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CHAPTER 3 
CUSTOMER TRANSACTIONS 

 
Chapter 3 introduces the student to the basic way that PCA works with 
customer transactions.  The first thing they learn is how the information 
they enter in the Maintain menu is used when posting entries in the Tasks 
menu. For example, in the Maintain Customer window, a range of days is 
set within which a customer can receive a discount and a discount 
percentage is set. This information will print on the invoices that they enter 
in the Tasks menu.  The discount is automatically applied when a receipt 
of cash is entered within the allotted time. The students can see an 
overview of all outstanding invoices via the Collection Manager in the 
Analysis menu. 
 
SOFTWARE OBJECTIVES:  In Chapter 3, your students will use the 
software to: 
 
1. Restore data from Exercise 2-2. 
 
2. Go to the Tasks menu to enter quotes and sales orders. 
 
3. Enter customer terms in the Maintain menu. 
 
4. Go to the Tasks menu to enter a sales invoice. 
 
5. Print a sales invoice. 
 
6. Analyze receipts and customer credit memos. 
 
7. Post a receipt for the previously invoiced amount. 
 
8. Make two backups: back up Chapter 3 data; and back up Exercise     

3-2.1 
 
WEB OBJECTIVES:  In Chapter 3, your students will do these Internet 
activities: 
 
1. Use their Internet browser to go to the book’s website at 

http://www.mhhe.com/yacht2005. 
 

                                                 
 1Refer to the chart on page 2 - IMK for backing up data. 
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2. Complete the Internet activity for the American Accounting 
Association.  

 
3. Use a word processing program to write a summary about the 

website(s) that they visited. 
 
PCA TIPS, CHAPTER 3  
 

 If the Sales/Invoicing window or Receipts window does not show the 
G/L account column, see text page 54, step 1, for setting global 
options.  These steps are also shown on page 22 - IMK. 

 Students need to record, post, then print Invoice No. 101 (see text 
pages 97-110) before they use the Receipts task (text pages 110-113). 

 
LECTURE OUTLINE FOR CHAPTER 3:  CUSTOMER TRANSACTIONS 
 
A. Software Objectives, page 87 
 
B. Web Objectives, page 87 
 
C. Getting Started, pages 88-89 
 
D.  Accounts Receivable Tasks, page 89 
 
 1.  Entering a Quote, pages 89-92 
 2.  Converting a Quote to a Sales Order, pages 92-93 
 3.  Sales Order, page 93 
 4.  Printing a Sales Order, pages 93-94 
 
E. The Maintain Customers/Prospects Window, pages 95-96 
 

1. Entering a Discount for a Customer, pages 96-97 
2. Entering a Sale to a Customer, pages 97-103 
3. Distributing Against a Specific Account, pages 103-104 
4. Discount Information, page 105 

 
F. Posting the Invoice, page 106 
 
G. Printing Invoices, pages 106-110 
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H. Entering Receipts, pages 110-113 
 
I. Analyzing Customer Payments, pages 114-116 
 
J. Displaying the Customer Ledgers, pages 116-117 
 
K. Credit Memos, pages 117-118 
 
L. Backing Up Chapter 3 Data, page 119 
 
M. Internet Activity, page 119 
 
N. Summary and Review, page 120 

1. Going to the Net, page 120 
2. Short-Answer Questions, pages 121-123 

 3. Exercise 3-1, pages 123-124 
 4. Exercise 3-2, page 124 

5. Chapter 3 Index, page 125 
 
ANSWERS TO GOING TO THE NET 
 
1. There are seven members who serve on the Financial Accounting 

Standards Board full time. 
2. Board members are required to sever all connections with the firms or 

institutions they worked for prior to joining the Board.  They must 
possess knowledge of accounting, finance, and business, and a 
concern for the public interest in matters of financial accounting and 
reporting. 

 
ANSWERS TO SHORT-ANSWER QUESTIONS, CHAPTER 3 (Answers 
may vary.) 
   
1. To open the list in any lookup field, do one of the following: 

a. Press the right mouse button while the cursor is in the lookup 
field. 

 b. Enter a question mark <?> in the lookup field. 
 c. Click on the magnifying-glass icon while the cursor is in the field. 

 
2. From the menu bar, click on Maintain, then Customers/Prospects.  

The Maintain Customers/Prospects window opens. 
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3.  The icon for the lookup list is a magnifying glass. 
 
4.  TEESDALE. 
 
5.  5% 15, Net 30 Days 
 
6.  2% 10, Net 30 Days 
 
7. http://raw.rutgers.edu. The URL for the American Accounting 

Association is http://aaahq.org/index.cfm.  
 
8.  From the menu bar, select Reports, then Accounts Receivable. Scroll 

down the Report List and double-click on the Invoices/Pkg. Slips folder.  
Select the type of invoice you want to print, then make the selections to 
print.  Or, select Tasks from the menu bar, select Sales/Invoicing, then 
click on the icon bar’s Print icon. 

 
9.  You use the Receipts window. 
 

10.  Two things happen when the Accounts Receivable subsidiary ledger is 
used: 

 
a. The Accounts Receivable controlling account in the General Ledger 

is increased by the amount of the credit sale. 
 
b. The credit to the applicable revenue account is offset by a debit to 

the Customer's account in the Accounts Receivable ledger. 
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SOLUTION TO EXERCISE 3-2 (5) 
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SOLUTION TO EXERCISE 3-2 (3) 
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SOLUTION TO EXERCISE 3-2 (3) (Continued) 
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SOLUTION TO EXERCISE 3-2 (3) (Continued) 
 

 

 
 
 
 
 



Customer Transactions         41  - IMK 
 
 

 
 
The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree Complete 2005, 9e 

SOLUTION TO EXERCISE 3-2 (3) (Concluded) 
 

 


