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. Makle two backups: back up Chapter 3 data; and back up Exercise
3-2.

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.

'Refer to the chart on page 2 - IMK for backing up data.
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34 - IMK Chapter 3

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

Entering a Quote, pages 89-92

Converting a Quote to a Sales Order, pages 92-93

Sales Order, page 93
Printing a Sales Order, pages 93-94

PwpNPE

E. The Maintain Customers/Prospects Window, pages 95-96

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

PwpbdPE

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

Going to the Net, page 120

Short-Answer Questions, pages 121-123
Exercise 3-1, pages 123-124

Exercise 3-2, page 124
Chapter 3 Index, page 125

agrwnE

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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10.

The icon for the lookup list is a magnifying glass.
TEESDALE.

5% 15, Net 30 Days

2% 10, Net 30 Days

http://raw.rutgers.edu. The URL for the American Accounting
Association is http://aaahqg.org/index.cfm.

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.

You use the Receipts window.

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)

.
Invoice
Bellwether Garden Supply Invoice Mumber
1505 Pawvilion Place 103
Norcross, GA 30093-3203 <
Usa Invoice Date
Mar 2, 2007
Woice  770-724-4000 Page:
Fax: 770-555-1234 i
Zold To: Ship to:
Teesdale Real Estate Teesdale Real Estate
4555 Indian Lake Lane 4555 Indian Lake Lane
Marietta, G4 30069 Marietta, G4 30069
Customer [D Customer PO Payrent Termns
TEESDALE 5% 15, Net 30 Days
Sales Rep ID Shipping Method Ship Date Due Date
CEWINTON Hone 4/1/07
Quantity Item Description Unit Price Extension
1. 00EQLU- 14140 Fell-Gro Riding Lawn Mower - 4HP 299.99 299.99
Subtotal 299.39
Sdes Tax 1s8.00
Total Invoice Amount 317.99
Check/Credit Memo No: Payment/Credit Applied
TOTAL 317.99
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SOLUTION TO EXERCISE 3-2 (3)

Bellwether Garden Supply
Customer Ledgers
For the Period From Mar 1, 2007 to Mar 31, 2007
Fitter Criteria includes: Report order is by ID. Report iz printed in Detail Format.
Customer ID Date Trans No Type Debit Amt Credit Amt Balance
Customer
Aldred Builders, Inc. 3407 10332 5J 129.97 5,556.91
ARCHER 307 Balance Fwd 30,734.04
Archer Scapes and Fond 374007 103249 =N} 5998 3a0,7494.02
IE07 10NT =] 49,99 30,844.01
&y 5J 49,99 30,794.02
IMBI07 10123 CRJ 23,358.35 T.434.67
ARMETROMNG 307 Balance Fwd 36,028.36
Armstrong Landscaping 3207 CComM4a002 =N | 99,97 35,928.39
80T 10336 A 63.49 35,991.88
3207 CCM4007 aJ 4989 35,841 .89
IME07 10314 5J 4959 35,891 .88
IME07 10122 CRJ 10,870.42 25,021 .46
CANMNOM HTI0T ccoooz CRJ 158.74 158.74 0.0a
Cannon Heatheare Cent 3M 2007 10321 =N 45 95 45495
IM507 10329 5J F35.90 G85.89
CHAFFLE HT0T ccoom CRJ 40.25 40.25 0.0o
Chapple Law Offices IMEM07 10313 A 199.96 199,96
CUMMINGS 307 Balance Fwd 3,550.68
Cummings Construction 3107 CCmMa005 =N | 49,99 3,500.69
307 10307 5J 18018 3,680.87
IMAEM07  CABH-31503 CRJ 423.89 423.89 3,680.87
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Customer Transactions 39 - IMK
SOLUTION TO EXERCISE 3-2 (3) (Continued)
DASH ariny Balance Fwd 1,28210
Dash Business Systems 31007 10327 =N 39940 1,692.00
EVERLY iy Balance Fwd 9,401.54
Ewerly Property Managem 37207 Co003 CRJ 149.97 149.97 9,401.54
31307 10301 SJ 4 TET .45 1416949
kT 22N CRJ 4 TE7.94 9,401.54
FRAMELIMN 3M&s07 10326 SJ 202166 2,021 BR
Franklin Botanical Garde 3115107 10328 SJ 1,348.01 3,369.67
FREEMOMD aniny Balance Fwd 1,186.74
Freermaond Country Club - 37207 10337 SJ 741706 8,603.81
31307 10302 SJ 8872 918243
ATy 10302y SJ 588.72 8,603.81
3207 CcCm4006 SJ 4599 8,553.82
a0y 10325 SJ 21.19 8,a75.01
3Mamy 10337 CRJ 741706 1,187 .94
FROST iy 10319 SJ 49,99 45,99
Frost Technolaoy Park
GOLDEM o Activity 0.00
Golden Gardens
GORDOM gy Balance Fwd 2,250.42
Gardon Park & Recreatio  3i4/07 10333 2J 38,99 2,299.41
a4y CcCm4004 gJ 358.89 2,259 42
HEMTOM amy Balance Fwd 5,037.13
Henton Park Apartments 311507 10310 gJ f45.23 A,882.30
HOLLARD wzmy 10211 2J 7,374.649 7,374.649
Halland Properties, Inc. 4my 10304 gJ 16896 7,543 65
sy CHS000 CRJ 26.50 26.50 7,543,648
Jemy e 2J 180,09 72374
Ty CChM4010 gJ 4599 767374
REMTOMN wzmy CH31703 R 16050 160,50 0.00
kentan Golf and Tennis 3607 10338 gJ 7.487.04 7.487.04
aamy 10324 SJ 45499 7,537.03
EMIGHT Mo Activity p.o0
knight Brothers Murserie
MASOM I1amY 10314 gJ 458499 4599
Mason Office Park
i CRAY amy Balance Fuwd 4458282
Mckay Construction T 10323 SJ 5,000.00 9459282
9my hil-31703 R 5,000.00 4449282
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SOLUTION TO EXERCISE 3-2 (3) (Continued)

MOSLEY T Balance Fuwed 794713
Maosley Country Club ey Al 7453882 8,333.484
FIERCE a7 Balance Fued 10,670.42
Fierce Properties, Inc. IMamy 10208 CRJ 10,870.42 0.00
RETAIL T Balance Fuwed 1,424.24
Retail (Cash) Sales kT CASHO30503  CRJ 528.56 528.56 1,42424
IN207  CASHO31203  CRJ TE3.82 T63.82 1,424.24
IM&aMNY 10308 SJ IMT.86 1,742.20
Iamy 10308 =] a08.78 2,250.98
aamny  3asMm CRJ a08.78 1,742.20
Iamy  asMm CRJ 317.96 1,424.24
ROBERTS a7 Balance Fuwed 3,6559.74
Roberds Learning Center  34/07 10331 =A 39.99 3,59973
ROSE T Balance Fuwed 3,097.84
Rose University 37 10320 gJ 95 95 3,187.82
SAlA a7 Balance Fued 14,588.03
Saia's Meighborhood Mu - 254507 10330 =] 139.97 14,728.00
IM407  CcCwManni Al 139.87 14,588.03
Iany =] 449,99 14,538.04
SEAWRIGHT InamnT 10316 5J 4594 4999
Seawright Sod and Lawn
SMITH o7 Balance Fuwd 508849
Smith Family Garden Ce 31007 10305 5 6,011.64 1110013
IMamy  10125,10305 CRJ 120.23 120.23 11,100.13
IMamy  10125,10305 CRJ 10,930.16 168.97
SMNOWDEM o7 Balance Fwd 7,161.98
Snowden Interior Design 33007 10303 =N 38763 7.549.61
I4oT IMN114 CR.J 1.99 1.99 7,549 61
o7 3114 CRJ 3BT 63 7, 161.98
IM1oT 10306 5J 184.29 734627
SMNYDER o7 Balance Fuwd 2,981.04
Snyder Securities 407 10334 S A89.98 3,041.02
IN3nT  CCoong CRJ 9598 94 98 3,041.02
STEVERSOM a7 10318 5J 454949 44949
Stevenson Leasing, Inc. 31207 10118 =N T.780.42 784041
TACOMA o7 Balance Fwd 4 BT5.AT
Tacoma Park Golf Cours 31407 10322 5J 4594 4, 725486
anamoT 10327 5J 1,0449.01 a,774.487
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SOLUTION TO EXERCISE 3-2 (3) (Concluded)

TEESDALE T Balance Fwd T.A78.42

Teesdale Real Estate a7 101 5J 158.95 773737
T 102 5l 317.99 8,085.36
I&0NT 103N SJ 523812 13,203.48
IMainy 8818 CRJ 7.80 7.a0 13,293.48
sy as1a CRJ 158,94 1313453
AMEINT 9914 CRJ 156.00 15.00 1313483
IMEINY 9914 CRJ 317.949 12,816.54

THLIRMAN T Balance Fwd 3,610.39

Thurman Golf Course De

TREMT Mo Activity n.oo

Trent Bank and Trust

WILLIAMS rar 44452 CRJ 22031 220031 Q.00

Williams Industries |7 10312 5J §39.72 -939.72
Iainy 10312 5l 938.72 Q.00
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