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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. 
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To use this function a user would selecting the Adjust Function when on a previously updated invoice as shown 

below. 
 

 
 

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. 
 

 
 

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.  

 

 
 

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

transaction.  
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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. 

 

 
 

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

Audit Trail Report Include: 

• 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] 

• Document Journal details 

• Customer Details 

• Other Pertinent Document Details 

 

 
 

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. 

 
 

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.   

 
 

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

 
 

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

 


