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ACCOUNTING

Purchase Order Approvals

This document will assist you in understanding the Purchase Order Approval Function in
Palladium Enterprise Version 2015 Update 2 onwards.

Contents

OVEBIVIEW ...ttt ettt ettt e sttt e s ab et e e s st e e e s s b et e e s e mb et e e s ame et e s s b et e e s amb e et e e s s s et e e s ambeeeesamneeessameneessneeeesanraeeesnne 2

Y=L (0 o PSPPSR PP PP PPPPPPPPP 2
FUNCEION ACHIVATION ..ottt et e st e sttt e e s bt e e s s b e e e e e s sabeeeesaareeeesamneeeesannneessneneesanne 2
AsSIgN User and VENAOr LIMILS ....uuiiiiiiiii ittt et e e e tee e e s ate e e e st ae e e esateeeeaeesabeeeeenabeaeeensseeesanseneeennsens 2

o (o Tol T T o T~ SO P PPT P PPPUPPPPUIN 3
Creating @ PUIChase REQUISITION ....cccuiiieieiiee ettt e e te e e et e e e et a e e e e aateeeeaeesbaeeeensbaeesansaeeeennseneeennsees 3
AppProving a PUIrChase REQUISTTION ........uiiiiiiiiee ettt et e e tee e e e ette e e e ebte e e e e abeee e e senbeeeeesnbeeesessaeasanseneeennsens 3
Declining @ PUrChase REQUISITION ......cciiiiieiiciiie ettt e ettt e ettt e e et e e e e ett e e e seataeeeebteeeeeabassaeeesnssaeseansasaesanssnaesansenassnns 4

Page 1 of 4

® i .
pa[[adlum s palacium o 2
SUPQ87 — Purchase Order Approvals

ACCOUNTING



Overview

The Purchase Order Approval Function allows for you to create a Purchase Order workflow authorisation function across
the business to manage the related spend per Vendor as well as to set specific limits per Employee /Approver.

Setup

To activate the Purchase Order Approval function, access the Company Options function and the Payables / Settings tab,
activating the feature and setting the default User Document Limits and Vendor Monthly Limits. Note that once this

feature has been activated, you will be unable to create a Purchase Order without first converting it from a Purchase
Quote.

Purchase Crder Approvals

EEnabIE Purchase Order Approvals:

User Document Limits 50000012

Monthly Vendor Limits 50 000.00 2

In the Accounts Payable Module, Maintenance Section select the Purchase Order Approver Icon. Here we will assign
the various approvers, together with their Document Limit as well as the automated notification method.

Purchase Order Approver Setup

Approver Limits | vendor Limits | Motifications

New / Edit | J Delete

[Approver [[Motification [ Document Limit (Incl)
[ | Administrator EMAIL & SM5 5 000.00
[»| HarryPotter None 10 000.00

New Purchase Order Approver

Available Approvers: | JamesBond v

Document Limit: 5 000.00 %
Motification Method: | EMAIL W
OK Cancel

QK

You can also assign monthly Vendor limits to manage the spend on a per vendor basis. Should no limit be set then the
Vendor will be afforded an unlimited monthly spend.

Purchase Order Approver Setup

Approver Limits | Vendor Limits | Notifications

CMNew / Edit X Delete

[vendor |[vendor Description | Monthly Limit {Incl)

| TSTOOA Abercrombie Hardware 40 000.00

] T5T008 Dextor, Drew & Angus 5 000.00

] TST002 ACME Movelty 50 000.00

] 151016 Inglewood Drafting Se.. 9 000.00

] TSTOOT Cheshire Development 11 000.00
OK
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You can also setup default notification messages for the Email and/or SMS alerts.

Purchase Order Approver Setup “

Approver Limits | Vendor Limits [{ Hotifications |

Default Email Notification Template

Purchase Requisition Document Number : “NN* has been created on
“DD* for the amount of *TT* by *UU* and is awaiting your approval.

*NN* = Document Number *UU* = Requestor Username
*DD* = Creation Date *TT* = Document Total

Default SMS Notification Template

Purchase Requisition Document Number : “NN* has been created on
“DD* for the amount of *TT* by *UU* and is awaiting your approval.

*NN* = Document Number  *UU* = Requestor Username
*DD" = Creation Date *TT* = Document Total

oK

Processing

When you create a purchase Requisition you will need to select the relevant approver. Note that this will only display
the relevant approvers based on their requisite Document Limit.

(=] Purchase Requisition = =
File Edit View Navigate Purchases Report
o New 5 Open | D | FhAdjust | [ E#  Project [| AttachFiles | 3= Lines @ Record EPrint - 1 S8 55
Vendor: Ship To: PURCHASE REQUISITION
TSTO0S & v Outstanding Invaices: R0.00| ., DocNumber |RQ-000000004
e e AL e S - . R
Cnr Lake View & Hubbard Streets Open Requisitions: R2280.00 | |,. Required: 08 March 2015 v
Lz i’;:';‘ri:’g Gauteng 1201 Credit Used: RO.00| .  Reference#: |approve
[ " Bookmark
Document ftems Document Options Document Notes @ item Enquiries | [ View Images
Number Location Description ] awyfunt | Price| Discount % | Tax Code | Tax| Amount
Invitem DEFAULT Furniture and Fittings for new office 5 000.00 0.00 02 700.00 5 000.00
Status: v Copied / Converted Document Reference Available Approvers: | HaryPotter w SR = A
Department: | 1000 Sample Dept 1 v (EEETs Discount %: | 2| 0.00| /2 Wy
Terms: 30 Days Fram Invoice v L Tax: = 700.00
Additional Info: Order for Capex 211229 Total: = 570000
13 Combined Transaction = & Copy Purchase Documents - 2 Sample Company .

On selecting the Purchase Order Approvals function each user will be presented with a list of Purchase Requisitions
awaiting their approval.

Purchase Order Documents Awaiting Approval = B
Drag a column header here to group by that column ‘
| |[Dacument ID J[username Document Total
Administratar
Administrator
Administrator
RQ-000000004 2015-01-12 Administrator TST00S Cable and Wireless 5700.00
0K
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Once you select a document you will be presented with the option to either Accept or Decline the document. On
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Should you decline a Purchase Requisition you will be able to set a Decline Reason code on the Purchase Requisition

using the standard Authorisation reason codes.

palla

e Authorization Reason Codes “
@New fEdi‘t XDelete Search: |@ {_;
Code Description Status
FAHE Budget Constraints Active
DTHER VENDOR Use Other Vendaor Active
PRICE Price is too high Active
ﬁ Sample Company .:

diumr
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