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Activity Overview

Desk Instruction

Name of Process Y/N Cut off time :

Purchase Journal Y 6 to 7 hours

Check Entry Y 3-4 hours for one client
Check Printing Y 2-3 hours

1099 Forms Y

Approximate Time Taken for Activity

Process Owner

Reporting MAnager
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Customers (Internal, External)

Desk Instruction

Store Name

State

Phone Number

2nd Contact
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Service Level Agreement Deliverables

A) If Complete Information has been received from the client by 5t of the Following
month for the Previous Month then Financials are supposed to be delivered by
15t of that following month.

B) If complete information received after 5t of the following Month then financials
are supposed to be delivered within 7 days of the date of information received.

Escalations:

Desk Instruction

TO BRS Team: (THROUGH MAIL): In case of any abnormal movement in AP Process.

TO P B TECH: (THROUGH MAIL):In case of any abnormal/suspicious transaction for
which client interaction /approval/confirmation is required.

TO Client:(THROUGH FAX): Any Missing Invoices required from client/Vender.

Technical terms

Term/Acronym Full form/Definition Explanation
AP Accounts Payable Process
EOM End Of Month Process
PTC Peachtree Conversion Process
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Guiding to complete the Accounts Payable Process:

Requirement for Accounts Payable Processing

All the invoices, statements, bills of any sort from all the parties are required for the
process. We input all these information sent by the clients (invoices, statements and bills
of any sort) related to accounts payable into the purchase journal.

Process for invoice codes:

After attaining the invoices, we have to input the invoices in Peachtree according to
description specified on the invoice, in specific GL Code in which they come.
Codes, which were used by us for coding process. These codes were as follows:

GL

codes |Description Account Type
122 INV. MAJOR BRANDS INVENTORY

124 INV. BIG 'O' TIRE INVENTORY

125 INV. PRESTIGE BRANDS INVENTORY

126 INV. SNOW TIRES INVENTORY

131 INV. OTHER NEW TIRES INVENTORY

135 INV. RETREADS INVENTORY 135 goes to 131
136 INV. USED TIRES INVENTORY

137 INV. TUBES INVENTORY

141 INV. WHEELS AND ACCESSORIESINVENTORY

142 INV. USED WHEELS INVENTORY

143 INV. BRAKES INVENTORY

144 INV. OIL, FILTER, &BATTERY INVENTORY

145 INV. FRNT END PARTS INVENTORY

146 SHOCKS END PARTS INVENTORY

147 INV. AIR CONDITIONING INVENTORY

148 INV. MISC. INVENTORY

304 CORE CLEARING A/C OTHER C/ASSETS
653 OUTSIDE LABUR COST OF SALES
660 FREIGHT EXPENSES

801 ADVERTISING EXPENSES

808 CUSTOMER SATISFACTION EXPENSES

917 LAUNDERY & AND UNIFORM EXPENSES

927 OFFICE SUPPLIES EXPENSES

031 SHOP SUPPLIES EXPENSES

934 TRANSPORTATION EXPENSES

The above mention GL Codes list gives us the idea to give specific code head to the
description mentioned on the invoices.

For coding we have an excel sheet which is prepared on the behalf of previous invoices
received by the Indian facility from United States (J.S.M). For description wise coding of
the invoices we have an Excel Sheet in which we have recorded all the data according to
client wise parties from which they purchase the material for stock or for their self.
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DESCRIPTION ABOUT COMPANY BACK UP AND IMAGE FILE

Data Uploaded from US Facility to India Facility contains Client’s back up and
Image file which contains the Invoices / Statements, etc. Company’s back up is
in the form of PTB. This is an extension of Peachtree data backup and the
extension of Image File is. tiff.

1. It shows the folder for the back up file and tif file for other processes.

BN EL_CENTRO =10ix]
File Edit Miew Fawvorites Tools Help ﬁ
$Back - = - 2] | @search |roders 8 | B2 W X o | B
Address [71 EL_CENTRO = @ee
Falders * || Mame £ I Size I Tvpe I |
&5} Compact Disc (E:) NIIEES 3,218 KB TIF Image Document
152 jsm on jsmserver' (Vi) EIG @ TIRES - EL CENTRO S605-030304.pth 24,182 KE PTE File
E % jsmftp on clus1' (v @ MORE &P 2,613 KB TIF Image Document

D anki v

1 Fe

LCaFTR2

{1 FTP From India

{1 FTF Softwares

=1 FTP To India -
0 bateh

#-1 Dec 2003

21 elsaom

=1 FEB

Cafpz

B janz004

=] 23 Marchos

e 030104

1 n3ozo4

{1 030304

-] 915T_PECRIA

[
i | 2
|3 object{s) (Disk free space: 2.19 GB) 29.3 MB (SE Local intrarst i
Private and Confidential Created on 6/18/2008 6:01:00 PM



P B TECH IMPACT SOLUTIONS Desk Instruction

2. Double click the second file, we get the invoice image. From here coding
and feeding of the invoices in Peachtree starts.

[E] Casagr~1 - Imaging [_ =1 =]

File Edit “iew Page Zoom Annotation Help

SolslE) & o 2] P ajal ] sl ol e 6 s
B’ Auto & Truck Parts

815 W HWY B4 Shc-)p ﬂ\ml
CASA GRANDE, AZ BSz2s
www binghamequipment.com {520 3I1&e-3200

THANK YOu

-
WARFANTY Y. DISCLAMER: Tho instor e
i e o e Conilutes all <f e warTASRL WITY renpact It maie 4 N e Tha mabnr hwstn saure

A1 e astter mmthas mmImar N Salhoribes

e S mrartes, mife: eepesased o mebed, inciscng
INI‘ PIRT FHIJFINEI‘I PIHI CHEI]IT HLISTBE ACCOMPANIED BY THIS RECEIPT.

moritms ey I erser T aameTie B0t
1 vy labdtty in consaction wih the cile of &1 Same
SEE CAROUEST STORE FOR DETAILS OF THIS COAST TO COAST GUARANTEE,

CASA GRANDE TIRE COMPANY -

B

]

! Eat: CASA GRANDE TIRE COMPA

I 2321 E. UNIVERSITY #102 ¢ 232 3 . -
I oA nz BEIL‘-lj &z E 2321 E. UNIVERSITY #1@ OF

MESA A7 pSz213 [ 4] 1
A M0 8

I“- 1) ] P.0 ] i
G12977h .21 1 10@ 12/30/8F SHOP SALE-CHARGE
ORDERED S PED '. B i

1] HIL UWSieM
IMP SKT 1/2DR 14. 863 14. 84
|
; BOA oF DA 8 g -
@. 0@ @. an . . :
B.00) - 0.0@ 2. 60 . 00 @. ea 14. BE
N cceiveo | L SO BT Ay THIS | 1% 5E =]
For Help, press F1 |2270%  |Page 1 of 47
il Stant| (5 Explaring - casagrandepap...“ Casagr~1 - Imaging I 97 AM

It's an example of invoice, which we get.

POINTS TO BE NOTED FOR GIVING THE CODES FOR THE
DESCRIPTION MENTIONED ON THE INVOICE:

1. Description of the item given in the invoices should be entered in the
appropriate head for the item. First check the codes for a particular
description be double sure from the excel sheet, in case there is an item
with the same description then use it else use default code / judgment
and inform the US reviewer.

2. Check the breakup of the price, if there is core mention on the invoice.
Amount related to core description should post to GL Code 304.

3. If there is mention on the invoice body: Customer satisfaction GL Code
808, Warranty GL Code 809, Employees Advance GL Code 112 (name of
the employee should be mentioned on the invoice), and they should be
give the codes according to the significance given on the invoice.

4. Check for the amount of Freight (if any) paid on the good purchased.
Freight is entered in GL Code 660.

5. When an Invoice is entered in Peachtree, one must check 5 things -

Private and Confidential Created on 6/18/2008 6:01:00 PM



P B TECH IMPACT SOLUTIONS Desk Instruction

Vendor ID
Invoice Number
Date

GL Code
Amount.

AN N NN

N

While entering the Invoice, one must check if the payment is made thru
Cash or COD is mentioned on the face of Invoice. Cash Paid Invoices are
not supposed to be entered in Peachtree. Also any Invoice paid thru
Credit Card is entered when we receive Credit Card Statement.

NOTE: Some times the employees at stores receive the goods on behalf of store
and they sign it, in that situation we need to be very careful that whether the
goods are for employees self consumption or just received by him on the dealers
behalf.

If phrase “taken out of check” is mentioned along with the employees name on
the invoice then we need to post the invoice in employees account.

Private and Confidential Created on 6/18/2008 6:01:00 PM
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STEPS TO INPUT THE INVOICES IN PEACHTREE ACCOUNTING
SOFTWARE.

1. Select the Peachtree complete accounting and double click on it.

= ;] Slaltl FEE g18aM

2. It will open the Peachtree and window that shows the procedure to
open the existing companies.

w>= Peachtree Accounting — =]
Fil= Options Help

Peachtree Accounting [ <]

é Set up a new company.

Learn about Peachtree Accounting
through an online tutorial.

Explore a sample company.

Convert a QuickBooks® company
to Peachtree Accounting.

’h Close this window.

e 1] Slalll IG Peachtree Accounting ’m
Private and Confidential Created on 6/18/2008 6:01:00 PM

-11 -



P B TECH IMPACT SOLUTIONS

Desk Instruction

3. Select the Common Drive name from the list.

- Peachtree Accounting
File Optionz  Help

== x|

Open Company x|

Compary Mame

BEIG O TIRES - LOMPOC
WALLEY AUTO SPECIALISTS

Lizt Companies of Type:

Peachties ;I

E*Start”J

Directaories:
£ Peackw ;I Cancel |
3 TEMP
Hel
£ TRAIMING —IED
[Z3 Training Recording
3 Users Backup
£ walley [
Drrives:
E=1 e: Mhjarmserverijzm LI M etwork. ..
= d: -

B | Mheerveriivjzm
= h: Mew Yalume
B2 = Mjzmgerverijzml -

@& 51 &P 7| Baccou. | ByxiLive [0 Peac... |SHeB{ @@ W 237 258 M

4. Select the Folder Peachw from the list.

- Peachtree Accounting

File Optons Help

Open Company E3

Company Mame

(n[4
Directories:

BIG O TIRES - 26TH & BE =
BIG O TIRES - 43RD AVE
BIG O TIRES -51 & PEOR
BIG O TIRES - B1st BELL -
BIG O TIRES - AHwATUE
BIG O TIRES - AMAHEIM !
BIG O TIRES - ARIZOMA ¢
BIG O TIRES -AVDNDAL[j

Lizt Companies of Tupe:

i Peachw

£ 12516PTWw
£ 14026PTw
2 14044PT'w
£ 14045PTw

Dirives:

Peachties j

I B2l e M\smeerverism j
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5. Double click on the name of the client.

1w~ Peachtree Accounting

File Optiohz: Help

Compary Mame Directaries:

BIG O TIRES - 25TH & BE = =y

EIG O TIRES - 43AD &VE -
BIG O TIRES - 51 & PEOR, % 1'325'5':15"”F,Tw
EIG O TIRES - 61st BELL .

EIG O TIRES - AHwaTUE £ 14026PTw/
EIG O TIRES - AMAHEIM | £ 14044PTW/
EIG O TIRES - ARIZ0MA 14045P T
EIG O TIRES - AVONDALE™] =

Lizt Companies of Type: Dirives:

Peachties LI I E=1 e Shjsmzerverijsm j Metwork... |

Mstart||| ) & 59 H 7| Flacoou | Gyilive || Peac... |SHEBY @02 2 T2 303PM
6. On double click the name of the client; it will ask for user Id and
Password. On entering correct user ID and password it will open the
record base in Peachtree.

- Peachtree Accounting: BIG O TIRES - RUSHYILLE 14053 o ] 3]

File Edit Maintain Tasks Analysis Options Reports  Services  ‘Window Help

Security Check

User ID: ||
Lancel
Password: I

Help

hstare | () 6 59 @ || [ & o] G e | B 8. Wk [BESB@Y 110z
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7. Now to enter the invoices in Peachtree, we go to task bar and select

. .
Purchases /Receive inventory.

w= Peachtree Accounting: BIG O TIRES - CASA GRANDE 4096 | _ |5 x]
File Edit Maintain Analysis Options  Heports  Services  Window Help

DOuotez/Sales Orders

Sales/lnvoicing...

Beceipts.

Finance Chaige...

Select for Deposit. ..
Credit Memos. ..

rchase Orders.

Select for Papment..
Fayments...

winte Checks.
Wendor Credit Mermos. .

Time/Expenze

Select far Pavrall Entry...
Favrall Entry.

General Journal Entry. ..

|wentory Adjiustments. ..
Aszszemblies. ..

Account Beconciliation. ..
Woid Checks. ..

Action [tems...

Supstem

P Today| 14403 | Period 12 -12/1/02 to 12/31/02 |

e ] Sla'll IG Peachtree Accountin. .. G 251 AM

8. Click the Purchases/Receive Inventory .It will open the window to put

the invoice data into the Peachtree.
File Edit Mairtain Tazks Analysics Optiohs Heportts  Services Window Help

B Purchases/Receive Inventory !E B

gy 4%3 w @< 1 ? EI- %. LN S@ MEE-QV

Cloze e pen  Save  Delete  Recur Qi MHate  Jaumal vent  Template Elp

wendor ID: | Invoice #: Date: |Dec 1, 2002
Marne: [~ waiting on Bill from Yendor

Femit Ta: Ship Tea:
Ship Via Tems AP Account |
Courier - » | 301 Igj
f Apoply to Purchasze Order 0.00 y Apply to Purchages: 0.00 \_
Quantity Itern Description GL Account Unit Price: Amount Job

0.00
<Undefined Account>

Other Applied Payments
and Credit Memos 0o 0,00 Invoice Total

Amount Paid at Purchaze .00 Met Amount Due

P Today| 1/403 | Period 12-121/021012/31/02 |

= | Slalll IG Peachtree Accountin (ﬂf}; B51 AM
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POINTS TO BE REMEMBER WHILE INPUTING INVOICES IN
PEACHTREE.

> Party name on the invoice should be match with the name and
address provided in Peachtree and if they mismatch, they should be
properly checked with reference of their addresses.

> Period of the month for which invoices are there should be posted

by opening the Peachtree file in that month only. Suppose we have
to enter the invoices for the month of Dec 2002 and when we open
the Peachtree file, it opens in Nov 2002 we have to change the month
to Dec 2002 and then only we should go ahead with posting of
invoices.

> Last six digits of the invoice number should be entered for non-
“XXXX” invoices and for “XXXX” full invoice number to be entered.

> The description of the invoices should be put under the correct head.
For this we can use the excel sheet prepared by the Indian facility,
based on the previous invoices and records.

9. Put the record of the invoice in the window and save it.
= Peachtree Accounting: BIG O TIRES - CASA GRANDE 4096 | _ |50 x|
File Edit Maintain Tasks Analesis Options Heports  Services  ‘wWindow Help

E Purchazes/Receive Inventory =] E3

§ s = e
“L G = =. S 42 i ==, &5,
‘Chj? Plew [==0a] g\éﬁ-é Delete  Fecur  Fow _oﬁ Jodinal went  Template  Help
wendor ID: [MERLES [&]  inveice #: [50301 | Date: [Dec 27 2002 |5
Mame: [MERLES I “waiting on Bill from Yendor
Remit To: [F.0. BO- 50554 Ship To: [BIG O TIRES - CASA GRAMDE 4098
TUCSOM, AZ 85703-1584 1129 E. FLOREMCE BLYD
Casa GRAMDE, AF 85222
| Ship Yia | Terms AP Account |

|
|Courier [t 10th of Nest Manth u 301 M

f Apply to Purchagze Order: 0.00 }'I Apply to Purchaszes: 3.58

Cluantity Itemn D escription GL Account LInit Price Aumount | Job
145 0.00 358 |

Irvy - Miscellaneous Farts
| 0.00 |
SR Seroniie AR Sarenpian

Other Applied Papments
ahd Credit Mermos 0.00 258 Invoice Total

Amount Paid at Purchase 258 Met Amount Due

PP Today| 1/4/03 | Period 12 -12/1/02 to 12/31/02 |

il Start | | #8: Peachtree Accountin__ G aE7 AM

Steps to check the entry posted.

1. Use ctrl 'F" it will open the search window.
2. Change the period to find the entry to be checked. For example: Change it to
“this Year”.

Private and Confidential Created on 6/18/2008 6:01:00 PM
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3. Put the reference number mentioned as the invoice number OR put the total
amount in the specific box and click the button FIND. It will show the path
for the reference for the data if it is already present in Peachtree. And if there
are no search results that mean the entry is not there in the company’s file.

4. We can check the entry by clicking on the path and also can edit the entry and
save it accordingly.

PEACHTREE TREATEMENT

ACCOUNTING PERIOD

How to find in which period we are in - Look at bottom of right hand corner and it will
show us the present period.

How do we change accounting Period?

Go to “TASK’ (bottom of list is SYSTEM) - Then we will see CHANGE ACCOUNTING
PERIOD (click on that). It then shows the accounting periods. Select the correct one.

It will then ask, do you want to post entry - ANSWER YES AS EVERYTHING MUST BE
POSTED TO CHANGE ACCOUNTING PERIODS. It will then ask do you want to print
reports. SAY NO. It will then select the correct accounting period.

Period can also be changed by clicking on a bar at bottom of Peachtree (as shown in
Screenshot below)

Click here to change period.

J|§||Tﬁl1bday|| 32504 || Period 14 - 27170 to 2/25/04% = || E=2| =8 8 M |

PURCHASES / RECEIVE JOURNAL - for entering pavyables.

Under Maintain

VENDOR I.D. Enter the Vendor I.LD. No. You gave it. (Suggest you use a common
name that will be easy for you to remember. Don’t use phone numbers, as they are too
hard to pull up. For Example “Big o” Tires, Inc. might be “BIG O”.)

INVOICE NO. - Enter the invoice number from the vendor’s invoice.

Date - To put in date you can type date as 060199 or you can click on the calendar Icon
and use the calendar to select your date.

MAKE SURE THE PURCHASE A/P ACCOUNT NUMBER IS 301. Once it is entered
you never need to change it again, as it always defaults to 301.

Private and Confidential Created on 6/18/2008 6:01:00 PM
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You don’t need to enter a description as you have the original invoice with the
description, so just enter the appropriate account code. Hit Enter twice and enter the
amount. Any discounts and credits will be shown with a minus sign in front of the
amount. Look at the bottom and make sure the total agrees with your invoice and if it
does CLICK SAVE (Helpful hint). If all items on the invoice are the same account code
- enter total you do not need to enter them line-by-line.

Private and Confidential Created on 6/18/2008 6:01:00 PM
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PAYMENTS SCREEN

ENTERING COMPUTER CHECKS

If you are paying bills from a vendor Enter the Vendor I.D. and all the unpaid invoices
will appear on the screen. Click on the ones you wish to pay. If there is an invoice on the
statement which was not put in the purchases journal, click on the EXPENSES folder on
the screen  Enter that invoice there. You also can enter the purchase discount (with
account code 610) on this screen with a negative amount. When check is ready press
PRINT. DO NOT ENTER A CHECK NUMBER. A screen will appear that allows you to
enter the check number before it prints.

If you wish to print a computer check for a vendor who is not in the system or an invoice
that has not been entered in the purchases journal, click on “Pay to the Order” and enter
the name of the payee. By clicking on the address screen, you also may enter the address.
Create for use with window envelopes. Again do not enter a check number, the system
will assign the number and does give you the opportunity to change the number if it
comes up with an incorrect number, but it does keep good track of the check numbers and
in most cases will be correct.

If you wish to enter a handwritten check, simply click on the ‘PAY TO” and type in the
name of the payee for the check, check number, date, account code and amount. You may
wish to enter a description for your records.

SPECIAL NOTE - If you have a vendor that you have numerous invoices to pay, you will
note that you will need to put blank paper behind the check as it sometimes takes several
sheets of paper to print all of the invoice numbers you are paying.

“BIG O” “WC’” USE 303 FOR CREDITS—135 IS ALWAYS 131 AND CONV. FUND IS 804.
ADD SALES TAXTO LARGEST DOLLAR AMT POSTED TO 124.

IF VENDOR HAS US PAY FROM INVOICE (NO STATEMENT IS SENT —SEE LIST ON
BOARD), PUT POSTED INVOICE IN CHECKS TO WRITE FILE.

PRINTING CHECKS ---INITIAL ALL CHECK STUBS!

DATE, CHECK & ENVELOPE FOR WHEN IT NEEDS TO BE MAILED. “BIG O” WILL
ALLOW DISCOUNT BASED ON THE POSTMARK. OTHER VENDORS REQUIRE THE
CHECK IN THEIR POSSESION.

DON'T FILL IN CHECK # (VARIOUS CHECK FORMATS).

Private and Confidential Created on 6/18/2008 6:01:00 PM
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USE BLANK PAPER FOR 2ND AND CONTINUING CHECK STUBS AND
REMEMBER TO ADJUST FOR NEXT CHECK NUMBER!

DISCOUNTS — APPLY TO EXPENSES BOX AND MANUALLY COMPUTE & POST.

“XXXX” CHECKS---CLICK ON DISCOUNT, ENTER AMOUNT, AND PRINT CHECK.
THEN GO TO EXCEL AND PRINT 2 REMITTANCE ADVICES (LISTED
UNDER ‘MISC’)

RENT CHECK FOR “XXXX” USES ‘ACH" AS CHECK #. APPLY TO EXPENSES—RENT
929 — AND POST.

MANUAL CHECKS AND AUTOMATIC PAYMENTS

USE MANUAL CHECK # OR ACH (IF AUTO. PAYMENT)—APPLY TO EXPENSES
AND POST

PRINT 2 CHECK REGISTERS—1 FOR US AND 1 TO SEND WITH CHECKS. USE
CHECK # TO SORT FOR PRINTING.

DUPLICATE ENTRIES

IF IN CURRENT MONTH (FINANCIALS HAVEN'T BEEN DONE), DELETE THROUGH
PURCHASE JOURNAL.

IF OLDER THAN CURRENT MONTH: ENTRY MUST BE CLEARED IN PAYMENTS:
USE ‘CLEAR” AS THE CHECK #, CHECK OFF THE INVOICE, APPLY TO EXPENSES,
PUT IN DESCRIPTION: CORRECTION—-DUPLICATE A/P ENTER NEGATIVE
AMOUNT TO ZERO OUT THE CHECK, POST.

SPECIAL CHECKS

WHILE PRINTING CHECKS FOR SALES TAX AND ROYALTY, DON'T FORGET TO
WRITE “SALES TAX” / “ROYALTY” WITH RESPECTIVE MONTH IN DESCRIPTION
COLUMN.

GENERAL INSTRUCTIONS FOR FILING SYSTEM

PAYABLES
Keep a track of all Statements received from Clients because checks are printed on
basis of statements and file them in respective client’s folder.

After check is written, file one copy of check or mark check number on statement.

Private and Confidential Created on 6/18/2008 6:01:00 PM
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XXXX INVOICES

To assure no missed discounts, tracking of “XXXX” invoices is critical. After the
inventory received has been entered in the computer have a tickler file where you
can file the invoice for the date it has to be postmarked for to receive the discount.
Most important submit check with remittance advice. Retain a copy of the
remittance advice and file it.

Royalty Payment forms will be completed by the Trust and faxed to the dealer to
copy over on the form and send in on the 15t of each month. Make sure dealer
has an adequate supply of the forms.

Guiding to complete the 1009 forms

1099’s are prepared for the dealers requiring 1099’s.

Any Supplier to the client that the client has paid more than $600 to in the year
that are not incorporated are sent a 1099 form. Clients assist us with identifying
suppliers requiring 1099’s. Usually there are no more that 10 totals sent out for all
clients as most supplies are incorporated.

Guiding to complete the Peachtree Conversion Process:

For this client we need the Peachtree Backup of the client.

Following Steps need to be followed

1. Open Peachtree and select Open An Existing Company option.
2. Press Browse and select the drive where the conversion file is

kept.
=18 x|

File ©ptions Help

|
Company Mame Directories:
BIGDTIHES-SDJDHDAI;' = ot - ﬂl
BIG O TIRES - STERLIMNG B2 Paachw
BIG O TIRES - STERLIMNG £ 12515PTw Help I
BIG O TIRES - SUN CITY
BIG O TIRES - THOUSAM T 31043PTW
BIG O TIRES - WALEMCIA T 4022PTw
BIG O TIRES - wWasSCO A075PTWw -
San Francisco Peaks Tire = _I
Lizt Companies of Type: Drives:
IF'eachtree LI =1 LI Metwork. ..
= o =
d: Data
=l e

B = W72 16.1.2%sm »

#istart| | & W = 2 | B PEAcHTREE coNvE. .| [@ Peachtree Accou.. L3 LIVEPROECTSOLD | Links > [« ¥ 32, 3:28 AM
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3. Select and open the Conversion file.

w~ Peachtree Accounting ==

File Options Help

opencompany

Ok,
Company Mame Directories:

[ ok |
= wn ;I Cancel I
Help I

52 Francisco Peaks Tire & & o LIVE PROJECTS €
= peachires conver
[ 4153 flagstaff
(£ Aagstaff

=l

List Companies of Type: Drrives:

IF'eachtree ;I I [E= TN 72.18.1.3\|smL| Metwark.... I

wsmrtl | & = 3 | @0 PeACHTREE cONVE... | [ Peachtree Accou.. Ly LIVEPROECTSOLb | [Links [« 3 22 3:23 AM

4. The Peachtree Conversion Wizard will appear on the screen.

- Peachtree Accounting: San Francisco Peaks Tire & Auto = Iélﬂ

Fle Edit Mainkain Tasks Analysis Oplions  Reports  Services  Window  Help

Data Conversion Wizard - Introduction i 1[

Welcome to Peachtree’s Conversion Wizard

The company you are trying to open uses a data format from a previous or different version of
Peachtree Accounting. Before you can access your existing company data with this version
of Peachtree, you must convert your data to the new format.

This Data Conversion Wizard will step you through this easy process to convert your existing
Peachtree company data to the new format.

Click Next to continue.
Click Help for more irfarmation on any window,

ﬂsﬂj &My | B PEACHTREE COMVE... |[ 8§ Peachtree Accou.. L7ismon'172.16.1.3 ... | [Links [« md & 3:13aM
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P B TECH IMPACT SOLUTIONS Desk Instruction

5. Press next then next and then Backup to take the backup of the Existing
Company Information.

w Peachtree Accounting: San Francisco Peaks Tire & Auto = |5![i|
File Edit Maintain Tasks Analysis Options Reports  Services Window  Help

Data Conversion Wizard - Back Up

Back Up Existing Company Information

Before you can convert your company data to the new format, you must make a backup. To
beagin the process, click the Back Up button.

¥ Include company name in the fils name.

Once the backup process is complete, click Mext to begin converting your company data.

IRt

distart] | @ W o | B PEACHTREE CONVE... | [ 8 Peachtree Accou... [ smon'172.16.1.3 .| |Links > [« 88 33 3:15am

w - Peachiree Accounting: San Francisco Peaks Tire & Aulo = IEI -XI:
File Edit Maintain Tasks Analysis Options  Reports Services  Window  Help

Data Conversion Wizard - Back Up

T E—————— 2y
l Savein:lbﬂagstaﬁ LI - @ o B~

File name: IEIG O TIRES - FLAGSTAFF 4153 Save I
Save as typa: IF‘each‘trBe Backup {"ptb) ;I Cancel I

QSEI | & W= 2 | 8 peacTREE COMVE....|[#% Peachtres Accou.. L jsmon'172.16.1.3 ... | |Lnks » [« @8 32 3:184m
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w - Peachtree Accounting: San Francisco Peaks Tire & Auto ;li[ﬂ

File Edit Maintain Tasks Analysis Opkions  Reports Services  Window  Help

Data Conversion Wizard - In Progress Xl

Data Conversion in Progress - Do Not Interrupt!

Peachtree is now converting your company data to the new format. Please do not intemupt the
COMVErSIon Process.

The length of conversion time depends on the size of your company data and the version you ars
converting:

Upgrading the GENERAL DAT file to release 2.02 0%
[

< Back: I Mests I Eancel I

wstn_rtl | & w38 | B peacrREE comve.... |[ 8 Peachtree Accou.. L jsmon'172.16.1.3 .| [Links > [« 3 22 3:19aM

6. After taking the backup, press next and then Finish.
=lBix

File Edit Maintain Tasks Analysis Options  Reports Services  \Window  Help

Data Conversion Wizard - In Progress 1[

Data Conversion in Progress - Do Not Interrupt!

Peachtres is now converting your company data to the new format. Please do not intemupt the
CONVErsion process.

The length of conversion time depends on the size of your company data and the version you are
converting:

Bdracting: X \LIVEPR™T\PEACHT~1\FLAGST ™ 1\\Vaid Check

Congratulations!
The Data Conversion Wizard has successfully completed the conversion. Click the Finish button to open
your company using Peachtree Complete Accourting 2003.

=]

sttz_rtl leam®me 2 | ) PEACHTREE COMVE... [ Peachtree Accou.. L3 jsmon'172.16.1.3 ...| [Links > [cc W8 38 3:23aM
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7. Then go to the right bottom of the screen and change the period from
which conversion is to be done.

s = Peachtree Accounting: San Francisco Peaks Tire & Auto — =] =]

File Edit Maintain Tasks Analysis Options Reports Services Window Help

Welcome - 1ol =|

Peachtree Toda
] Bk = 3

Peachtree
Today -\

£y

B Friday. March 28, 2003

O My Business . Welcome
< Dally Reglster Welcome to Peachtree Today!
O My Resources FPeachtree Today is the information center of your business.

< Navigation Aids
<& Preferences Begin exploring — My Business

Peachtree Today by Key financial data at your fingertips
clicking a page name.

&5 Daily Register NEW!

All of your daily transactions in one place

e My Resources

MNews, product tips, and helpful services

NEW USERS start here =p e Mavigation Aids NEW!

Maove around in Peachiree Accounting easily

S Preferences

Customize Peachtree Today

PP Today| 3/78/03 | Period 3-3/1/03 to 3/31/03 |

wsmrtl | & = 3 | B PEACHTREE COMVE.... |[ @ Peachtree Accou.. Ly LIVEPROJECTS oD | [Links > [cc 03 2%, 3:30 Am

» Peachtree Accounting: San Francisco Peaks Tire & Auto _ =] x|

File Edit Maintain Tasks Analysis Options  Reports Services  Window Help

Change Accounting Period
R & Q
Cancel (] HElp

To change your current accounting period, select the period you want to operate in from the list.
towing Forward. pou should do this at the beginning of each new accounting period.

Open Accounting Periods:
01, 2003 to.

— Current Accounting Penod:
IIJ2 - Feb 01, 2003 to Feb 28, 2003

01_ 2003 to Mar
01, 2003 ta Apr
01, 2003 to kMay Z:
01, 2003 taJun B — Open Fizcal Years:
01, 2003 toJul
01, 2003 to Aug = January 1. 2003 to December 31,
01, 2003 to Sep .
01, 2003 wo Oct . Jaruary 1, 2004 ta December 31,
01, 2003 to Moy
012003 to Dec
01, 2004 to.an S
01, 2004 to Feb 15 — Open Pavroll Tax Years:
01_ 2004 to Mar X
01, 2004 to Apr B January 1, 2003 to December 31,
01, 2004 to bday
01, 2004 ta Jun 5 January 1, 2004 to December 31,
01, 2004 to.Jul

01, 2004 to Aug

01, 2004 ta Sep

01, 2004 to Oct :

01, 2004 to Movw 30, 2004
01, 2004 to Dec 31, 2004

P Today| 3/208/03 | Period 3-3/1/03 to 3/31/03 |

& start| | & = =@ | B PEACHTREE CONVE... |[ @ Peachtree Accou.. L LIVEPROJECTSOLD | [Links > [« W@ 32, 3:30 AM
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8. Select the Import/Export option from the file menu.

w= Peachtree Accounting: San Francisco Peaks Tire & Auto = |E| XI

File Edit Maintain Tasks Analysis Options Reports Services Window Help

Open Company... Ctrl+0
Mew Company ... Ctrl+Hd

Print... Ctrl -+

Print Prewview CEGr AR
FPage Setup, ..

Ctrl+B
Ctrl+R

Payroll Tax Tables

Exit

P Today| 3/28/03 | Period 2 - 2/1/03 to 2/26/03

|
wsmrtl | & = 3 | B PEACHTREE cOMVE.... |[ @ Peachtree Accou... Ly LIVEPROJECTSOLD | [Links > [cc md 32, 3:31Am

9. Select Accounts Payable in the Import/Export window.

= Peachtree Accounting: San Francisco Peaks Tire & Auto == x|

File Edit Maintain Tasks Analysis Options Reports Services Window Help

I [=
E@ Delete I% Eﬁ ‘ﬁp

‘ Accounts Receivable lt’-\c:c:ounts Payable
Purchazes Journal
Payrents Journal
Payroll Wendar List

Furchaze Order Joumnal

Accounts Papable

General Ledger

Inwentony

Jobsz

Account Reconciliation Description of Import/Export Template

Purchaze Tranzactions
Time/E=pense

Al Files

P Today| 3/28/03 | Period 2-2/1/0310 2/28/03 |
msmrtl | & = 3 | @) peacHTREE conve... |[ @ Peachtree Accou.. g LvEPROECTS O | [Links e (22, 3:31am
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10. First of all select Vendor List for exporting purpose and overwrite the
existing Vendor List.

= Peachtree Accounting: San Francisco Peaks Tire & Auto = =]

File Edit Maintain Tasks Analysis Options Reports Services Window Help

101 x|
‘EEQ Delete I$ Eﬁ Aﬂp

‘ Accounts Receivable lﬂccnunts Payahle

#ceounts Payable Purchases Jourmnal
ﬁ Payments Journal
Payrall “endor List

Purchagze Order Journal

General Ledger
Inventony

Jobsg

- o ipti fl t/E LT lak
Account Reconciliation i e s et

Liztz your wendors.
Time/Expense

Al Files

PP Today| 3/28/03 | Period 2-2/1/03t0 2/28/03 |
wsmrtl | & w32 | @PEA&WREECM“@MM [ LvEPROECTS OLD | |Links [« B8 33 3:32aM

»" Peachtree Accounting: San Francisco Peaks Tire & Auto o |\§’Iﬂ
File Edit Maintain Tasks Analysis Options  Reports  Servicss  Window  Help

EEQ [elete  Import Elgpalt Fﬁ

Accounts Receivable |&ccounts Payahle
Purchases Joumnal

B Payments Joumnal
Payrall ‘endor List

Purchaze Order Journal

Accounts Papable

General Ledger

Inventory Peachtree Accounting | '5[

Jobs \‘.:) Do you want to overwrite file 'C:\WENDOR .CSV'?

Account Reconciliation

Time/Expenze Yes | = I Cancel I

FEACROAL®

Al Files |

P Today| 3/28/03 | Perind 2-2/1/031t0 2/28/03 |
ﬁsﬁj 5@1@ = | mcm”ﬁmﬁmm {5 LIVE PROJECTS OLD | |Links | cc W 32, 3:33AM
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11. Then export Purchase Order Journal till the latest date.

w= Peachtree Accounting: San Francisco Peaks Tire & Auto —|=]x]

File Edit Maintain Tasks Analysis Options Reports Services Window Help

R=IE
E@ [Delete Import Elgpolt aep

Accounts Receivable [Bcoounts Payable
Purchazes Joumnal
Payments Journal
Payrall ‘“Wendor List

Purchaze Order Joumal

Accounts Papable

General Ledger

Irwentory

Bedle

Jobs

;-‘
i

. Description of | t/Export Templat
Account Reconciliation b s s e s

Purchasze Orders
Time/Expenze

All Files

@8N

P Today| 3/28/03 | Period 2-2/1/03t0 2/28/03 |
distart] | @ B = I | B PEACHTREE COME... || Peachtrea Accou.. () LIVEPROECTSOLD | |Links e @3 23 3:33.am

w - Peachtree Accounting: San Francisco Peaks Tire & Auto
File Edit Maintain Tasks Analysis Options Repaorts  Services  Window Help

}Q = P TR 1Y A

Filter 1 Fields 1 Options |
Repart Order: |F'urc:hase Order Date: =

AP Account |D: I

Date: IThis Period Ll From: IFeb1,2DDS To:

2003

£ ol M afC‘h
il Su Mo Tu We Th
Al
E i Al 2 3 4 5 6
| Printed Status Equalto 9 10 11 12 13
16 17 18 19 20
23 24 25 26 27

30 [31
|

Filter R ange:

FEATRQALS

P Today| 3/28/03 | Period 2-2A1/03t0 2/26/03 |

@sﬂj oM | mcm"ﬂnmm L LvEPROECTSOLD | [Links * [<c W8 22, 3:34.aM
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12. Then export Purchase Journal till the latest date.

w= Peachtree Accounting: San Francisco Peaks Tire & Auto -2 x|

File Edit Maintain Tasks Analysis Options Reports Services Window Help

=10l x|
E@ Dielete I% Eﬁ ﬁ

Accounts Receivable |Bcoounts Payable

E| Purchazes Joumal
Payments Journal
Faprall Yendar List

Purchaze Order Joumnal

Accounts Papable

General Ledger

Inventony

Bedle

Jobs

;-‘
i

Account Reconciiation D ezcription of Import/Export Template

Purchaze Transactions
Time/Expenze

All Files

&=
(B
B

PP Today| 3/28/03 | Period 2-2/1/0310 2/28/03 |

wsmrtl | & M= 2 | B PEACHTREE CONVE... |[@8 Peachtree Accou.. 7 LIVEPROECTSOD | [Links [ 88 22 3:35am

13. Export the Latest Journal till the date

s = Peachtree Accounting: San Francisco Peaks Tire & Auto - =2 x|
File Edit Maintain Tasks Analysis Oplions Reports Services Window Help

=lol x|
E@ Delete I%;Eﬁgﬁ

Accounts Receivable |iccounts Payable

Purchases Joumnal
Payments Jourmnal
Payrall Wendor List

Purchaze Order Journal

Accounts Papable

General Ledger
Irwentory

Jobs

Aocount Recansiiation Description of Import/Export Template

Paprients Tranzactions

Time/Expenze

FEAERQAL®

Al Files

P Today| 3/28/03 | Period 2-2/1/03t0 2/28/03 |
wsmrt| | & M= 2 | B PEACHTREE COMVE... [ # Peachtree Accou... [y LIVEPROECTSOLD | |Links [« 8 28, 3:36 AM
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14. After exporting Accounts Payable, restore the latest Peachtree Backup file, which is
provided with the Peachtree Conversion File.

15. Close the company (Peachtree conversion file) and open the company (Peachtree of
the client) for which the Conversion Process has to be done.

16. Change the period of the company to the period from which Conversion
process is being done means to the period for which period Exporting Process
has been done.

17. Again go to the file menu and select Import/Export option.

18. Choose Accounts Payable and Import the Vendor List, Purchase Order
Journal, Purchase Journal and then Payments Journal in the same order in
which Importing was done.

19. During Importing Purchase Journal if any Reference Number occurs for the
second time means if any reference number already exists in Peachtree, just
press OK to skip that reference number and continue with the Importing
process.

w" Peachtree Accounting: BIG O TIRES - FLAGSTAFF 4153 =]

File Edit Maintain Tasks Analysis Options Reports  Services  Window Help

Peachtree Accounting 1'

WARNING! The reference number 835165 has
file C:\PURCHASE.CSV. This happened on:
Line Mumber: 235

Press OK to skip this record and continue
importing or press Cancel to halt the impaort
process. If you choose Cancel, all the records
up to this point will be imported.

. Jobs ‘

Description of | t/Export Templat
Account Reconciliation Eschpion cHmporEApor Tempiate

Purchase Transactions
Time/Expenge

Al Files

P Today| 3/28/03 | Period 2-21/03t0 2/28/03 |
stm;-tl M 3 | @]rPeacHTREE CONE... || Peachtree Accou.. | LVEPROECTSOLD | |Links [« W 3, siszam

20. When importing process gets completed take the backup of the company.
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Process Flow

ACCOUNTS PAYABLE PROCESS:

Receipt of Input Data
(Peachtree back up and
Image File)

Desk Instruction

Restore the Back up data
file.

A

Check for the correctness of
data by restoring it on P B

.| then request for fresh

If data is not correct

Techserver.

| back up to work on

If restored correctly, start
recording transactions.

Give the final output to BRS
Team / Final Team to
proceed on.

If BRS / Final Team is not
going to work on this output
then take the back up and

y
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P B TECH IMPACT SOLUTIONS Desk Instruction

Peachtree Conversion
PHASE 1:

Client Conversion file of Peachtree

File: Select Import / Export

v
Accounts Payable:

1) (2) 3) (4)

Purchase Journal Payment Journal Vendor List  Purchase Order Journal
(For 2 Months) (For 1 Month) (For 2 Months)

This will create .CSV files automatically in Local C: Drive

Private and Confidential Created on 6/18/2008 6:01:00 PM
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PHASE 2:

Client Backup File of Peachtree

File: Select Import / Export

v

Accounts Payable:

v

IMPORT

(1) (2) ) (4)
Vendor List Purchase Order Journal Purchase Journal Payment Journal
(For 2 Months) (For 2 Months) (For 1 Month)

l f

In case of purchase Journal if it is showing error then click OK

.

In case of Payment Journal note Down: Error line No. That is appearing while importing
the data into Peachtree. Then Click OK

.

Locate Check No. Against the error line No. From payment .CSV

l

Enter these checks No manually if they have not been entered before.
(Pick out the required information from the clients conversion file)

If the invoice against which check has been issued is being there then “Apply to
those invoices” otherwise “Apply to Expenses.”
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