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ACCOUNTING

AR Document Adjustment and Changing Document Information

The purpose of this document is to understand the implications of making adjusting to documents vs amending
the document information.

These features are currently available in the Palladium Business 2011 and Palladium Enterprise 2011 versions
only.

Feature Overview:
The main differences between both these features is as follows;

Adjusting Documents allows users with the requisite security to authorise adjustments to any information on
the document including financial information. This is a secure function that Credits the document on the fly in
the General Ledger, and recreates another new Audit Trail with full tracking and reporting on all document
amendments/changes.

Changing Document Information provides a separate security function that allows you to amend all non-
financial information such as the Documents Status, User-Defined Fields, Additional Document Info etc

How Do These Features Help Your Business?
Adjusting Documents
> Allows users to easily amend and correct existing transactions with full traceability.

Amending Document Information
» Allows users to amend general document information such as the document status, or to correct an
existing Sales Representative, with separate user right security without having to pass credit notes.

Document Adjustment Feature:

This function is set by User Security level. To enable the security, go to Control Panel | Company Options |
Receivables tab and tick the “Require Administrator Level on Invoice Adjustments” checkbox. Should this option
be unchecked any user who can process an invoice will have the access to adjust the invoice.

Company Options @.

Auto Notes I Option_al l Optional (AP / AR) I Optional (Docs) ] Optional (Doc Lines) 1 Email I Profit Centers I Deposit Slips
| Company | Payables | Receivables | inventory & Services| Cash Book [ sMs | Pos [ Pos - Barcode | Form Numbers

Aging Periods Reference Number Checking Quote System
© Disabled © Use Markup %
30 2. Days Overdue
Warning on Duplicate (SO /INV) Use Margin %
60 2. Days Overdue =
= y Error on Duplicate (SO /INV) Default: 30.00 = % ‘
90 .| Days Overdue ‘

Blank Reference Number
@ Allow Warning Error
Default Credit Control for New Customers
V| Use Credit Limit  Limit Amount: 100,000.00 = Interest Rate (APR): 2200 (&% N

Default Number of Days for Required: 7

V| Allow Receipts on Invoice Entry Block Invoice Entry to Session Date
I‘J Require Administrator Level on Invoice Adjustments l Require Administrator Level on Invoice Credit Notes
| Block Editing of Line Description V| Auto-Apply Credit Notes to Unpaid Invoices
Block Editing of Line Units [] Activate Credit Requests
Document Processing Mode
Standard Quick (Invoke Item Search on Enter)
| @ Yes (Park on Qty) Yes (Park on Qty
No Wrap to the Next Line) No Wrap to the Next Line)
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To use this function a user would selecting the Adjust Function when on a previously updated invoice as shown
below.

| File Edit View Navigate Sales Report

New 582 Open ¢ la¥ Adjust | Credit ] Convert [ [&) & L Centers . )Project 3=Lines =% Upsellitem (7, Record [gPrint v 1 & [
i Q2 alt . 8 © = s

Payment: }rOn Account | (. Document Info

On selecting the Adjust option, the Authorisation screen below will appear where an administrator will then be
asked to enter their password to authorise the adjustment.

Please Authorize Transaction:

& Administrator

Password: *****+

Authorize Cancel

Once authorised the user will be able to adjust the document and update the changes accordingly.

Adjusting documents has a financial impact on the General Ledger accounts. What the system does is to reverse
the original entry in its entirety and create a complete new entry with its own audit trail. As you know,
Palladium has the facility to view the General Ledger Audit Trail Journal created on all processing forms.

File Edit View Navigate Sales Report

‘ (> New 81 0pen €« ) @3Adjust [ Credit JConvert [ [&) & Lt Centers ., Project 3=Lines (7, Record |gg|Print ~ 1 .ﬁ i

Once selected, the report will appear showing the document number, date and Account Entries for the
transaction.

Journal Entries for Document: IN-000000028

Debits Credits

24-Jul-11 J58 IN-000000028, CUSTOMER_2-C_2
12000000 AccountsReceivable 17.664.20 0.00
15200000 Inventory A 0.00 10.00
40200000 SalesInventory A 0.00 16,969.20
50200000 Costinventory A 10.00 0.00
54420000 Courier&Postage 0.00 561.00
57960000 Storage 0.00 134.00
17,674.20 17,674.20
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This feature also provides you with a report to track all changes made to the document. You can find this under

Receivable Reports Tab and select the Original Invoice Adjustment report as shown below.

Transactions

Customer Sales

Sales Persons Sales

Missing Sales Persons

Original Invoice Documents

(ol
o
-
=4
=4
©

Pending Sales Orders

Closed Sales Orders

E Credits by Reason Codes
Lists
§ Customer Pricelist

E Customers List

Receivables Menu

Items Sold to Customers

Items Sold by Sales Persons

Sales Transactions not Allocated to a Sales Person

Shows all Revisions of Adjusted Sales Invoices

Receipts Processed by Date Entered

Outstanding Orders to Customers

Fully Invoiced or Removed Sales Orders

Analyse Credits By Reason Code Group

List of Items / Services for Sale based on Customer Pricing

List of Customers by Criteria

Customer Transactions Receipts Due

Receivables Reports

The report will display the original invoice as well as full details of all document iterations. Other details on the

Audit Trail Report Include:

e The User Who Adjusted the transaction. [Note: If security on the feature has been setup, this field will
always show the Administrator user since that is the user who authorises the adjustment]

e Document Journal details
e Customer Details
e Other Pertinent Document Details

Invoce INOJOOOOOZS Revison D 11 Jouma § 52 Actus Date - 24.0ui-11 DiocumentDate - 2408 11
UserEntered. Administetor Customer - CUSTOMER _2 C_2 invoice Tow 7,651.45

1 ITEM_ONE DEFAIRT ITEM_ONE 1 1,000.00
2 10SRCN OEFAIRT 10 INCH VGA SCREEN 1 6651 45
Invoce INODOOO0OB RevisonD: 12 Jouma 8 54 Actual Date - 24-Jui-11 Document Date - 31-AuQ 11
UserEnternd Administesior Custome - CUSTOMER 2 C_2 invoice Tow 16,9620
1 ITEM_ONE DEFALLT ITEM_ONE 1 1.000.00
2 10SRCN DEFAILY 10INCH VGA SCREEN 1 6651 45
3 PSHON DEFALLY HPPower Supply 10 899000
4 MS1388 DEFAILT N 1384 MOUSE 1 2778
Invoce INOOOOO00ZS RevisonD: 13 Joumal # 56 Actual Date  24-Jul-11 DocumentDate - 24-Ju- 11
UserEntersd 1111 Customer CUSTOMER 2 C_2InvoiceTotw 1751920
1 ITEM_ONE OEFAIRT ITEM_ONE 1 1,000.00
2 10SRCN DEF ALY 10INCH VGA SCREEN 1 6651 45
3 PSHON DEFAILT HPPOwer Supply 10 §99000
4 MS1366 DEFALLT N1384MOUSE 1 R7TT5
5 20GUS8 DEFAIRY 20CiguUss wd 1 5000
Printed On: 24Juk11 1155 5804 ered by Pallacium Sofware (Fly) LoD . &2 sdum ¢

Note: The option to Adjust Documents is also available on Quotes, Orders and Freehand Quotes, although this is
not as critical as they do not have any financial impact other than available stocks and available customer credit.
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Change Document Information:

This option allows you to change document information without having to adjust the document above and
provides a much more secure method of changing the document information. To change the Document
information, select the Document Info button as displayed below (New in Palladium 2012). Note that this
function can be found on the Document Menu bar under “Edit” in previous versions.

s ———_—___ T i)
File Edit View Navigate Sales Report
New 3 0pen € ) % Adjust []Credit JConvert [ [&) &» i Centers ., Project 3=Lines =% Upselltem (I, Record fgiPrint ~+ 1 [l 38 &3

Payment: |On Account - | (. Document Info \

When you select the Edit function the screen below will appear and allow you to edit accordingly. Note that in
Palladium 2012 this has been enhanced to cater for the User-Defined Fields as well as the NEW Document
Status Feature and Credit Note Reason Codes when processing Credits.

,

Sales Documents Only

Reference #: INV_001

Additional Info: Required within 7 days

Sales Person: [Sales Guru

Credit Note Reason:

Document Options
Ship Via: Courier Field 8:
Carrier: CC Carriers Field 9:
Terminal: Field 10:
Warehouse: Field 11:

Method: Field 12:
Member Number: Field 13: Sunday , March 01,2015
Field 7: Field 14: Sunday , March 01,2015

Status: [o01

Notes:  Auto Sales Invoice Notes

Once completed you will be able to view all the relevant document information accordingly.

* Sales Invoice (BT
Fﬁe Edit View Navigate Sales Report
) New ﬁOPen & » FAadjust [*] Credit ] Convert ] = &) | i Centers , Project $=Lines | ¥ Upsellltem (@, Record |g]Print v 1 E .E i
Payment: :On Account v: (. Document Info

Customer: Ship To: Sales Invoice Doc Number:  IN-000000007
TST001 &% v Date: Sunday , March ~
Ashburton Reinforcing Ashburton Reinforcing Required: Sunday , March ~
Level 2, 24 Richardson St. Level 2, 24 Richardson St.
Perth Western Australia WA6872 Perth Western Australia WA6872 Reference #: INV_001
UK UK]
Document Form: [ an
Document Items | Document Options | Document Notes|
[ Number |Location [ Description [ Qyfunit | Price| Discount 3% Tax Code | Tax| Amount
55035 DEFAULT Meals & Breaks 1 Hour 850.00 000 01 11900 850.00
1715-0000 DEFAULT Alarm System @ Cost 1 Each 5,000.00 000 01 70000 5,000.00
53020 DEFAULT Change Orders - Drafting 1 Hour 6,500.00 0.00 01 91000 6,500.00

Account Balance: -R 10 253.16 Open Orders: R 0.00

Subtotal: = 12,350.00
Discount: = 0.0} 0.00
Department: - None - v Status: 001 v
S 1,729.00
Terms: 30 Days From Invoice v Sales Person: Sales Guru - f e - :
Additional Info: Required within 7 days Total: = 14,079.00
113 Combined Transaction ~

ﬁ Sample Company .:
=4

Note: The option to Change Document Information is also available on Quotes, Orders and Freehand Quotes.
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