12,000.00?  To change the global setting for an automatic decimal point, follow these steps:

1. From the menu bar, click on Options, then Global.

2. In the “Decimal Entry” box, click on “Manual.”  When “Manual” is selected, a black circle is placed within a circle (radio button).

3. In the “Number of decimal places” box, make sure the number 2 is selected.

4. Click on <OK>.

When global options are selected, this feature is in effect for all companies.

Check Number field, page 282
PCA automatically completes the “Check Number” box once the first number is typed.   After you type another reference in the “Check Number” box (for example, ATM), then you will have to type the appropriate check number.
Income Statement without zero balances, page 293
To print an Income Statement without zero balances, uncheck the "Show Zero Amounts" box on the "<Standard> Income Statement Options" window.

CHAPTER 10

Before Journalizing Chapter 10 entries, page 309

Before you start journalizing entries, you should make sure that you are starting with correct data. To do that, display the General Ledger Trial Balance XE "General Ledger Trial Balance"  and compare it to the one shown on page 290 in Chapter 9. Since you changed accounting periods on pages 308, your trial balance will be dated November 30, 2003.

Double-check that Account No. 10200, Regular Checking Account, shows a balance of $15,481.16, which is the same as the starting balance on page 309’s  check register.
Year-To-Date column is different on Financial Statements, pages 330-333

If your financial statements do not agree with the printouts, edit your journals, post, then reprint your reports.  If your “Year to Date” column does not agree with what is shown on the Statement of Cash Flow, p. 332, and the Statement of Changes in Financial Position (p. 333, refer to “Entering Chart of Accounts Beginning Balances” in Chapter 9 on pages 260 - 263. Correct year-to-date balances depend on setting the beginning balances correctly for 9/1/03 through 9/30/03 (see the screen illustration on p. 262).
Closing the Fiscal Year, page 3335
When I start the Year-End Closing process, Peachtree says that not all journals are posted. You may be using "Batch" posting instead of "Real-time" posting. From the menu bar, select Maintain/Company Information. The "Posting Method" field should show "Real-time." If necessary, select "Real-time" instead of "Batch."  If this is not the case, you may have selected the "Memorize" button instead of "Save" to post from one of the Tasks windows. On each Task window, there is a "Save" button with a down-arrow next to it. If you accidentally selected the down-arrow, then clicked on "Memorize," your transaction was not posted.

Follow these steps to see if you have any memorized transactions: Go to Maintain, Memorized Transactions. Then follow this example: 1) select "Payments" from the memorized transactions drop-down list. 2) Look in the "Transaction ID" field.  If anything is listed, select it. 3) On the "Maintain Memorized Payments" window, there is a "Select" button. Click on the "Select" button to insert into a Tasks window. Then, by clicking on "Save" from the tasks window, the transaction can be posted. 4) Go back to Maintain, Memorized Transactions and check each option.

CHAPTER 11

Unique company name, pages 369-370
If you use a unique name for the Company Name, the name of your sales and service company will appear on all printouts.

GL Account column, Purchases/Receive Inventory or Payments windows, pages 394; 400
If the “A/P Account” lookup box and “GL Account” column are not shown, you should check your global settings. To do that, click on Options, Global.  The boxes in the “Hide General Ledger Accounts” section must be unchecked. (See textbook pages 51 and 52, Changing Global Settings for "Accounting Behind the Screens.”) This will also affect the "GL Account" column for accounts receivable (Chapter 12), and payroll, (Chapter 14).
Balance field, page 399
Your "Payments" window will show a cash account balance in the "Balance" field (see page 400). Your “Balance” field should show the same amount as the cash amount shown on the January 1, 2003, balance sheet on page 377. Instructions for using the “Payments” window were also shown in Chapter 9 on pages 279 and 280.
Check forms, page 401
Step 3 on textbook page 401 instructs you to select "AP Preprint 1 Stub" as the form to print.  If this form does not print, select another one. The form you select is tied to the kind of printer you are using.  Depending on your printer, you may need to make a different selection.

Check No. 2030 amount, page 403
If your check does not show the same amount, go back to the “Payments” window and click on the “Abc Open” icon.  Select January 23, Robbie Morris.   Make the necessary corrections.  When you reprint Check No. 2030, “Duplicate” will be shown on the printout.

Cash Disbursements Journal report, page 412
Observe that the “Line Description” on the Cash Disbursements Journal shows the account name (e.g. Account No. 70000, Maintenance Expense) for the amount debited.  The person to whom the check was written (e.g. Robbie Morris) is shown for the amount credited. 
Chapter 12, page 443

The form you select is tied to the kind of printer you are using. If your invoice does not print, you should select a different form to print. Refer to instruction 3 on page 442 to change the form for printing invoices.
CHAPTER 14
Employee/Employer Fields, page 535

Observe that the “Employee/Employer Fields” table on the “Payroll Entry” window includes withholding amounts. These amounts are for example purposes only and do not reflect accurate payroll taxes.

A separate service provided by Peachtree Software at an additional cost includes payroll tax tables. More information about Peachtree’s Payroll Tax Service is included on their website at http://www.peachtree.com/taxservice/default.cfm
Printing paychecks, page 535
If you are printing on plain paper, the form you select is tied to the kind of printer you are using.  For example, if you are using an HP DeskJet 680C, the form that you should select is “OCR - PR Preprint 2 Stub.”  You may need to make a different selection depending on your printer.
CHAPTER 15
Use Bellwether Garden Supply data, page 579
You can use beginning Bellwether data or any subsequent Bellwether backup.  To install Bellwether’s starting data, exit Peachtree and any other open program.  Use the PCA 2003 CD that came with the book and select "Custom" install.  Uncheck all the boxes except "Sample Company Data."  Exit installation and remove the PCA 2003 CD. Restart the sample company.  See Appendix A, Installing Starting Data for the Sample Companies, pages 684 and 685, for detailed steps.
Duplicate shown on invoices, page 583

The invoices show “Duplicate” because these invoices have already been printed.  (Hint:  If invoices 10309 through 10311 did not print, refer to the steps on pages 584–585.)

CHAPTER 17

Bellwether Garden Supply data, page 620
If you no longer have your back up disk from Exercise 6-2, use starting data for Bellwether Garden Supply.  If you use Bellwether’s starting data, your screen illustrations will differ from those shown in this chapter.  If necessary, refer to Appendix A, Installing Starting Data for the Sample Company, pages 684 and 685.
Microsoft Office version, page 620

Microsoft Office 2002 is used for the illustrations in this chapter.  If you are using Microsoft Office 97 or other version of MS Office you may notice some differences with the screen displays shown in Chapter 17.
CHAPTER 18

Hard-drive location of Peachtree, page 631
If you do not know where Peachtree is installed on your hard drive, go to your desktop. Right-click on PCA's icon, then left-click on Properties.  If necessary, select the "Shortcut" tab. The "Target location” shows where Peachtree is installed; for example, Peachw. The subdirectory identified as C:\Peachw\peachw.exe is the executable file for the program.
Bellwether Garden Supply data, page 635
If you no longer have your back up disk from Exercise 6-2, use starting data for Bellwether Garden Supply.  If you use Bellwether’s starting data, your screen illustrations will differ from those shown in this chapter.  If necessary, refer to Appendix A, Installing Starting Data for the Sample Companies, pages 684and 685.
Excel version, page 635
The version of Excel XE "Excel"  used in this chapter is Microsoft Excel 2002.   If you do not have Excel 2002, you may use Excel 97 or higher.  You may need to modify the directions slightly to accommodate the version of Excel that you are using.
Excel prompt, page 636

In some versions of Excel, XE "Excel"  a “Microsoft Excel” window pops up that says that you are opening a workbook that contains macros.  Click on Enable Macros.

If an Excel window pops up that says you have to set the security settings, follow these steps:

a. Click OK.

b. From the menu bar, click on Tools, then Macro. Then, select Security. 

c. In the Security dialog box, click Medium. Click OK.

Open the DDE-Graph file from the C:\peachw folder. If necessary, click on Enable Macros.
Exercise 6-2 data used in Chapter 18, page 637

This screen represents Bellwether’s data from Exercise 6-2.  If you are using different data from the sample company, your screen illustration will differ.  Continue with step 15.
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