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Palladium Accounting Enterprise V10

m Palladium Enterprise
General Ledger

H Accounts Payahlt

Accounts Receivable

Inventory

w Warehouse

PALLADIUM ACCOUNTING

ENTERPRISE

R New 2 Open | faf Copy J Delete Backup [@ Restore & RestoreAs | /i\ VPN Refresh | @ [ Calculator | [ Close Windows |  j Dashboards ~

Processing

y % =
Accounts Purchase  Receiving (GRV) Purchase Orders  Approve  Requisitions &  Bulk Request Retumns Payment Payments
Enquiries Invaices Purchase Orders  Quatations  For Quotations Approvals

Batch Sending

Print Batches

Point Of Sale

Business

SMs.

Fixed Assets

b D L1

summary

Control Panel
m Help

2

Vendors

Categories

28

Purchase Order
Approver Setup

Tax Payments

Creating a Vendor

In Palladium Accounting you must have a vendor for each purchase you make. You can do this by
clicking on the Vendors icon under Maintenance, then clicking on New. As per the screen below:

HEI=)

Vendors
3 New |7 Edit 3 Delete | Search: [ & fb|Sot Number -
Humber Hame Open Orders Balance Due VID Purchases  ~
3;.:01:01 Abercrombie Hardware 000 £0.00 000}
8 ACTo02 ACME Novelty 000 £0.00 £000 T
3 ACToo3 Barclay's Bank 000 £0.00 £0.00
8 ACTo04 Blackwell Rentals 000 £0.00 £0.00
3.:01:05 Cable and Wireless 000 £0.00 £0.00
8 ACTO0G Catanach, Douglas 000 £0.00 £0.00
| 3 AcTo07 Cheshire Development £000 £0.00 £0.00 \

8 e Dextor, Drew & Angus 000 £0.00 £0.00
3 ACTo09 Dunwaody Wire & Cable 000 £0.00 £0.00
8A:rmn Eagle Engineering 000 £0.00 £0.00
3.:01:11 Gibsan, Michael 000 £0.00 £0.00
8 AcToL2 Glengary, Heather 000 £0.00 £0.00
8 acToiz GWG Computer Services 000 £0.00 £0.00
8»\@14 Harry's Industrial Supplies £0.00 £0.00 £0.00 i
'y

& Sample Company _.:

www.palladium.co.za
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After clicking new, you will be directed to the screen where you can add the details of your new

vendor such as the vendor information, pricing information and various settings and parameters
that you want applicable to that vendor.

Supplier Information

Contact:

Street 1: 65 Arraw Street
Street 2:

City: London
Province:

Postal SW116TT

Country:

Item Pricing

Last Updated: 2009-02-11 9:48:00 AM

6 Number. [rsTo01

u Name: | Abercrombie Hardware

Contacts Settings

Phone:
Mobile:
Fax:

2 Email:
VAT Reg:

Reg No.:

Supplier Since:

Supplier

Taxes History

2079-2466

Abercrombie@4.com

\Wednesday, February 11,2009 [+

[ Inactive Supplier  [*|Send Email | | & Impert Supplier Prices | €D Previous | Net €

Optional Fields Trends

Files MNotes eCommerce

Under the Item pricing tab, you may add that particular item that you purchase from that vendor.
You may do this by clicking on new.

Vendor
Number: ACTOOL
@@ reme  abercombie Haraware
VendorInformation | ltemPricing | Contacts | Settings | Taxes | oOptionalFields | Tremds | Files | Notes | eCommerce |
Edit X Delete
Number [Description [ ltem Description [ Warranty Days| Vendor Price| Local Price| _ Disc %[ _Landed Cost Factor | _Estimated Landed Cost
[] inactive Vendor  [#|send Email | [ £ Import vendor Prices -

www.palladium.co.za
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After clicking on new, you will be able to add that item from your inventory and add additional
information about that item and the pricing.

Vendor Price

Item: 62199
Milk
Vendor Item Detail:

Vendor Item Code:

Vendor Currency:

Warranty Days:
Vendor Price:
Local Price:

Landed Cost Factor %

Vendor Item Description:

12345

Clover Milk

GEP British Pounds

0

0.00 Exchange:
0.00 Discount %

0.00 Estimated Landed Cost:

= 1.0000

= 0.00

0.00

Under the contacts tab, you may add the contact per of that particular supplier and the job title.

Vendor ===
G Number: ACTOOL
@A)  vame  Averaombie Haraware
Vendor Information Item Pricing Contacts Settings | Taxes Optional Fields Trends Files Notes eCommerce
& Add |7 Edit K Delete
Name Jab Title Email Telephone Ho. Fax Ho Mobile Ho.
[] Inactive Vendor @ Send Email | [ 5. Import Vendor Prices Nt ©

r
o Contact

]’

r~

Contact
Fhone:
Maobile:
Fax:

Email:

City:

Postal:

“ *Job Title: |

Change Picture

* Name:

Fianacial Manager
Manager
Details Supervisar

Street 1:

Street 2:

Province:

Facebook
LinkedIn

Skype

Motes

OK

* Required

Cancel

www.palladium.co.za

Page | 9


http://www.palladium.co.za/

Palladium Accounting Intermediate Training

palladium

ACCOUNTING

Under settings you add the terms for this vendor, the normal delivery method for documents,
and you have the option to add an expense account. If you select an expense account, this account
will be entered as a default when entering transactions for this vendor. The user can select a
different account however; it is just a default to save entry time. Invoicing workflow can also be

selected for the supplier in this tab:

Vendor “
G Number: | TST001
ﬁ. HName: | Abercrombie Hardware
Vendor Infarmation ftem Pricing Contacts Settings Taxes History Optional Fields Trends Files Motes eCommerce
Payment Terms Default Tender Types Create Invoice Workflow
30 Days From Invoice v On Account v New Invaice Only
GRV Only
Catego Curren:
gen < Purchase Order Only
DEFAULT s Suth African Rand
Department Trade Discount
-Nane - v 000 [2s%
Order Methad
E-Mail | Documents for this Vendar
Vendor Type
(@) Inventory
() Expense: &
[] Inactive Vendor (%|Send Email | | 5 Import Vendor Prices | | €3 Previous | | Next €3 Cancel

Under the taxes tab set the tax that the vendor normally charges you. You may wish to set
inclusive or exclusive codes here to aid in entry. You may also set exemptions here as well.

Vendor ==
() Number: ACTO0L
u Name:  Abercrombie Hardware
VendorInformation | ltem Pricing | Contacts | Settings | Taxes Optional Fields | Trends | Files | Notes | eCommerce
Default Tax Code: (02 - VAT on Purchases -
Exemptions: Add
Withhold Tax Setup
Add
Remove
[] nactwe vendor  ([@|sena Email | [F import venaor Prices Net  ©

Note: these taxes are setup under the sales taxes system in the company menu. The default code
for new vendors is also setup in the sales taxes system in the company menu. See the sales taxes

section for more information.

www.palladium.co.za
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Purchases

You access the purchases window by clicking the purchases icon on the Accounts Payable menu.
The following window appears:

= Purchase Invoice - oES

File Edit View Navigate Purchases Report

@ New g Open | 3 | 7 Adjust [[JReturn *J Convert ¢ = Centers . Project [ Attach Files |§=Lines @ Process | & Labels EiPrint ~ 1 ([l 38 55
Payment: On Account + | [ Document Info | gy Additional Costs i Price & Stock Check
Vendor: ship To: PURCHASE INVOICE DocNumber: | PL000000OT1
CDE0OT ) << Default> > v Outstanding Invoices: R11250000 | [, |  Date Saturday , March v
€D Displays £ [vioTesting Open Orders: R10830.00| [ | Required: Saturday , March v
144 Rieter Street
Pretoria Gauteng 1985 Open Requisitions: R10500 | [.. |  Reference #:
South Africa Credit Used: R12333000 | | .. |  Additional Info:
[ ¢ Bookmark vend Inv=;
Document items Document Options Document Nates Copied Document Reference = Purchase History | @ item Enquiries |[i@] View Images
Number Location | Description ] ayfunic | Price | Discount % [Tax Code | Tax|  Amount|seral /Lot
ITEM DEFAULT  ITEMOOT 1EA 21930 000 02 3070 21930
Warehouse: DEFAULT - Avallable: 54.00 Sales Order: 1.00 On Hand: 55.00 Purchase Order: 0.00
Weight = 0.000 Variance in% | Subtotal D 219,30
Status: v
Volumetric = 0.000 | Last Purchase Unit Cost: | (31 21930 = 0.00 | Discount %: (=] 0.00] = o)
Department: -None - v
Moving Average Cost: | (3] 222142 128 Tax: B 3070
Terms: 30 Days From Invoice v
Standard Cost = 0.00|[= 0.00]| Totat = 250,00
& Copy Purchase Documents ~ V10 Testing

Selecting a Transaction Type

The transaction to perform is selected from the icons list on the main menu. You have a choice of
the following 3 options:

1. Invoice: Enter a supplier invoice (or convert an order or requisition).

2. Purchase Order: Enter an order for your supplier (or convert a requisition). An order has no
financial implication but does show stock items as being on order. If you enter orders for your
suppliers it will allow you to record the price you expect to pay and to compare that to the supplier
invoice when it arrives. It also allows you to easily capture the supplier invoice by converting your
purchase order.

3. Requisition: A requisition has no financial implications to the system and does not change stock
at all. It can be used by your inner company employees to request items to be purchased. You can
also use it to capture quotations given to you by your supplier.

Selecting a Payment Method (Invoice Only)

The payment method selector allows you to enter if the purchase was done on account (enter
into AP and pay though payments) or if you paid directly for the item(s) using cash, cheque, EFT,
or other instrument. If you select any method besides on account, Palladium will enter a payment
for you. The payment can be reversed in the payments window as normal. Please see payments
for more information.
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The first step to entering a transaction is to select a vendor. You do this by pressing the lookup

button next to the vendor text box.

= Purchase Invoice

File Edit View Navigate Purchases Report

£ New 3 0pen | D

i Adjust [']Return 7 Convert g5 = LJi Centers |, Project [| Attach Files |3=Lines (@ Process
Payment: On Account - | (7 Document Info | gy Additional Costs 3@ Price & Stock Check
Vendar: Ship To: PURCHASE INVOICE
CDE0O1 << Default >> v Outstanding Invoices: R112,500.00
CD Displays 2| [ vi0Testing Open Orders: R10,830.00
;fi:::";:ﬁ:t.g 1985 Open Requisitions: R105.00 | |,
South Africa Credit Used: R12333000 | [,

[ & Bookmark

Document [tems Document Options Document Notes Copied Document Reference

Number

- cEE

& Lebels giPint - 1 [ 32 |5
Doc Number: PI-000000011

Date: Saturday , March v
Required: Saturday , March v
Reference #:

Additional Info:

Vend Inv#;

=] Purchase History | §® ftem Enquiries | [ View Images

Location Description ] ayfunt | Price| Discaunt % | Tax Code | Tax Amount Serial / Lot
ITEM DEFAULT  ITEMOO1 1 EA 21930 000 02 3070 21930
Warehouse: DEFAULT - Available: 54.00 Sales Order: 1.00 On Hand: 55.00 Purchase Order: 0.00
Weight: 0.000 Variance in % Subtotal: = 219.30|
Status: v
Volumetric. 0.000 | Last Purchase Unit Cost: ||+ 21930 |- 0.00 | Discount%: | 5 0.00 0.00|
Department: - None - v
Moving Average Cost: H 24 128 Tax: = EL
Terms: 30 Days From Invoice v
Standard Cost: = 0.00 2 0.00 | Total: = 250.00)

& Copy Purchase Documents -

By default, your focus returns here automatically,

0 V10 Testing

so you should be able to just press the enter

key on your keyboard. You select a vendor in the vendor lookup window and have the normal

search options available to you.

The next step is to set the date (to your far right) and if entering an invoice, enter the vendor

invoice number in the space provided.

The vendor invoice number must be unique to each vendor (you cannot capture the same invoice

number twice per vendor).

The next step is to tab or click to the number column in the list (far left column). You can press
the lookup button in that column or press enter to lookup codes. You can also enter the code

manually or use a barcode scanner in this field.

= Purchase Invoice - B
File Edit View Mevigste Purchases Report
@ New 58 Open | € 3 | %5 Adjust [ Return ] Convert ¢ = 4 Centers . Project [ AttachFiles | 3= Lines @ Process | [ Labels g|Prnt - 1 | [l 38 |53
Payment: On Account = | [ Document Info | iy Additional Costs i Price & Stock Check
Vendor Ship To: PURCHASE INVOICE DocNumber:  |PI-000000011
CoE00Y ) << Default >> v Outstanding Invoices R11250000 | [, | Date Ssturdsy , March v
D Displays B [vioTesting Open Orders R1083000| . | Required: Saturday , March v
;f;g,‘f;";;z‘t::‘g o Open Requisitions R10500 | .. |  Reference:
South Africa Credit Used: R12333000| .. |  Additional info:
[] " Bookmark Vend Inv#:

Document tems Document Options Document Notes Copied Document Reference

[=] Purchase History |2 Item Enquiries | [i@] View Images
[umber  _Ligcation | Description I ayfunt | Price | Discount % Tax Code | Tax Amount| serial / Lot
Warehouse: DEFAULT - Available: 54.00 Sales Order: 1.00 On Hand: 55.00 Purchase Order: 0.00
weight: | .. ||[£ IED Variance in% | Subtotal: 0.00
Status: v
Valumetric = 0000 | Last Purchase Unit Cost: ||[2]  21930|| [ 0.00 | piscountss: || & 0.00| /2 @
Department: - None - v
Moving Average Cost: 222.14)| 128 | Tax: 0.00
Terms: 30 Days From Invoice v
Standard Cost: 0.00 0.00/| Total: 0.00
3 Copy Purchase Documents ~ V10 Testing
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Opening an Existing Document

At any time, you can open a previously entered document by pressing the open button. Once you
have opened a document you can go to the navigation menu to move between documents easily.

=l Purchase Invoice =
File Edt View MNavigste Purcheses Report
QNer{ ® | B Adjust []Retun T Convert ¢ | [ | B i Centers s Project (]| Attach Files |3=Lines @ Process | & Labels giPrint - 1 | [ 2g |52
Payment: On Account - | (L7 Document Infe | i Addiitional Costs 3 Price & Stock Check
Vendor Ship To PURCHASE INVOICE DocNumber:  |P1-000000011
CDE0D1 & << Default > v Outstanding Invoces: R112,500.00 | | Date: Seturday , March
€D Displays 8| [ vioTesting Open Orders: R10,830.00 | | Required: Saturday , March
144 Rieter Street .
B Open Requisitions: R10500 | .. | References:
BuEII Credit Used: R123330.00 | [, Additianal Info:
[ Bookmark Vend Inv#:
Documen t [tems Document Options Document Notes Copied Document Reference =] Purchase History @ Item Enquiries | [ View Images
[Numper [location [pescription I afune | Price| Discount % Tax Code | Tax|  Amount|senial/ Lot
Warehouse: DEFAULT - Available: 54,00 Sales Order: 1.00 On Hand: 55.00 Purchase Order: 0,00
weight: | ... | |5 0,000 Variancein% | Subtotak S 000
Status: v
Volumetric: < 0000 | Last Purchase Unit Cost: | (3| 219.30 | = 0.00 | piscount b9 (|3 000 S 0y
Department ~None - v
Moving Average Cost: S 224 128 | Tax 2 g
Terms: 30 Days From Invoice. v
Standard Cost: SN[ 0.0 Totak: . o
& Copy Purchase Documents ~ 0 V10 Testing

Clearing the screen or entering a new document

To clear the screens, press the new button.

Saving and Recalling Documents

You can save documents you have entered by opening them, or you can save documents you just
entered. Once you have the document on the screen, press the save button. To recall a saved
document, press the new button to clear the screen and then click the recall button. Saving

documents allows you to save capture time when you often have similar documents to capture
over and over again.

Changing Information or Crediting

If your administrator has allowed it, you have the option of adjusting documents and crediting
them. To adjust a document, open that document and then press the adjust button. Make
changes to the document as required and then record it again. Palladium will make all the
necessary adjustments for you.

If you wish to credit a document, open the document and press the credit button. A credit (reverse

transaction) will be entered for you automatically. You then verify that the amounts are correct
and press record.
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You may adjust document notes, etc., by going to the edit menu and choosing edit document info.
This allows you to change the non-financial information of the document without having to adjust
it.

Orders & Requisitions

In Palladium Accounting the purchases section is used to capture and manage your supplier
orders. You do this by changing the transaction type as appropriate (see purchases for more
information).

Converting Documents

Capturing a purchase requisition or purchase order is the exact same as capturing an invoice. This
is explained in the previous topic purchases. This section will cover how to convert a specific
document from one type to another easily.

Step 1:

Always have the transaction type on the document you want to create. If you want to convert a
purchase order to an invoice, then select invoice as the transaction type.

If you want to convert a requisition to an order, have the transaction type set to purchase order.

&l Purchase Order - o x
File Edit View Navigate Purchases Report
3 New 3 Open | € D 5 Adjust ] Convert [[7] Copy SO B Project [] Attach Files |3=Lines e-Submit &, Change Vendor @ Record |EiPrint - 1 |88 |E5
Vendor: ship To: PURCHASE ORDER DocNumber:  [P0-000000003 T ]
— oot 5 e Wordey 23 Februmy 2016~
2 | sample Company Open Ord Monday , 07 March 2016+
121 Lake View Road o
Cnr Lake View & Hubbard Streets pen Req

Johannesburg Gauteng 1201

Credit Used: Additional Info:

& Bookmark

Documer it ltems Document Options Dacument Notes Copied Document Reference | Purchase History | &> Item Import T ftem Enquiries [ View Images
Number Description Location, | ayfunt | Price | Discount % [Tax Code | Tax. Amount
weight: | .. ||[% 0000 Variancein% | Subtatal: z 0.00
Status: = = = =
Volumetric: z 0000 Last Purchase Unit Cost: | [+ 000/ [ 000 | Discount%: |2 0:00]|[& 0.00
Department:
Moving Average Cost: = 0.00 |5 0.00| Tax: = ®rY
Terms:
standard Cost: = 0.00)||= 0.00 | Total: = ®E
=
Copy Purchase Documents & Sample Company
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Press the convert button. The following window will appear:

{ Bl ru des — a X
File Edit View Novigate Purchases Report
|/ G New 583 Open | & 3 | % Adjust ] Convert ('] Copy SO | [ [& [ . Project [ Attach Files |3= Lines | ¥ e-Submit G Change Vendor @ Record [IPrint ~ 1 |88 §
Select Document to Open... X
Vendor: — = ber:  [PO-000000003 1 v
seorch:[|[an) | Vendon | =" Bookmarks Only | Sort: Document -
Monday ,29 February 2016 +
5 - i
Stort: | Fridey 29 Janui v | End: | Monday 29 Febru | [ Refresh Monday 07 Marh 2016 -
=
Number Vendor Date Document Number Reference Amount
TST001 Abercrombie Hardware  2016/02/23  RQ-000000002 R26.22 i
Dacument ltems Document B tem Enquiries [i@ View images
Number Description Amount
btotal: = Y
Status:
count%: || o 0.00
Department:
K : 009
Terms:
tal: z 0.00
urchase Document:
Cancel

& Sample Company |

dium

ACCOUNTING

Select the requisition or order (as appropriate) in this window and then press OK. Your screen will
fill with the information from the source document as follows:

[/ Purchase Order

File Edit View Mavigste Purchases Report

5 New 2t Open | B | 55 Adjust 7] Convert (7] Copy SO

- o X

H B . Project [ AttachFiles |§=Lines | &' e-Submit §, Change Vendor @ Record |g]Print - 1 |38 3
Vendor: Ship To: PURCHASE ORDER DocNumber: |P0-000000003 1 |l
) - Outstanding Invoices: R13.68 Date: Monday , 29 February 2016 v
Abercrombie Hardware Sample Company Open Orders: R 463 895.64 Required: Monday ,07 March 2016 v
65 Arrow Street 121 Lake View Road
London SWH16TT Crr Lake View & Hubbard Streets Open Requisitions: R 169 981.98 Reference & |RQ-000000002
UK rAnnEsurg Gauteng 1201 Credit Used: R 463 909,32 Additional Info:

[ g#"Bookmark
Dacument ltems Document Options Document Notes Copied Document Reference [Z] Purchase History | ¢ Item Import | @@ ttem Enquiries |[i@] View Images
Number Deseription Location [ ayfunt | price| Discount %[ Tax Coge | Tax | Amount
1 invitem Inventory item DEFAULT 1EA 2300 000 02 322 2300
Warehouse: DEFAULT - Available: 998,00 Sales Order: 1.00 On Hand: 999.00 Purchase Order: 1,234.00
Weight: = 0.000) Variancein% | Subtotal: s =i
Status: - = = = =
Volumetric $ 0.000 | Last Purchase Unit Cost: || 3]  23.00| [+ 0.00 | Discaunt 3 0.00 | = 0.0
Department: -Mone - i
Moving Average Cost: 23.00 | [= 0.00| Tax = 3.2
Terms: 30 Days From Invoice v
Standard Cost: > 0.00 /= 0.00 | Total: s =
3, Copy Purchase Documents -

& Sample Company

Step 3: Changing, removing, or adding items. At this point you can change items, remove items or

amend details on the line items.
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Purchase Price Variance Control on Purchase Documents

You can now manage the cost prices on Purchase documents and set an allowable variance with the
ability to Allow, Warn or Block the variances.

Fie | Edt  View Mavigate

Purchases

Purchase Invoice

Report

Sew Bopen | € B Fadu (TR oomer 63 B

i Centers Ly Project [} Amach Files

- omEm

@ Process | 5 Labets e + 1 Ag |
Payment: On Account ~ | (17 Document info | 9 Adddions Costs 45 Pice & Stock Check |
vendor: Ship Te: PURCHASE INVOICE DocHumber: | PLOCOOONOCS
coeoen F Outstanding Iwoices: R11250000 oate March
D Dispiars B [Wotetng Open Orders: 1083000 [, | Requires Harch
156 metersteet

LA — Open Recuisttons: R10500 | L. | Relerences:
e Credit Used: R123,330.00 | .. Additional Info;
& Bookmark VendIme#: 7804
Gacumert tems | Gogument Options | _ Document Nates | _ Copied Bosument Reference "~ Purchase History | B mem Enauiries | View imsges
Nemoer__[lessien [ oesciption e Pica]_Discouet 8] T cou. Tu__Amaus[seraiziot
T[MIMGOI  DEFAULT  Memory Card -HP Computer ) soo a0 o Er )
Warehouse: DEFAULT - Aviable: 8300 Sales Crder: 800 G Mand: B30 Pschase Order: 200
Wesght = o000} Varancein®% | Sublotak = 631579
status
Volumetric |+ 0000f vast Purchase it cost: || 31 52632 1400 scoumt s |2 0002 om0
Oepartmens: None
S 2008 | 1 sea.2t
Terms: 30 Day: From Imveice Moving hevepe Cort_|Lc |
Standerd Cost: B 000 | Totat: 2 720000
& Copy Purchase Documents -

In addition, you can drill down and view previous purchase history:

S N10Testing

@l Purchase Invoice - °IEN
File | Edit View MNovigate Purchases Report
GoNew 3 Open € 3 # Adjust [JRetum Convert g3 B [ | uf Cemters Ly Project [) Attach Files §=Lines 4 Process | & Labels evint + 1 | [ B 0%
Payment: | On Account | (¥ Document Info | §§8 Addonal Costs. 5 Price & Stack Check
Vendor: Ship Tox PURCHASE INVOICE DocHumber | PLO0GOOOI0S
et F Outstanding Invaices: R11250000 Oate: Satuay . Worch
#| [WioTesting Open Orders: % 10,8300 Required: Saturosy . Marcn
144 Rigter Steet .
e Open Requistions: w1800 Reterence -
crmnT Credit Usea: R 12333000 Additional Infa:
JrT— Vendime: 784
Document frems Document Options Dacument Nates Copied Document Referente I schase History I‘ll tem Enquiries. | ] View Images
e [ oeription [ oujumt | Prce] Discount W[ ancode Tox] Ao Senal Lot
TIMEMOOT  DEFAULT  Memory Card - P Computer 2 e 0000 000 01 sz 72000
.WIIAHML DEFALLT Sales Oider: 8.00 200
weight = 0000 Varancein% | Subtotat = &31579
Seatus: T
ot vometic |5 0000 Last Purchase Un Cost: | 13| 52832 |2 1400 picount e | = 009 [ 000
Gepartment: none |
5 = [e——— D 2688 Tax = )
ferms 30 0ays From inwolce I |
Standard Cost SHED) S 000 Totak G 7,200.00
& Copy Purchase Dacuments V10 Testing
MEMOO1 - Purchase History - o
Drag column headers here to create groups
Documert Date Vendor Number | Vendor Name | Vend Inv # ay Uit Price | _Line Discount Am|Unit Price (Discourt) |
» :PI-D00000005 3/1/2025 CDE0O1 CD Displays 7894 1200 600.00 0.00 000
PI-000000002 3/1/2025 CDEDD1 CD Displays. 11565 1.00 600.00 0.00 0.00

dium
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Understanding the Conversion Process

If you convert a requisition to an order (or invoice), the entire requisition is removed regardless
of what is captured on the order. If you convert an order to an invoice Palladium Accounting keeps
track of the quantity remaining on that order if you don't convert the order in full. If you remove
a line from the invoice (as it was not received) that line will still remain on the original order. If
you lower the quantity of any given line, those items will still remain on the order as well.

Viewing the Original Document during Conversion

Sometimes you may need to view the original document while converting. This is especially handy
when only partial items remain on any given order, etc. You can view the original document by
going to the view menu and choosing document converting. You may also press F2 on your
keyboard as well.

Cancelling Orders

Sometimes it is necessary to cancel an order or remove a requisition that has not been converted.
Removing a document will also remove the on order quantity from your inventory if you are
removing a purchase order. This function can be used to remove a purchase order even if it was
partially converted, as when you want to cancel the remaining items on order.

Open the document you would like to cancel (using the open procedure explained under the
purchases section). Then go to the file menu and choose remove document.

The document will be marked as cleared. You can still view cleared documents in Palladium as a
security feature, but for all purposes the document will not be available to be converted and your
inventory will be updated (on order for purchase orders).
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Additional Cost

Landed cost adjustments allows you to add costs to your inventory items to account for different
freight costs, government clearing costs, import taxes, etc. By raising the cost of your inventory
to account for these additional costs, your profitability of items can be more easily determined as
Palladium will calculate the selling revenue against these higher costs to obtain a gross profit on
the item(s).

You can access the landed cost adjustment by opening the purchase invoice where the items were
purchased under and then select landed cost adjustment from the purchases menu. The following
window appears:

Purchase Invoice - olEE

i Centers . Project || Atach Files 3= Lines P s Labels [ Print ~ [N

etum
- [ Document info [ Raamons] Corts B Price & Stock Check
hip To:

PURCHASE INVOICE DocNumber: | P000000305
ou

R10S00| || References:

R123,330.00 Additions! fe:
Bockma Vend v s: 34

T iicost]._ Aemoumi] FresAciac:

Subtotat = 631573

The first step is to set the date. Next you add a comment as necessary. Then select a control
account to use, this is where the funds come from. You may then enter an amount under each
item manually or allow Palladium to calculate the amounts by using the auto adjust feature at the
top right (either using weighted cost or weighted quantity). When finished press OK.

It is advisable to do this as soon as possible to get the correct cost in your inventory. However,
there must be at least 1 item remaining in inventory to perform this function on that item.

Understanding the Control Account

It is recommended that your setup an expense account called "landed cost adjustments". When
processing expense entries for the additional import costs, use that control account to record
them. Then you know how much money you need to allocate to your items using the landed cost
function (the balance displays next to the find button). It also affords you control as you should
have a zero balance in the landed cost control account when finished with the landed cost
adjustments.
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Payments

il
n' .

Payment
Approvals

In Palladium Accounting the payments window is used to make payments for transactions that
were captured under purchases or expense entries. These entries must have been captured asthe
"on account" payment method. You also capture your prepayments (payments made to vendors
where an invoice does not exist) in the payments windows. You also can reverse payments as
appropriate regardless if they were entered under payments or captured as cash (no-account)
transactions in other windows.

To access payments, click the payments icon in the home window. The following window will
appear:

T Payments =8 %
File Edit Navigate Report
23 New 5 Open Adjust J Reverse | ] Convert @ Record | Print - [l 38 55
Vendor Detail Bank Detail
Vendor: From: 1060-0000 Current/Cheque Account
By: Document: Cash
Payment Amount: = 0.00 Bank Amount: 0.00
Payment Unmatched: |~ 0.00

Date: 01 May 2015 (=34 Comment:

Double Click Document Number to Open

Invoice / Ref Document Numbei| Date [P0 rumper | onginal amount|  Amount owing Disc Available DiscTaken|  Payment Amount

Payment: D 0.00
Discount: z 000
Prepayment z 0.00
Withhold Tax 3% z 0.00

Total: = e

% Sample Company

As with all other transaction windows, you can press new for a new transaction or open to view
a previously posted transaction.

Entering a New Payment

The first step is to find the vendor you wish to enter a payment for. Press the find button and
either select or search for a vendor as appropriate. Once you have done this, you need to enter a
payment amount. Do this by clicking the row in the payment amount column. If a discount is
present, you may also click on the discount taken column to add it. You may also enter a discount
manually in this column as well.
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Entering a Prepayment

If you have paid a vendor in advance you can enter a prepayment by entering the amount in the
prepayment box in the lower right corner of the window. You can record just a prepayment
without selecting any invoices to pay, or in the case of an over payment, you can select a
combination of invoices and use the prepayment section to record the over payment amount.

Reversing a Payment

If you need to reverse a payment for any reason, first open the payment and get it on the screen.
Next press the reverse button. If you make a mistake on any payment you must first reverse the
payment and then re-enter it again.

Using Automatic Matching

You may enter a discount to match under discount amount and a payment amount under
payment amount and then press the auto match button. Palladium will match up the appropriate
amounts and enter any additional amounts as a prepayment. You may also match the entire
account (including discounts) by pressing the match all button.

Cancelling Prepayments or Offset Them against Invoices

If you wish to cancel a prepayment you can just click the prepayment amount under payment
amount (the payment will show as negative) and then record it. Palladium will warn you that you
are receiving the money back from the vendor in cash, just say yes.

If you wish to offset the prepayment against entered invoices (once the invoice has arrived) you
simply click the invoice and the prepayment in the payment amount column (both should equal
to zero) and then record it. The invoice will be marked as paid against the prepayment.
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This function allows you to create a Purchase Order workflow authorisation function across the
business to manage the related spend per Vendor as well as specific limits per user. You can activate
the Purchase Order Approvals in the Company Options function in the Payables Tab as below:

Company Options

Profit Centers | Projects | Aut Notes | Optienal | Optional (AP /AR | Optional [Docs] | Optional [Doc Lines) | Optional (Delivery) | Voucher | Naming Conventions

Company | General  Payables | Receivables | Inventory & Services | Warehouse | Manufacturing | Deposit Slips | SMS

Settings GRY
Aging Periods Reference Number Checking

30 2] Days Overdue @ Disabled

60 =] Days Overdue ) Warning on Duplicate (PO / INV)

90 £ Days Overdue () Error on Duplicate [PO / INV)

Blank Reference Number Default Department

@ atow (O waming () Block (® vendor O user
Document Processing Mode
Standard

@ Yes  (Park on Qty)

O No  (Wrap to the Next Line}

Quick (Invoke ltem Search]
O Yes  (Park on Qty)
O No  (Wrap to the Next Line}

Vendor Account Number Coding Convention
® Free-Format () Manual () System Generated

Segment 1 Format:  Alpha Character Places: |0

| [

Segment?  Format  Alpha Character Places: 0
General

[] Auto Print Invoices on Process Allow Payments on Invoice Entry

[ Clear Document on Frocess [ Allow Processing on Document Line Total

Prompt Open GRV's on Purchase Invoice
Processing

] Display Vendor ltem Code and
Deserition on Purchase Documents

Default Humber of Days for Required: T %

Approver Setup

POS | POS - Barcode | Form Numbers | Email

Create a Return
() From Invoice Document
() Returns Icon

@ Both

Blank Department

@ Allow O warning O Block

Farce Payment Approvals

) yes Payments can anly be Created
— Y& from Approvals)

@ No (Payments can be made directly)

urchase Order Approvas

Enable Purchase Order Approvals

Default User Document Limits: 0.00f%
Default Monthly Vendor Limits 0.00%

Blank Authorization Reason Codes

@ Allow ) Warning O Block
Cost Variance on Purthase Documents

Activate Purchase Cost Variance

[] warn on Purchases over 0002 %on

Last Purchase Invoice Cost

You can setup Approval Limits by User as well as Vendor In addition you can setup notification

methods for the approver by Email, SMS or both.

F-3 Purchase Order Approver Setup

Approves Limits wendor Limits
i New 7 Bt | 3K Delete

Aoprese Hatification

- o

Natification Metnad

Dacument limit

' ___ 2.500,000.00 |

New Purchase Order Approver

availanie Approvers admin

Document Lmit Rl 5.000.00/2

Hotification Method: [EMaila s

3

o Cancel

The approver will seed a list of documents die for approval, open the document then approve or

decline the requisition.
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Tax Payments

o7}
Tax F‘a}.-'.m E.; .r1ts

In Palladium Accounting the tax payments processing window allows for an easy entry of your
sales tax (VAT) payments. You access the tax payments processing window by selecting tax
payments from the home window. The following window appears:

B4 Tax Payments l — e
!:} New @ Record E m
Definition: VAT -

Payment Date: 01 May 2015 [~

Comment:

Refundable Tax Worksheet

Sales Tax: 0.00 1=
Purchases Tax: 0.00 1=
Payment Amount: 0.00 (=
T VAT Allocations
Bank Account

Department: |- Mone - ']

Control Account Balances:

Show Balances asat: 01 May 2015 [G~

Account Description Balance
2300-0000 Sales VAT Payable 14,117.60
2160-0000 Purchases VAT Payable -4,908.10

Total Due 9,209.50

ﬁ Sample Company

The first step is to select the definition you are paying (authority). Then enter the payment date
and any comments. The next step is to enter the tax amounts from your sales taxes printout
(report). The payment amount is calculated automatically. Next select a bank or petty cash
account that you are making the payment from.

You can check to make sure your amounts are correct by entering a date and pressing the refresh
button. Your control account amounts will be displayed and a total amount due calculated.

Accounts Payable - Batch Printing

Pt

Print Batches

In Palladium Accounting you have the option to print your requisitions, purchase orders, and
purchase invoices in batches. If you wish to print documents in batches, you must not print them
in the normal processing windows. Any document that has not been printed will automatically
appear here.
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You access the print batches function by going to the payables tab in the home window and click
on print batches. The following window will appear:

& Print Document Batches { = |8 éj
Document: Invoices - @E Select All | Print Selected X Rernove Selected ﬁ
Document Date Required User Name Vendor Reference Total
[~} {Pr-000000001 01/03/2015 08/03/2015 Administrator  TST0O02 12345 2622000 ;
|| Pr-ooooooo02 01/03/2015 08/03/2015 Administrator  TSTOOL ad 13.68
[ Proo0000003 01/03/2015 08/03/2015 Administrator  TSTOOL INv555000 406,926 .00
I [] Pr-ooo000004 01/03/2015 08/03/2015 Tshepo T5T002 inv7977979 1138386
|| Pr-oooooo00s 01/03/2015 08/03/2015 Administrator  TST002 im90909 38646
ﬁ Sample Company

From here select a document type (requisition, order, or invoice). You may manually check the
documents to print or click the select all button. The print selected button prints all the checked
documents and the remove selected removes them. The print selected function will automatically
remove the documents when printing is completed.

Please note: the remove selected button only removes them from the printing queue. The
documents themselves are not removed.

www.palladium.co.za

Page | 23


http://www.palladium.co.za/

Palladium Accounting Intermediate Training pa”adlum

ACCOUNTING

ACTIVITY
1. Create a customer called Supplier 1
2. Create a Purchase Order
3. Convert this into a GRV then a Sales Invoice
4. Process a payment for this supplier

NOTES
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ACCOUNTS RECEIVABLE/ CUSTOMERS

(3 Palladium Accounting Emerprise W10

PALLADIUM ACCOUNTING

ENTERPRISE

Customers

In Palladium Accounting you must have a customer for each sale you make. All transaction
windows require that you select a customer. If you have customers you sell to infrequently, you
can setup a "cash customer" or "one-time customer" for this purpose. To do this, you would just
enter "cash customer" as the name.

From the home window select customers. A customer list will appear as follows:

= — — — =
Please Select Customer... - . B
{;}New Search: @j & & Orders Balances  Custorner Number =
Mumber Mame City Phone Balance Due  *
& 3009 Cash Sales Account R0.00
g TST001 Ashburton Reinforcing Perth 61895552188 R 1 545,86
g T5T002 Askew Shopping Center 85227555551 R139.08
8 TSTOO3 Bayswater Institute Brest 33298555541 -R 47 994,52
g T5T004 Belvedere Mursing Home London 02085557140 R 4 788.20
g T5T005 Brown, Jerome B. Johannesburg 0114660152 R 23 313.00
=, T5TDOE Cavendish, Peter 5. 65.555.8348 R.0.00
& :
=, TSTOO7 Construction Concrete Cor Canberra 61376720284 R 0.00
g ,
<, TSTOOS DAB Collision Ltd Durban 27315551247 RO.00
a
g TSTOO9 Derby City Council Derby 01332293111 RO.00 -
Sort By:
= = = .

List window Functions

As with all Palladium list windows you have the option to add a new customer, select a customer
and press edit to edit them, and select a customer and press delete to remove a customer. You
can only remove a customer that has not been used, or, has had all their transactions cleared
(after 2 years).
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List Window Searching

As with all Palladium list windows there is the ability to do an advanced search (click the yellow
binocular button). This allows you to search for items inside text (not just the start of text) and
also search by optional fields.

List Window Filtering

As with all Palladium list windows, by default, your inactive items remain hidden. To see inactive
items, click the orange clock ("show inactive items"). The icon next to the item will also show an
orange clock so that you can quickly identify which items are set inactive.

Adding and Editing Customers

From the list window click new or edit to see the customer window as follows:

8 customers — - (=] i
New |7 Bt Delete | Search: |60 & O sort Number - (7]
Number Mame Open Orders Balance Due ¥TD Sales :
9‘;3009 Cash Sales Account RO.00 RO.00 R B3 819.68
g T5T001 Ashburton Reinforcing RO.00 R1546.86 R1 546.86
g T5T002 Askew Shopping Center R1393.08 R139.08 R139.08 |=
g T5T003 Bayswater Institute RO.00 -R 47 994.52 R 200548
g T5T004 Belvedere Nursing Home RO.00 R 4 788.20 R4 788.20
g T5T005 Brown, Jerome B. RO.00 R 23 313.00 R2331300 -
g T5T008 Cavendish, Peter 5. RO.00 R0O.00 R100.00
g T5T007 Construction Concrete Corp RO.00 R0O.00 R0.00
g T5T00B DAB Collision Ltd RO.00 R0O.00 R100.00
g TST009 Derby City Council R0O.00 R0.00 R100.00
g TST010 Fogarty Motors R0O.00 R0.00 R0.00
g TSTO11 Garry College R0O.00 R0.00 R0.00
g TST012 Gigi's Pasta & Pizza R0O.00 R0.00 R0.00
g TST013 International Qil R0O.00 R0.00 R0.00 i
-y

ﬁ Sample Company .:

You can add customer information including contact numbers, addresses etc.

Customer B
* Name:
Customer Infarmation | Contacts | Shipping Locations | Settings | Taxes | History | Optional Fields | Targets | Files | Notes | Linked Customers
Contact: Phone:
Street 1. Mobile
Street 2: Fac
City: 2 Email Addresses:
Province Main
Postal Invoices:
Country: [ soutn Africa v Statements
VAT Reg
Reg No.
Last Updated: Never Customer Since: |Wednesday, April  1,2015 v
] nactive Customer #)Send Email Add Ancther [+13 Cancel
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You can also add the contact person and their job title.

Customer
*Name: | |
| Customer Information | Contads | shipping Locations | Settings | Taxes | History | Optional Fields | Targets | Files | Notes | Linked Customers
{orNew / Edit | X Delete
Hame Job Title Email Telephane No. Fax No. Mobile No.
W e Eme (% Send Email Add Another ok

You can add different shipping locations for a customer:

Customer

* Name: | |

* Required

Customer Information | Contacts | Shipping Locations | Settings | Taxes | History | Optional Fields | Targets | Files | Notes | Linked Customers

3 New 7 Edit | 3 Delete

e —— P Street 2 Customer Location H elivery Route Sales Person
* Name: [

Street 1:

Street 2:

City:

Province:

Postal Q

Country: hd

Delivery Route: 0

Sales Person: | hone — hd
ox

[] Inactive Customer [*)Send Email

Add Ancther o

palladium

ACCOUNTING

www.palladium.co.za

Page | 27


http://www.palladium.co.za/

Palladium Accounting Intermediate Training palladlum

ACCOUNTING

As with setting up a vendor, there are setting that you can put in place as parameters you set for
that particular client. This includes payment terms, distribution methods, tender types, etc. as per
the screen below:

Customer “

L+ Number: pEsateed
* Hame:

Customer Information | Contacts | Shipping Locations | Settings | Taxes | History | Optional Fields | Targets | Files | Notes | Linked Customers

Credit Cantral

Use Credit Contral  Limit: 100,000.00/2| [ Credit Hold Interest Rate (APRE: | 2200 (=%

Temporary Limit: 00013 Expiny: |Wednesday, April v

Payment Terms Default Tender Type Invoice Document Farm

30 Days From Invoice v On Account v - None - v
Sales Person Currengy QOrder Document Form

- None - v South African Rand v - None - v
Category Fricelist Trade Discount

DEFAULT v| &% REGULAR v @) Fixed 000 |5 %
Profit Center Department () Matrix Type

& - None - v DEFAULT

Create Invoice Workflaw Cantract Pricing Allow Backorders (Partial Deliveries)

New Invaice Only ~None - v ® allow & warning () Cancel

Delivery Advice Only
Sales Order Only

Distribution Method

Print v | Documents for this Customer

[ Inactive Customer #| Send Email Add Another Ok Cancel

Further to this, you can add default tax types you would like to be applicable to the customer.

Customer H

4y " Number: " Required
* Name:
Customer Information | Contacts | Shipping Locations | Settings | Taxes | History | Optional Fields | Targets | Files | Motes | Linked Customers

Default Tax Code: |01 - VAT on Sales b4

Exemptions:
Add

Remove

‘Withhold Tax Setup
Withhold Tax on Receipts: [ |

Add

Remove

[ Inactive Customer | Send Email Add Another Ok Cancel
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Sales Persons

Sales Persons

In Palladium Accounting you can track your sales person performance. This allows you to pay

commissions or track how well your sales staff is doing. You can select a sales person at time of
guote, sales order, or invoice.

&l

Sales Invoice
File Edit View Navigate Sales Report

(@ New 585 Open | € D) | 4% Adjust
Payment: On Account

==
Credit 7 Convert 5 | [ [=} € |t Centers

Project [[| Attach Files |3= Lines | ) Remove =% Related
+ M Split Payment [} Document Info | 3 Price & Stock Check

@ Process [EIPint - 1 [l 48 |ER -

Customer:

Ship To SALES INVOICE Doc Number:  |IN-000000019.
DESO12 ) v Account Balance: R1444950 | [, | Date: Saturday , March v
Design World Open Orders: R0.00 Required: Saturday , March v
s Open Quates: R0.00 Reference #
1569 Avallable Credit R5,550.50 Additional Info:
[ ¢ Bookmark Document Form: | <<ORIGINAL> > v| [] ANl
Document t ltems Document Optians Document Notes faBuyoutCost & ltemimport @ Iem Enquiries |[i@] View Images
Number |tocation | pescription | ayfume | price| Discount | Margin % | TaxCoe | Tax|  Amount|serial/ Lot |
ﬂcowom DEFAULT [..] HPLaptop Computer 1A 2300000 500 10000 01 268333 2185000
Warehouse: DEFAULT - Available: 3.00 Sales Order: 0.00 On Hand: 3.00 Purchase Order: 0.00
Total Margin %: < 100.00 | subtotal: 19,166.67
Weight: B 0000 Discountsi: (|3 0.00] [ 0.00]
b [ 7 |lenn . Delivery Method: ~|| Deteny cost: 0.00]
Terms, 30 Days From Invsice v Sales Person: Amanda Velumetric s 0.000] Tax: 5583331
Totats 21,850.00]
& Copy Sales Documents - V10 Testing .:

Adding and Editing Sales Persons

From the list window click new or edit to see the sales person window as follows:

r.?. Sales Persons E@g-‘
r{.} Newl/ Edit x Delete  Search: |@j l“‘h ﬁ
Hame ¥TD Sales
‘?.fsmes Guy1 RE0028.00 |
‘?.Sales Guy 2 R0O.00
i Sample Company _.:
h J
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Here you can enter the sales person’s name, and contact details. You
can also see their sales trends in graphical form on the trends tab.

r N
Sales Person ﬂ

a Mame: Sales Person 3

Sales Person Information Targets Maotes

Street1: Phaone:

Street 2: Mobile:

City: & Fax

Provinee: Email: -

Postal: Facebook: | 1]

Country - LinkedIn: [in]
Skype: =

Last Updated: MNever

["] 1nactive Sales Person  Sales Person Since: 01 May 2015 @

You are able to put targets to each sales person and allocate them accordingly.

g 1
Sales Person ﬁ

a Mame: Sales Person 3

| Sales Person Information Targets Motes

Set Sales Targets for this Sales Person

Total Targeted Amount: 120,000.00 : Allocate to Periods

March: 10,000.00 1= July: 10,000.00 = Movember: 10,000.00 (=
April: 10,000.00 (= August: 10,000.00 1= December: 10,000.00 1=
May: 10,000.00 = September 10,000.00 (= January: 10,000.00 =
June: 10,000.00 1= Cctober: 10,000.00 = February: 10,000.00 1=

|:| Inactive Sales Person Sales Person Since: 01 May 2015 E
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Tracking Performance

The reports for tracking sales person performance are located on the receivables tab, reports. You
have the option of sales person’s performance, sales person’s sales, and invoices that are missing
allocations to sales persons.

P Palladium Accounting 2014 Enterprise

PALLADIUM ACCOUNTING

ENTERPRISE 20714

& New %5 Open % Copy (i Delete Backup [ Restore g RestoreAs /i) VPN Refresh @ ] Calculator | [ Close Windows

er Sales Targets Sales Compared to Targets A

by Customer Customer Sales Trends

s Performance. Sales and Profitability by Sales Person

LY

Sales Compared to Targets

tems Sold to Customers

Sales Summary Report

tems Sold by Sal

Adjusted Sales Invoices
Cash Up Receipts Processed by Date Entered
Open Sales Orders Outstanding Orders to Customers

Closed Sales Orders Fully Invoiced or Removed Sales Orders

Credits by Re:

Analyse Credits By Reason Code Group

Shows all the Transactions for the Selected Customers

Ef kD178 Gectom
mmmmmmmmmm mm

b o

Pl
<

Selecting a Transaction Type

The transaction type drop down can be seen right under the new and open buttons. You have a
choice of the following 3 options:

1. Invoice: Enter a customer invoice (or convert an order or quote).

T,

L

Sales Invoices

2. Sales Order: Enter an order from your customer (or convert a quotation). An order has no
financial implication but does show stock items as being allocated. If you enter orders from your
customers it will allow you to record the price you expect to charge them and to track orders that
have not been shipped out yet. It also allows you to easily capture the customers invoice by
converting your sales order.

Sales Orders
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3. Quote & Freehand Quote: A quote & freehand quote, has no financial implications to the
system and does not change stock at all. It can be used to capture the prices and items your
customer has requested a quotation for. Once the quotation is accepted, it can easily be
converted to a sales order, or directly to an invoice.

Sales Quotes Freehand
Quotes

Selecting a payment Method (Invoice Only)

The payment method selector allows you to enter if the sale was done on account (enter into AR
and receive payments though receipts) or if the customer paid you directly for the item(s) using
cash, cheque, EFT, or other instrument. If you select any method besides on account, Palladium
will enter a receipt for you. The payment can be reversed in the receipts window as normal. Please
see receipts for more information.

Entering Transactions

The first step to entering a transaction is to select a customer. You do this by pressing the lookup
button next to the customer text box. By default, your focus returns here automatically, so you
should be able to just press the enter key on your keyboard. You select a customer in the customer
lookup window and have the normal search options available to you. The next step is to set the
date (to your far right). The next step is to tab or click to the number column in the list (far left
column). You can press the lookup button in that column or press enter to lookup codes. You can
also enter the code manually or use a barcode scanner in this field.

Opening an Existing Document

At any time, you can open a previously entered document by pressing the open button. Once you
have opened a document you can go to the navigation menu to move between documents easily.

Clearing the Screen or Entering a New Document

To clear the screen, press the new button.

Saving and Recalling a Document

You can save documents you have entered by opening them, or you can save documents you just
entered. Once you have the document on the screen, press the save button. To recall a saved
document, press the new button to clear the screen and then click the recall button. Saving
documents allows you to save capture time when you often have similar documents to capture
over and over again.
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Recalling Transactions in Bulk

You can recall invoices one by one as explained above, or alternatively, you can recall invoices in
bulk. The recall in bulk button is located just next to the recall button. You simply check the
invoices you wish to process and Palladium will process all of them for you automatically.

Changing Information or Crediting

If your administrator has allowed it, you have the option of adjusting documents and crediting
them. To adjust a document, open that document and then press the adjust button. Make
changes to the document as required and then record it again. Palladium will make all the
necessary adjustments for you. If you wish to credit a document, open the document and press
the credit button. A credit (reverse transaction) will be entered for you automatically. You then
verify that the amounts are correct and press record.

You may adjust document notes, etc., by going to the edit menu and choosing edit document info.
This allows you to change the non-financial information of the document without having to adjust
it.

Orders & Quotes

In Palladium Accounting the sales section is used to capture and manage your customer orders.
You do this by changing the transaction type as appropriate (see sales for more information).

Converting Documents

Capturing a sales quote or sales order is the exact same as capturing an invoice. This is explained
in the previous topic sales. This section will cover how to convert a specific document from one
type to another easily.

Step 1:
Always have the transaction type on the document you want to create. If you want to convert a

sales order to an invoice, then select invoice as the transaction type. If you want to convert a
guote to an order, have the transaction type set to sales order.
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Step 2:

Press the convert button. The following window will appear:

palla

A 1 W =
Select Document to Open... . =
Search: @J Customer: _& ."Bookmarksﬂn\y Sort: Document
Start: 01  April 2015 [~ End: 29 February 2016 [~ |53 Refresh
Number Customer Date Document Number Reference Amount
T5T001 Ashburton Reinfarcing 01/05/2015 50-000000002 RB63270

dium

ACCOUNTING

Select the quote or order (as appropriate) in this window and then press OK. Your screen will fill

with the information from the source document as follows:

Select Document to Open... g
Search: \80)  Customer: ‘% Sort: Document =
Start: 01 February 2015 End: 29 February 2016 : Refresh
Number Customer Date Document Number Reference Amount
T5T002 Askew Shopping Center  2015/03/01 50-000000001 R1393.08 i
TSTOO3 Bayswater Institute 2015/03/01 QU-000000002 R139.08
T5T001 Ashburton Reinfordng 2015/03/01 QU-000000001 R139.08
TSTOO1 Ashburton Reinforcing 2015/03/01 Q5000000002 R 478800
i |
(=

Step 3:

Changing, removing, or adding items. At this point you can change items, remove items (click on
the blue area to the far left where the numbers are and then press the delete key), or add items

as appropriate.

Understanding the Conversion Process

If you convert a quote to an order (or invoice), the entire quote is removed regardless of what is
captured on the order. If you convert an order to an invoice Palladium Accounting keeps track of
the quantity remaining on that order if you don't convert the order in full. If you remove a line
from the invoice (as it was not sent) that line will still remain on the original order. If you lower
the guantity of any given line, those items will still remain on the order as well.
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Viewing the Original Document during Conversion

Sometimes you may need to view the original document while converting. This is especially handy
when only partial items remain on any given order, etc. You can view the original document by
going to the view menu and choosing document converting.

Cancelling Orders

Sometimes it is necessary to cancel an order or remove a quote that has not been converted.
Removing a document will also remove the allocated quantity from your inventory if you are
removing a sales order. This function can be used to remove a sales order even if it was partially
converted, as when you want to cancel the remaining items on the order.

Open the document you would like to cancel (using the open procedure explained under the sales
section). Then go to the file menu and choose remove document.

The document will be marked as cleared. You can still view cleared documents in Palladium as a
security feature, but for all purposes the document will not be available to be converted and your
inventory will be updated (allocated for sales orders).

Reserve Invoice Numbers

In Palladium you can reserve invoice numbers for use later. This can be handy when quoting
specific invoice numbers to customers over the telephone and you don't have enough information
at the time to actually enter the invoice.

Reserve a Number

In the sales window select invoice under transaction type. Then select reserve invoice number
from the sales menu. The following window will appear:

<
Reserve Invoice Mumber @

Document Number:

@ Invoice () Credit Mote

For / Notes:

Find and Reserve Mumber ] [ Cancel

Determine if you would like to reserve an invoice or credit note number and then press the find
and reserve number button to get your reserved document number:
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Using a Reserved Number

When you are ready to enter your invoice, select the menu option: use reserved number under
the sales menu in the sales window. The following window appears:

-
Use Reserved Invoice Number S — ﬂ
Please select document number to use:
Humber Reserved On Reserved By Mates
IN-000000005 2010/08,30 Administrator
(l
|

Click on the document number to use and press the OK button.

Reserve Invoice Number ﬁ

Document Mumber:  IN-D00000027

@ Invoice Credit Mote

For / Notes:

Find and Reserve Mumber

Copy Sales Order to Purchase Order

Palladium enables you to create Purchase Order from a Sales order. You do so by selecting the
Copy SO option and this will bring up all Sales Orders, where you can select the Sales Order to
copy. This function is useful when ordering according to your anticipated customer requirements.

Freehand Quotes

Freehand Quotes allows you to create a quotation for a non-existing item. You will also have the
option of selecting a supplier for an item and also create a purchase document for the supplier.
Once recorded, you can select to convert to an Accounts Payable document.

You also have the option to convert to Accounts Receivable documents, once selecting the option
to convert the screen below will appear, prompting whether to create the item.
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On the Vendors Tab whilst creating the item, the Vendor you selected on the FreeHand quotes
will automatically be created as a preferred vendor. You may however change this to a different
vendor should you need to.

Once the Item is created, you can then record the document once completed. The Item has been
created and also invoiced to.

Instalment Sale Terms (HP)

The instalment Sale Terms or Hire Purchase option allows you to sell goods over a fixed-term Period,
managing the payment terms, deposits and even additional charges such as Finance charges and
Insurance, with the ability to print a custom contract or agreement.

You would first create a customer category:

Customer Category

R categon:  [He
i
| Desaiption: [HP Customer

Trends Security HP

Category Instalment Sale defaults

Default Deposit: 10,008 %
Default Finance Charge: 5.00/=] g
Arrear Penalty Charge: 10.00[=] o

Default Insurance: 000 7| 9%

Finance Charge: FINANCE

Finance Charge Tax Code: 03 - Zero Rated v

[1 inactive Hire Purchase Category

Concel

Here you will set the default Instalment Sale Terms at Customer Category Level that will be used
during the creation process of the Instalment Sale transactions.

At the time of Invoicing u have the ability to add the relevant details to the specific Instalment Sale
transaction adjusting the details like Insurance and Deposit values.

Accounts Receivable Document Discounts

You can apply discounts on the following documents:
e Sales Quotes
e Sales Invoices

e Sales Orders

You can firstly setup on the feature by allowing or disallowing the user to grant discounts. This
feature grants you security at user level.
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To process the discount at line level you can change on the line item level, which will apply a
discount for only that item. You also have the option to process a discount at invoice level which
discounts the entire document.

Cycle Billing

Cycle Billing

In Palladium Accounting you can save a billing template with items, link those items to customers,
and then invoice all the customers based on the template with a single click. This functionality is
called cycle billing. You can access cycle billing under the receivables tab, by clicking on the cycle
billing icon.

The following window will appear:

& Cycle Billing EHE
{:}New /Edit x Delete @Run Search: |@ ﬁ'
Mame Reference Last Run

ﬁ Sample Company .:
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Adding a New Cycle Billing Item

The first step is to give the billing item a name (monthly invoices for example) and enter the
reference you would like to appear on the invoices. You then enter the billing items just as you
would an invoice by selecting items, entering a description, entering quantity, and finally the
price. Please note, the final price charged to the customer will be based on their tax code (adding
taxes, exempt from taxes, etc.)

Cycle Billing Item |
7 Name: Monthly Billing
Reference: MOED0L
Billing Items | Customers
[Number [Desaription [ aty| Price
Imdtem ) Iventory Ttem 1 450.00
Tip: Customer Tax Code Drives Final Price

On the customer’s tab you add your customers into the billing item. You can select more than one
customer to add by using the shift / control keys as appropriate. Later you can come back and
edit this cycle item and press the remove inactive button to automatically remove customers that
have been set as inactive since you added them. This is very handy for situations where the
customer no longer should be billed on your billing cycles.

Cycle Billing Item =
- Mame: Monthly Billing
Reference: MOBO0L
| Billing Items | Customers

{;}Add x Remove x Remove Inactive

Mumber Customer Name

TSTOO1 Ashburton Reinforcing
TSTOO4 Belvedere Mursing Home
TSTOO7 Construction Concrete Corp

Tip: Customer Tax Code Drives Final Price
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Running the Cycle Billing Item

palladium

%% Cycle Billing Run =8 %
Output To: [Custumer Delivery Method - Invaice Notes
MName: Manthly Billing Reference: MOBO01
Ignaore Credit Limit When Processing Invoices
Humber Customer TaxCode  Del Method Invoice Amount  Status
e TsTo0L Ashburton Reinforcing 28 Email Ready
e TsTo04 Belvedere Mursing Home 28 Email Ready
e T5T007 Canstruction Concrete Corp oL Frint Ready

Please make sure you have cleared out the batch print, and batch email, as
appropriate to aid you in distribution of the invoice documents after

Run

Cancel

ACCOUNTING

From the cycle billing window select a cycle item and press the run button. Here you can select
the output option (print, email, etc.), change your session date (the date used on the invoices
generated), and invoice notes. It is very important that you clear out the batch email and batch
print functions so you can deliver your newly generated invoices easily. You can also choose to
ignore the credit limit when processing invoices. If this is not checked, the invoice will not be
processed and you will be notified of the error. If processing stops for any reason, you can resume
processing the remaining invoices by pressing the continue button (the run button will change to

continue).

Interest Billing

o
O

Interest Billi

ng

In Palladium Accounting you can easily charge your customers interest for overdue accounts.

Under the receivables tab, select interest billing. The following window will appear:

4 Interest Billing

P

Calculate Interes

(Z) From Invoic

Billing Date: 01

Tax Code:

t (New Invoices):

e Date @ From Invoice Due Date

Ignore Interest if Credit Amount

Ignore Credit Limit / Hold When Processing

May 2015 [+ OutputTo: |Mo Distributi

on V] [ Invoice Motes

[] serice tem: [

Number

[£] A« TsTO0L
l [C] s TsTOD2

[C] i TsTOD3
' [C] A TsTOD4
[[] A« TsT005

Customer Balance Due
Ashburton Reinforcing 1,546.36
Askew Shopping Center 139.08
Bayswater Institute -47,994.52
Belvedere Nursing Home 4,7585.20
Brown, Jerome B. 23,313.00

Invoice Amount  Status
Ready
Ready
Ready
Ready
Ready

Select All

Please make sure you have cleared out the batch print, and batch email, as
appropriate to aid you in distribution of the invoice documents after
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Here you can choose if you would like to charge interest from the invoice date (the actual date of
the invoice) or the invoice due date (as specified under the customer's terms). This is for new
invoices only. Palladium will remember when interest was last charged on an invoice and only
charge interest from that date forward. You cannot bill interest twice even if you run the interest
billing utility twice. Continue by selecting the billing date (date on the invoice for interest), the
output method (print, email, none), and any notes you would like to appear on the invoices
generated. You also enter your interest rate (annual percentage rate).

The final step is to select a tax code for the invoices (your tax law may require you to charge taxes
on interest or may not),

9 Interest Billing =

Caleulate Interest (New Invoices}: O @ Y]

() From Invoice Date (@ From Invoice Due Date .
Ignore Credit Limit / Hold When Processing

Billing Date: 01 May 2015 - v Output To: Ilnln Distril i :] Invoice Motes
Select Tax Code... =)
Tax cma:l (] I Senvi

01 VAT on Sales
Humber Customer 04 Zera Rated VAT Status
[ i TsTOOL Ashburton Reinfo 05 VAT Exempt Ready
[ s TsT002 Askew Shopping @ Ready
] A 57003 Bayswater Institut Ready
[T A T5TO04 Belvedere Nursing Ready
[0 A+ 151005 Brown, Jerome B. Ready

Please make sure you have cleared out the batch print, and batch email, as
Select All appropriate to aid you in distribution of the invoice documents after Run

and finally select a service item to bill the interest to.

L Interest Billing — [E= N

Calculate Interest (New Invoices}:

Ignore Interest if Credit Amount

() From Invoice Date (@ From Invoice Due Date o )
Ignore Credit Limit / Hold When Processing

Biling Date: 01  May 2015 [~ OutputTo: |No Distribution | [ nvoice Hotes
Tax Code: (e ] | service Hem: LJ]

Number Customer Balance Due Invoice Amount  Status

[C] A TsT001 Ashburton Reinfarcing 1,546.86 Ready

[C] s TsT002 Askew Shopping Center 139,08 Ready

D/’b TSTO03 Bayswater Institute -47,994.52 Ready

[C] s TsT008 Belvedere Nursing Home 4,788.20 Ready

[C]/+T5T005  Brown, lerome B. 23313.00 Ready

Please make sure you have cleared out the batch print, and batch email, as
Select All appropriate to aid you in distribution of the invoice documents after Run
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You can select all customers by checking them, or individual customers. The current amount due
(based on billing date) is shown for each customer. The ignore interest if credit amount will cause
Palladium to skip any customer that would have credit interest (would be a credit note). If you
allow interest on credit balances, then clear this checkbox. The ignore credit limit / credit hold
allows you to process interest invoices for customers even though their accounts have been
placed on hold or have exceeded their credit limit. If this checkbox is clear, the processing will
error and allow you to make changes to the invoice as necessary. You can then return to the
interest billing window and continue processing the remaining items.

Collection Letters

Collection
Letters

In Palladium Accounting you can easily remind your customers when their accounts become
overdue. Under the receivables tab, select collection letters. The following window will appear:

~
[Ep Collection Letters = | 5 |
Letter to Send:  Reminder - @ |Send | Gy
Asat T May 2015 [Fv Delivery Method
@ Print () Preview () PDF () Customer Delivery Method () Email [with address) else Print
Select Customers to Send to: D Select All
| customer [Hame Total Due Current 1-30 Over 31 - 60 Over 61 - 90 Over
[F1 TsToo1 Ashburton Reinforcing 1546.86 102 0.00 154584 0.00
D TST002 Askew Shopping Center 139.08 o.00 o.00 139.08 0.00
[ TsT003 Bayswater Institute 4755452 2,00548 0.00 0.00 -50,000.00
D TSTO04 Belveders Nursing Home 478820 315 0.00 4785.05 0.00 f
[ TsTo0s Brown, Jerome B. 23313.00 0.00 0.00 23,313.00 0.00 {
u

L3

ﬁ Sample Company

Setting up Collection Letters

The first step is to verify that your collection letters ("templates") are customized properly and
linked under forms setup. You will find the 3 different letters under the forms directory in your
installation folder. You can customize each letter with your specific text and company logo, and
place in your customized forms folder. For more information on setting up forms and linking them
into Palladium, please see forms setup under company setup.
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Sending Collection Letters

To send out collection letters, first select the letter (form) you wish to send in the drop down at
the top of the screen.

1. Set the as at date to get the appropriate balances.

2. Select customers to send letters to by checking the box to the left of their name, or
checking the select all box.

3. Select a delivery method you would like to use.

4. Press the send button.

Receipts

Receipts

In Palladium Accounting the receipts window is used to record payments for transactions made
by your customers. These entries must have been captured as the "on account" payment method.
You also capture your deposits (payments made to you where an invoice does not exist) in the
receipts window. You also can reverse receipts as appropriate regardless if they were entered
under receipts or captured as cash (non-account) transactions in other windows.

To access receipts, click the receipts icon in the home window. The following window will
appear:

EYET

Files @ Record P - B

As with all other transaction windows, you can press new for a new transaction or open to view
a previously posted transaction.
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The first step is to find the customer you wish to enter a receipt for. Press the find button and
either select or search for a customer as appropriate.

= [ [t

= Receipts A W .
File Edit MNavigate Report
)New 51 Open Reverse [ Files @ Record g Print - [ 34 55
Customer Detail Bank Detail
By: Document. RC.000000008
Receipt Amount: 0.00| [ auto Mateh Bank Amount: 000
Receipt Unmatched: |+ 020 [ aten il
Date: o w2015 [E3d Comment:
Double Click Dacumant Number to Open
Reference. Document Mumber| Date [ order numper | oniginal amount Due Amount| Disc Available Disc Taken| _ Receipt Amount
Receipt: 000
Discount 000
Deposit 000
Withhold Tax
i 000
Total: 000
& Sample Company

Once you have done this, you need to enter a receipt amount. Do this by clicking the row in the

receipt amount column.

= Receipts

= | E )

File Edit Navigate Report

) New 5 Open Reverse [ Files
Customer Detail
Customer: T5T005

Brown, Jerome 5.

000/ [ auto Match
000/ [ Mateh All

Receipt Amount:

Receipt Unmatched: |+

Bank Detail

&

By:

Bank Amount:

Record | g1Print ~ [ 38
=] )

1050-0000

Document: RC0000008

0.00)

Current/Chaque Aceount

Date: 01 May 2015 B~ Comment:
Doule Clck Document Number o Open

Retrence __[DoamentumbeDote___[otertumber | _oviginal Amout]_due Amount|__DiscAwiaol] _DiscTakef Receiptamoun
oo ovnazons Frr s1300 000 51300
oot oynsaons 225000 2250000 om Sa00
Reci 1300
Dbscount: 000
bepost 020

WirholdTax
w
P10

Total:

% Sample Company

If a discount is present, you may also click on the discount taken column to add it. You may also
enter a discount manually in this column as well.

Entering a Deposit

If your customer paid you in advance you can enter a deposit by entering the amount in the
deposit box in the lower right corner of the window. You can record just a deposit without
selecting any invoices to pay, or in the case of an over payment, you can select a combination of
invoices and use the deposit section to record the over payment amount.
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Reversing a Receipt

If you need to reverse a receipt for any reason, first open the receipt and get it on the screen.

- ek

5 Receipts
File Edit Naviggte Report
3 New 5 Open @ Files. Record | gg1Print ~ [l 8 |5
Customer Detail Bank Detail
Customer: TsTo0L o) To: 1060-0000 Current/Chequs Account &
Ashburton Reinforcing By: Cash Document: RC-000000008
Bank Amount: . 1546.86
Date: o My 2015 Comment:
Double Click Document Number to Open
Reference Document Numbei| Date Order Number Original Amount| Due Amount Disc Available. Disc Taken|  Receipt Amount
a IN-0D00OODI  0L/03/2015 13908 13908 000 13908
IN.000D00002  01,03/2015 140676 140676 000 140676
INTEREST (2300%  IN-000000019 010472015 102 102 000 102
Receipt: z 1,546.86
Discount: 0.00
Deposit 0.00
iAol Tex = o
Total: 1,546.86

R Semple Company .|

Next press the reverse button. If you make a mistake on any receipt you must first reverse the
receipt and then re-enter it again.

Using Automatic Matching

"= Receipts e [l
File Edit Navigate Report
£ New 5 Open | J Reverse [ Files @ Record iPrnt ~ [l 32 55
Customer Detail Bank Detail
Customer: To: 1060-0000 Current/Cheque Account

By: Document:  RC-000000009

0.00|[ Auto Maten Bank Amount: z 000
0.00 | match ANl

Receipt Amount:

A1 A

Receipt Unmatched:

Date: 01 May 2015 [ET Comment:

Double Click Document Number to Open

Reference Document Number Date ‘Order Number | Original Amount Due Amount Disc Available Disc Taken!

4 i b
Receipt: = 0.00;
Discount: = E
Deposit: = 0.00;
‘Withhold Tax S
- = 0.00
Total: = oy

% Sample Company

You may enter a discount to match under discount amount and a receipt amount under receipt
amount and then press the auto match button. Palladium will match up the appropriate amounts
and enter any additional amounts as a deposit. You may also match the entire account (including
discounts) by pressing the match all button.
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If you wish to cancel a deposit you can just click the deposit amount under receipt amount (the
receipt will show as negative) and then record it. Palladium will warn you that you are paying the
money back to the customer in cash, just say yes.

If you wish to offset the deposit against entered invoices (once the invoice has been entered) you
simply click the invoice and the deposit in the receipt amount column (both should equal to zero)
and then record it. The invoice will be marked as paid against the deposit.

Correcting Entries for Customers That Don’t Pay (WRITE OFF)

When customers pay late, you may want to charge them a penalty. You would do this under the
sales window by creating a new invoice and entering the charge as appropriate. If a customer
refuses to pay and you are unable to collect, you may need to write off the balance as bad debt.
You have 3 ways to achieve this:

Invoice Method

You can create a bad debt service item and link it to a bad debt account set, and then enter the
amounts as a credit note in the sales section (as an invoice). You can also just enter a credit note
for the sale as an invoice under the sales section.

Receipt Method

Process a receipt but use a bad debt account under the bank account selector. If you have an
expense account in your ledger that has a bad debt account class, it will appear in your bank
account selection window when you browse for bank accounts. Process the receipt as normal and
record it. Your receipt will clear the customer’s account and make an entry for the costs in the
bad debt account. However, you will not recover any sales taxes this way (if you are allowed to
do so).

Discount Method

Process a receipt for the amounts but enter the full amount of the invoices in the discount column.
You can recover your sales taxes you charged when you press record (they will be calculated for

you).

Accounts Receivable - Accounts Enquiries

In Palladium Accounting the accounts enquiries are used to quickly see entries on a customer’s
account and drill down into them. You first start by selecting the customer by pressing the find
button. Once the customer history is on the screen, you can drill into any document by double
clicking on it.
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The accounts browser allows quick and complete access to any account.

o | @

Customer: TSTO0L

Ashburton Reinforcing

& Print - ¥ Export

Information | Contacts | Delivery Locations | Age Analysi

is | Quotes | Profitability | Open Orders | Transadtions

Item Sales

Trends | Targets | Notes |

Customer
Customer Number
Customer Name
Address

Phone Number
Mobile Number

Fax Number

E-Mail Address
Contact Person

Sales Person

Terms

Currency

Pricelist

Tax Number

Tax

Balance Due
‘vear-To-Day Purchase

Open Orders

Information
TSTO01

Ashburton Reinforcing

Level 2, 24 Richardson St, , Perth, WAGB72, South Africa
61895552183

0835557766

61895552199

kslele@gmailcom

30 Days From Tnvoice.
South Affican Rand
REGULAR

VAT on Sales
R 000

R 154886
RO0D

palladium

ACCOUNTING

{2 Sample Company

The enquiry screens allow a separate and secure view into all the general information and settings
relating to a specific Customer, Supplier, Stock item or general Ledger account, alleviating the
need to access the Customer Edit Function. The current customer enquiry includes the following
tabs:

e Information

e Delivery locations

¢ Age analysis (with document drill down)

e Quotes (all customer quotes created for the date range selection with drill-down)
e Profitability (customer monthly sales and profitability

e Orders (details of all open orders by item)

* Transactions (full customer transaction listing)

* Sales (product sales by item for a specific date range)

e Trends — graphical monthly sales trends)

e Targets — listing of the Customer’s monthly targets
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Print Batches

ACCOUNTING

In Palladium Accounting you have the option to print your quotes, sales orders, and sales invoices
in batches. If you wish to print documents in batches, you must not print them in the normal
processing windows. Any document that has not been printed will automatically appear here. You
access the print batches function by going to the receivables menu and click on print batches. The

following window will appear:

&) Print Document Batches = | B S|
Document: Inveices ~ | JL3Select All 5] Print Selected | ) Remove Selected =
Document Date Required User Name Customer Reference Total
[7]:1N-000000001 01,/03/2015 08/03/2015 Administrator  T5T001 a 139.08
D IN-000000002 01/03/2015 08/03/2015 Administrator  TSTO01 1,406.76
[ m-000000003 01/03/2015 08/03/2015 Administrator  T5T002 139.08
[ m-000000010 01/03/2015 08/03/2015 Tshepo T5T005 513.00
[ m-000000011 01/03/2015 08/03/2015 Tshepo TSTOOS 22,500.00
[ m-000000012 01/03/2015 08/03/2015 Tshepo TSTO04 4,785.05
[7] 1N-000000016 01/03/2015 08/03/2015 Tshepo TSTO06 100.00
D IN-000000017 01/03/2015 08/03/2015 Tshepo TST008 100.00

| [ m-000000018 01/03/2015 08/03/2015 Tshepo T5T009 100.00
[ m-000000019 01/04/2015 01/04/2015 Tshepo TST001 INTEREST (24.00% A... 102

ﬁ Sample Company

From here select a document type (quote, order, or invoice). You may manually check the
documents to print or click the select all button. The print selected button prints all the checked
documents and the remove selected removes them. The print selected function will automatically

remove the documents when printing is completed.

Please note: the remove selected button only removes them from the printing queue. The

documents themselves are not removed.

Accounts Receivable - Batch Email

. .
—

Email Batches

In Palladium Accounting you have the option to email your quotes, sales orders, and sales invoices
in batches. If you wish to email documents in batches, you must not email them in the normal
processing windows. Any document that has not been mailed will automatically appear here.
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You access the email batches function by going to the receivables menu and click on email
batches. The following window will appear:

£ Email Document Batches (= [ E [

Document: Invoices - @ Select All |7 Email Selected | 4 Remove Selected =
Document Date Required User Name Customer Reference Total
D}N«UUUUUUUUI 01/03/2015 08/03/2015 TsT001 a 139.08 }
[7] m-0oa00a002 0L03/2015  0803/2015  Administrator  TSTOOL 140676
[~ m-000000003 01/03/2015 08/03/2015 Administrator  TST002 139.08
D IN-000000005 01/03/2015 01/03/2015 POs2 3009 Drawerl 1,539.00
[7] mM-000000006 01/03/2015 01/03/2015 POS2 3009 Drawerl 3,192.00
[ m-000000007 01/03/2015 01/03/2015 POS2 3009 Drawerl 227772
[7] m-0oo000008 01/03/2015 01/03/2015 POs2 3009 Drawerl 101232

l [7] M-000000009 01/03/2015 01/03/2015 POS2 3009 Drawerl 770.64

[l [ m-000000010 01/03/2015 08/03/2015 Tshepo TST005 513.00
[7] m-000000011 0L03/2015  0803/2015  Tshepo TSTO0S 22,300.00
[~ m-000000012 01/03/2015 08/03/2015 Tshepo TSTO004 4,785.05
D IN-000000013 01/03/2015 01/03/2015 POsL 3009 Drawerl 80,028.00
[7] m-000000014 01/03/2015 01/03/2015 POS2 3009 Drawer 2 0.00
[=] m-000000015 01/03/2015 01/03/2015 POS2 3009 Drawer 2 0.00
[7] m-0o0000016 01/03/2015 08/03/2015 Tshepo T5T008 100.00
[7] mM-000000017 01/03/2015 08/03/2015 Tshepo TST008 100.00
[T m-000000018 01/03/2015 08/03/2015 Tshepo TST009 100.00
[7] m-000000019 QL04/2015  0104/2015  Tshepo TSTa0L INTEREST (24.00% A... 102

L Sample Company

From here select a document type (quote, order, or invoice). You may manually check the
documents to email or click the select all button. The email selected button emails all the checked

documents and the remove selected removes them. The email
automatically remove the documents when emailing is completed.

selected function will

Please note: the remove selected button only removes them from the queue. The documents

themselves are not removed.
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ACTIVTY

1. Create a new Customer

Do 2 Quotations

Convert one of quotation to a Sales order

Do a picking slip from the Sales Order

Convert the Sales Order Picking slip into an Invoice
Credit the Invoice

No U s wN

Convert the second quotation into a Delivery Advice and then Invoice

NOTES
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—
{ . Inventory

The Inventory & Services list in Palladium allows you to purchase and sell goods and services. Each
inventory (stock) and service (non-stock) item is linked to an account set to tell Palladium how to
process a particular transaction. Optionally, you can also categorize your inventory & services to
offer a secondary reporting solution based on a different line of business principal.

HOW INVENTORY LINKS TO THE LEDGER

When you are setting up Palladium it is important that the financial manager creates the
appropriate account sets that will be used later to create inventory and service items. While this
is an extra management step, it does afford some control over the item creation process. The
staff creating items does not need to know the underlying accounts to use, they simply just pick
the correct account set. Also, if the financial manager decides to change accounts later, they only
need to update the account set and all items linked to that set are automatically updated.

General Account Inventory Purchases
i ——| gt ——| orSenice |[——| and
Code Sales

Having all your sales and purchase transactions linked to an item code also make is much easier
to do reporting. You can run your sales and profitability reports on any code in the system. If this
item code was not enforced, you could have figures that don't balance or that could not be
reported on properly. You must have an item (inventory or service) for all items you buy and sell
though the sales and purchases windows (please see the sales and purchases sections in this
manual for more information on this topic).

MAKING THE LEDGER WORK FOR YOU

You can have a single ledger account for revenue and expense called "sales revenue" and
"purchases expenses". You can then create a single account set called "account set" and link
everything in your inventory to this account set. This allows you the greatest speed in setting up
Palladium (it should only take about 2 minutes). However, with this setup you will only know your
sales totals and your purchases totals. What happens if stock goes missing? What happens if your
gross profit percentage drops? You will have no way to determine what line of business (line of
items you sell) are causing the problem.

A better solution is to segment your business into the different lines and have a ledger account
set for each of them. If you are selling toys for example, you may have "video games", "puzzles",
"board games", and "dolls / doll houses". Each of these lines of business will have an asset

account, revenue account, and expense account. You then create an account set with the names
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listed above (video games, etc.). You then capture your items and link them to the appropriate
account set. While this method does take more planning and time to setup, you will be rewarded
in the long run by being able to see how well your business is doing in each of these areas and
also the amount of stock (value) you are holding in each area.

Inventory & Service Items List Window

.

Inventory &
Services

Once you decide how to organize your inventory list, and have added the accounts you require,
and created account sets and linked these accounts to the account sets (See account sets) you
can add your items to Palladium Accounting. You can add the list all at once, or gradually, during
day-to-day buying and selling. From the Inventory menu, select Inventory & services. An item list
will appear as follows:

@ Inventory = B S|
{New # Edit | Delete [ yUpdate Costs [5] Forecasting i Barcode (| Copyltem  Search: (B0 o2 om £

Image  Number Description Available Allocated On Hand Purchase Order Value

B> 2992929 Test item 0 0 ] o .00 4
3% 4000 Yamaha Conversion 0 0
0% s2199 Milk A1 0 11 0 .00
=} 65000 Barcode Item 8 0 0

r0.00

0.00
by 777779 Interest Billing

H A00-61312-00 A00-61312-01 17 -17 r0.00
% AD0-6131201 SPACER Q.00
= AD0-61460-01 BALL JOINT ASS'Y 10.00

=) AD0-61510-50-29 ... WHEEL ASSY
=) AD0-61527-00-29 ... PLATE; STEERING
=) AD0-61541-50-29 ... COLUMMN; STEERING

0.00
0.00
0.00 I

% AD0-61624-60 BOW EVE 10.00
H AD0-61626-40 BOWEVEL r0.00
% AD0-62771-30 ‘WASHER 0.00
% AD0-62858-01 A00-62858-02 0.00
% 006285802 PLATE 0.00
=) AD0-6824281 FUEL GAUGE SENSER UN r0.00

=) AOT-0E100-1L4A .. DISCONTINUED
= AQ7-OF100-1L-9C... DISCONTINUED

o
5 AODT-OE100-2L-4A .. DISCONTINUED noo

% Sample Company

Q.00
10.00

o o oo o0 0600600 woo oo

In the list window you will see all your items and a summary of the totals to the right of the item
description. You will only see stock totals for inventory items not services. If you click on an item
to highlight it, you will also see the detail of each item in the lower pane. This shows you the
guantities and values in each location (warehouse) for this item. Note, each location has its own
costing and that costing is determined by weighted moving average. Your cost for an item may
vary based on which location you are currently working with while invoicing.

List Window Functions

As with all Palladium list windows you have the option to add a new item, select an item and press
edit to edit them, and select an item and press delete to remove an item. You can only remove
an item that has not been used, or, has had all its transactions cleared (after 2 years).
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List Window Searching

As with all Palladium list windows there is the ability to do an advanced search (click the yellow
binocular button). This allows you to search for items inside text (not just the start of text) and
also search by optional fields.

List Window Filtering

As with all Palladium list windows, by default, your inactive items remain hidden. To see inactive
items, click the orange clock ("show inactive items"). The icon next to the item will also show an
orange clock so that you can quickly identify which items are set inactive.

Adding and Editing Inventory & Service Items

From the list window click new or edit to see the item window as follows:

Inventory Item “

< Number Mask: Item Numbering Convention

“ Number. Invitem Barcode 1: Labels

Description: |nventory tem Barcode 2: Labels

Item Summary | Vendors | Pricing | Relatedltems | Reorder | Taxes History | BOM Files Optional Fields | ExtDescription | Notes | Statistics | Targets | Trends | Activity
Item Type Item Linkings Default Purchase Price Item Images

® Item Account Set: | INVENTORY v [] Default Image

EIE]

Service Category: | DEFAULT O

tem Control / Settings
Serial / Lot Item Type S standard Cost: 0.0000[

Default Sale Quantity: 100
Units

Stock: [EA Repait Cast Charge: 0.0000f%
Buy [EA 1Buy= 100 =] Stock Units Dimension Profile: << None >> v

Sell:  |EA 15ell = 100 [2] StockUnits Ein Location:

[1 inactive cancel

On the main window you first enter a stock number. This is the number that will be used though
the system to enter orders and invoices and run reports. This number must be unique in the
system. You can then enter the barcode and description.

On the summary tab you determine what type of item it is (item - stock) or (service - non-stock),
you can setup a purchase relationship, link your account set and category, and determine what
costing system is used when doing purchase orders. If you check the auto box, Palladium will keep
track of what you last paid for the item and enter this as cost in all your new purchase orders. If
you regularly receive price lists from your suppliers, you may want to manage this manually by
clearing the check box and entering the cost. There is also a price updater to assist you in quickly
changing these on a company level.
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The final option is the selling price. If you clear the "allow non-admin users to change selling price"
check box, then only administrative users will be allowed to change the selling price. If checked,
anyone can change the selling price.

The vendors tab allows you to specify which vendors normally supply this item. This information
is used for filtering items during the order process and also for the automated order system.

t; Number Mask: Ttem Numbering Convention
Number A00-61312-00 Barcode 1: [ Labels
Barcade 2 [ Labels
Description:  A00-6131201
[ tem summary | Vendors [ pricing | Relateditems | Reorder | Taxes | BOM | Files | OptionalFields | Notes | Statistics | Targets | Trends | Actwvity |
New / Edit | 3 Delete
[Number [vendorName [item Code [item Description | Warranty Days| Vendor Frice|  Local Price|  Disc %] Landed Cost Factor %[ Estimated Landed Cost|  Freferrea
AcTo0L Apercrombie [ 000 000 000 000 [
ACTO04 Blackviell Rentals 0 000 000 000 000 000 =]
AcTo0s Dextor, Drew & o 000 000 000 000 000 (]
Vendors That Normally Supply This ltem / Service
7] Inactive

The pricing tab will show you all the price lists you have setup in the system. You can then enter
the selling price for the item for each price list. To add price lists, see the price lists section in this
guide. You should enter the selling price exclusive or inclusive of sales taxes (VAT) depending on
how your setup your selling taxes. For more information about sales taxes, see sales taxes in this
guide.

Inventory Ttem E - - > > - ==
—»  Number Mask: Item Numbering Convention
i)‘ Number: Inuitem Barcode 1: (5 Labels
Barcode 2 {4 Labels
Desaription:  Inventory Item
item Summary | vendors | Friqng | Relateditems | Reorder | Taxes | Bom | Files Optional Fields | Notes | statistics | Targets | Trenas | actiity |
Pricelist | Selling Price |
REGULAR 45000
I
] mnactive
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The related items tab allows you to inserted related items that you would like the system to
prompt to you to sell to a customer when purchasing that particular item.

Tnventory tem =
i’j Humber Mask: Item Numbering Convention
Humber: Inuttem Barcode 1: (£ Labels
Barcode 2 & Labers
Reloted tems | Reorder | Taxes | BOM | Files | OptionalFields | Notes | Statistics | Targets
“:New | X Delete Ches der
[Number [ Description | Quantity| Use Proportionate Gty | Sales Invoice | Sales Orger | Sales Quote |
ADD-61312-01  SPACER i [&] a o [l
A00-61510-50- [ WHEEL ASSY 1 =] =] =] ] ]
[ Inactive

The reorder tab allows you to set reorder points for this item. These figures are used when running
your quantity reports to assist staff in ordering more stock and knowing when to order. You can
set a reorder point per warehouse (location) or for the company as whole and allocate them

automatically to each location.

= - — - = -
Inventory ltem =
s Number Mask Item Numbering Convention
o
iJ Number: Inultem Barcode Lt 4 Labels
Barcode 2 (4 Labels
Description:  Inventory ltem
Mtem Summary_| Vendors | Pricing | Relatedftems | Reorder | Taes | BOM | Files | OptionalFields | Notes | Statistics | Targets | Trends | Actiity |
Reorder Paint (for all locations combined): 50,000[%
Location Current Reorder Point|  New Reorder Point|
DEFAULT 50000 50000
[ mnactive
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The taxes tab provides a place to designate that this item is exempt from sales taxes. If you set
exemptions here, they will override any other taxes in the system and no tax will be charged for
this item, for the authorities listed here.

The bill of materials tab provides a place to list your component materials that go into this item.
If this item is created by combining several different items, you can enter the components here
and the quantities of each that make this item. This list of components will be shown when doing
item assembly manually. If you check the auto build check box, when you sell this item, Palladium
will automatically build a new item for each sale using the component recipe listed here.

Inventory tem =

. Number Mask: Item Numbering Convention
i/ Number; Invtem Barcode 15 Labels

Barcode 2 Labels

Description:  Inventory ltem

Itemsummary | vendors | Pricing | Relatedtems | Reorder | Taxes | BOM | Files Optional Fields | Netes | Statistics | Targets | Trends | Actiity |

Build with Bill of Materials

Build 1 [2] of thisitem from the following components:

Items

Number Description Location Quantity

add

[T it Item (Sales Transactions)

[ nactive

The optional fields tab allows you to enter more information about your items. You can then do
advanced searches to search by these fields. If you were a CD shop, you could enter the artist,
title, theme, etc. here for easy searching and locating. You can also use these optional fields for
reporting purposes as well.

www.palladium.co.za Page | 56



http://www.palladium.co.za/

Palladium Accounting Intermediate Training

palladium

ACCOUNTING

In the statistics tab, you can see stats of that particular item on-the-fly. Information such as last
date or sale, date last purchased, last date updated, etc.

iption:  Inventory Item

Bal

Bal

Ttem Numberin,

reode 1:

reode 2

4 Labels

(4 Labels

Pricing | Related ltems | Reorder | Taxes

BOM | Files

Optional Fields | Notes

Statistics | Targets | Trends | Adtivity |

Last Received Cost (per unit}

Last Manufactured Cost (per unit}

Quantity Sold:
Revenue:
€oGs:

Transactions:

ov03/2015
ov03/2015
2610872013

R333.00

R0.00

urrent Year
6
R1934.00
R821.32
12

Previous Vear

RO.00
RO.00

Costs Updater

Item Cost

Updater

You can quickly update costs for items using the costs updater. To access this function, press the
update costs button on the top of the inventory & services list window. The following window will

-
3 o[ E |
15 Inventory Costs Upcvtater 2 L -
B save Only inventory items set as manual cost will be shown.
Number lo | Current Buy | New Buy
Invitem Inventory Item 000 000

Please note: only items that are set to manual cost (have their auto cost check box cleared) will
appear here. You can enter the new buying cost here in the far right column. These costs are for
new purchase orders and invoices only. Palladium accounting automatically keeps track of the
actual cost you pay for items and uses that weighted moving average cost in financial transactions.
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If you need to update the actual costs inside Palladium, you will need to do a stock adjustment
instead.

Inventory Forecasting

)

Inventory
Forecasting

You can quickly update your inventory reorder points by using inventory forecasting. To access,
press the forecast button on the top of the inventory & services item list. The following window
will appear:

[’ Inventory Forecasting - — X
Location
@ Company () Location: |DEFAULT Update Company with Location Sums
Forecast Optians
sales Period: 01 April 2015 @~ to 01 May 2015 [l
Stock Daysto Forecast: | 30 | =
Number Description ReCrger | Sales|  DailySales|  New ReOrder| +

29292929 Testltem 0 o 0.00 0
40004 ‘Yamaha Corversian
62199 Milk

65000 Barcade Item
ADD-61312-00 ADD-61312-01
ADD-61312-01 SPACER
ADD-61260-01 BALL JOINT ASS'Y
ADD-61510-50-29 WHEEL ASSY
ADD-61527-00-29 PLATE: STEERING
ADD-61541-50-29 COLUMN; STEERING
ADD-61624-60 BOW EVE
ADD-61626-40 BOW EVE 1

000
000
000
000
000
000
000
000
000
000

o oo ooo0o0600 0
© 0000000000
o oo o0oo0o060000

000

The first option is to determine if you will be forecasting for a specific location (inventory
warehouse) or would like to forecast for all locations. This is important, as if a specific location is
chosen, only sales in that specific location will be examined and only that specific location's
reorder points will be updated.

Using the Sales Period

The next option is to select the sales period. If you have a seasonal business, you may want to use
sales from the previous year. If you don't have a seasonal business, you may want to examine the
last quarter's sales. Only sales from this period will be examined when doing a forecast for
suggested inventory holdings.

Stock days to forecast allows you to tell Palladium how many days you would like stock holding
for. As example, if you regularly sell 100 units of an item per day (forecasted) and you tell
Palladium to keep 60 days’ worth of stock on hand, Palladium will multiply its forecast of 100 x 60
= 6,000 units as your reorder point.
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Press the load button to examine sales, and report the results. Palladium will show you your daily
sales of the item and also it's suggested reorder point. When you press the save button, this
reorder point will be saved to your inventory.

Making the Forecast Work for You

Once you have completed the forecasting function, you can use your inventory quantity reports
to quickly show you which items have fallen below your reorder points, and to place orders for
more stock. This function becomes very handy when you have long lead-times to obtain new stock
and want to hold a specific number of days (usually your lead-times) of stock to ensure you don't
run out of stock.

Barcode Loader

gy

Barcode Loader

You can quickly update your inventory by adding barcodes to any item. To access the barcode
loader, press the barcode button on the top of the inventory & services item list. The following
window will appear:

| Barcode Loader Lﬁj

Use the barcode loader to quickly match barcodes to your
inventory items. Start by scanning or typing the code in and
press save, You will then be asked for the matching
inventory code. Repeat this process until all codes have
been loaded.

Barcode: |

0123458785

Save ] [ Done

Use your barcode scanner to scan an item. If the item scanned matches your inventory list, you
will be notified. Otherwise, you will be asked to select the item that you wish to link this barcode
to. The barcode will be saved under the item you select. Please note, only items without barcodes
will be shown for selection. If you don't see your item listed, then it must have an incorrect
barcode loaded already. Edit the item and remove the barcode and try again.
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Pricelists

i

Pricelists

Pricelists are used in Palladium to keep track of your selling prices. You can have 1 pricelist
(regular) which must be in the system at all times, but you can also add your own pricelists. Each
customer you create in Palladium can then be linked to a pricelist. This pricelist determines that
customer's selling price for any given item. On the sales window, you can also click the button in
the unit price column and a window will appear showing all the pricelists for that particular item.

To access pricelists, click on the pricelists icon on the Inventory menu. The following window will
appear:

| Pricelists = | Bl |-
{3New /7 Edit 4 Delete [ qCopy f jSetPricing Search: |LG_UJ 7}
Pricelist Description Status
@;REGULAR Default Pricelist Fixed
ﬁSampleCompany

By clicking new or edit as appropriate, the following window will appear:

Pricelist =
M| m— priceist
Eﬁ Description:
Pricing | Set Markup %
@ Fixed Price prices 10002 %
© Markup on Cost Round pricesto: () Whole Number © 50 ©) 05 @ .01 () 0001 Caleulate
Seare © Humber © Descrption Category
Number Desaription Last Received (ust‘ Price (Stack Umt)‘ Price (sell unit)‘:
20202929 Testltem ° 000 opo L
40004 Yamsha Conversion 0 000 000
62199 Milk ° 000 000
65000 Barcode ltem 0 000 000
77779 Interest Billing ° 000 000
A00-61312-00 AD0-61312-01 0 000 000
AD0-61312-01 SPACER o 000 000
A00-61460-01 BALL JOINT ASS'Y 0 000 000
ADO-B1510-50-28  WHEEL ASSY o 000 000
ADD-61527-00-28  PLATE: STEERING 0 000 000 -
] nactive

Here you can set the pricelist name and give it a description. You will also be able to update your
pricelist directly here by changing any of the prices in your items, or by increasing or decreasing
by percentage automatically.
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Using the Pricelist Updater

On the pricelist list window, click the pricing button. The following window will appear:

The updater will allow you to quickly change your pricelists automatically. If you wish to have a
"less 10 percent" pricelist, first create that list. Then go into the updater and choose regular as
the viewing pricelist and less 10 as your saving to pricelist. Then select decreasing and 10% and
press the calculate button, then press save.

SUGGESTIONS

Your company may differ, but normally it is beneficial to use the set pricing system to set your
standard mark-up into your regular pricelist. Once you have done this, you can then use the
pricelist updater to move all your other pricelists as a percentage (up or down) based on the
regular pricelist.

Contract Pricing

Palladium Accounting Enterprise has a new built-in feature called contract pricing. This feature
allows you to set particular inventory items that are in specific inventory categories for discount for
a certain period of time according to total invoice amount.

This is ideal if you want to promote bulk purchases for your company hence increasing revenue. This
feature only extends to value based invoices; however, it will expand to volume based invoices as
well.

To access this feature, you would need to go to inventory | contract pricing:

P Palladium Accounting 2014 Enterprise

PALLADIUM ACCOUNTING

ENTERPRISE 2014

B New 5§ Open R Copy 5 Delete [ Backup [ Restore &g RestoreAs /i)y WPHRefresh @ M Calculator | [ Close Windows:

Pracessing
? Palladium Enterprise
i ®

i @ b2 &L T Om @@y

imventory Assembly  Adjustments Transter Stodk Count  Stock CountPDT  Inwentory  Barey
F

5] K
Accounts Payable nquin
- Enquines

] rernnne | s
— e
@ ® = I
i

G enone mertory s e o | comtctprang [srcepcount Lot
: 3
T

Hem C o
wwwww ting Updater Schedule Frinting

i Point OF Sale

£ v
[ S E

2 v
Control Panel
d

After selecting the Contract pricing option, you would need to set up a new contract pricing for that
particular inventory category that you would like it to apply to. See screen below:
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Contract Pricing n
Apply Contract Pricing To
Name: CONTRACT 1 e N
(®) Value Based @® TaxIndusive () Tax Exclusive
. Description: | Contract 1
[ save X Cancel
Start: | Tuesday , July v Finish: Friday , July v [ Inactive
Matrix Inclusions Exclusions
Category Value From Value To| Discount %
CHICKEN v 500,00 800000 15.00
CATTLE 000 000 000
CHICKEN
DEFAULT
OR
PACKAGING
FIG
RAW-MATERIALS
SHEEP
Inactive 0K Cancel

Once you have chosen the particular inventory category, you are able to input the “value from” and
the “value to” amounts as well as the discount percentage. What this means is that palladium will
pass a discount for invoices within the range of those two amounts:

Contract Pricing H
Apply Contract Pricing To
Name: CONTRACT 1 L Z
@® Value Based @ TaxInclusive () Tax Exclusive
Description: | Contract 1
[ Save K Cancel
Start: | Tuesday , July v Finish: Friday , July v [ nactive
Matrix Inclusions Exclusions
[category | Value From Value To| Discount %
CHICKEN VI 500.00 8,00000 15.00
000 000 000
Inactive oK Cancel
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After keying in this information, you also have the option of selecting a date range of the duration

IM

you would like to run the “special” or the contract pricing for:

Contract Pricing H
Apply Contract Pricing To
—3 Name: CONTRACT 1 PRy 9
®) Value Based (®) TaxInclusive () Tax Exclusive
Description: | Contract 1
[ save X Cencel
start: | Tuesday ,  July v Finisho | Friday . July v | [ tnactive
Matrix Indusiens Exclusions
categary [ Value From Value To| Discount %
CHICKEN v 50000 800000 1500
0.00 000 000
Inactive oK Cancel

There are “inclusions” and “exclusions” tabs. Within these tabs, Palladium will basically list all the
inventory items within that particular inventory category. Furthermore, you would have the option
to choose which one you would like included and/or excluded for this particular contract pricing.

Contract Pricing E
. . CONTRACTT Apply Contract Pricing To
(®) Value Based (®) TaxInclusive () Tax Exclusive
' Desaription: | Contract 1
[l save ¥ Cancel
Start: | Tussday , July v Finish: Friday , July v [ nactive
Matrix Inclusians Exclusions
Filter: Category - @ Exclude
1 * Category Type Select |Number Description Assets Account Sets ‘ Inactive | ~
= Total CHICKEN !
CHICKEN INVENTORY O a2 ANH Horse Premix A1302 (1k 15200000 - Invento PENNVILLE O
CHICKEN INVENTORY O  az000 A2000 Poultry Layer (30kg) 15200000 - Inventa PENNVILLE O
CHICKEN INVENTORY [0  az0008 ANH Poultry Layer (3kg} 15200000 - Inventa PENNVILLE O
CHICKEN INVENTORY [0 azo01as ANH ‘Poultry Grower & Deve 15200000 - Invento PENNVILLE O
CHICKEN INVENTORY [ azo018s ANH ‘Poultry Grower & Deve 15200000 - Invento PENNVILLE O
CHICKEN INVENTORY [0 azo0s A20015 Poultry Grower & De 15200000 - Invento PENNVILLE O
CHICKEN INVENTORY [0 az002a5 ANH ‘roiler Starter (25kg] 15200000 - Inventa PENNVILLE O
CHICKEN INVENTORY [0  az002es ANH ‘Eroiler Starter (25kg 15200000 - Inventa PENNVILLE O
CHICKEN INVENTORY [ A2003as ANH ‘Broiler Grower (2.5kg) 15200000 - Invento PENNVILLE O
CHICKEN INVENTORY [ aco038s ANH ‘Broiler Grower (2.5kg) 15200000 - Invento PENNVILLE O
CHICKEN INVENTORY [0 az003s A2003 Poultry Grower 3kg 15200000 - Invento PENNVILLE O
CHICKEN INVENTORY O az004 ANH VKE Broiler Grawer Pren 15200000 - Inventa PENNVILLE O
CHICKEN INVENTORY [0 az005 ANH VKE Broiler Starter Prem 15200000 - Inventa PENNVILLE O
CHICKEN INVENTORY [ azo08 ANH - Broiler Starter Premix - 15200000 - Invento PENNVILLE ] v
Inactive oK Cancel
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By default, all items within that inventory category will be included in the contract pricing. You do

however have the option of choosing the items that you would like excluded and clicking the exclude

tab. They will automatically be moved to the exclusions tab.

Contract Pricing “
Apply Contract Pricing To
= Name: COMTRACT 1 PRy 9
(® value Based (®) Tax Inclusive () Tax Exclusive
| Description: | Contract 1
I8 save ¥ Cancel
Start: | Tuesday , July v Finish: | Friday July v [ Inactive
Matrix Inclusions Exclusions
Filter: Category - | Exclude |
1% Category  Type Select | Number Description Assets Account sets | Inactive | A
- Total CHICKEN
CHICKEM INVENTORY [ EL] ANH Horse Premix A1302 {1k 15200000 - Invento PENMVILLE O
CHICKEN INVENTORY |A2000 A2000 Poultry Layer (30kg) 15200000 - Invento PENMVILLE O
CHICKEM INVENTORY 120005 ANH Poultry Layer (3kg) 15200000 - Invento PENMVILLE O
CHICKEN INVENTORY |A2001A5 ANH "Poultry Grower & Deve 15200000 - Invento PENMVILLE O
CHICKEM INVENTORY 1200185 ANH “Poultry Grower & Deve 15200000 - Invento PENMVILLE O
CHICKEM INVENTORY O azoms A20015 Poultry Grower & De' 15200000 - Invento PENMVILLE O
CHICKEN INVENTORY [0  s2002a5 ANH ‘Brailer Starter (25kg) 15200000 - Invento PENMVILLE O
CHICKEM INVENTORY [0  azo0028s ANH ‘Broiler Starter (25kg 15200000 - Invento PENMVILLE O
CHICKEN INVENTORY [0 »2003as ANH ‘Brailer Grower (25kg) 15200000 - Invento PENMVILLE O
CHICKEM INVENTORY [0 azo0038s ANH “Broiler Grower (25kg) 15200000 - Invento PENMVILLE O
CHICKEN INVENTORY [0 az003s A2003 Poultry Grower 3kg 15200000 - Invento PENMNVILLE ]
CHICKEM INVENTORY [0 a2004 ANH VKB Broiler Grower Pren 15200000 - Invento PENMVILLE O
CHICKEM INVENTORY [0 azo005 ANH VKB Broiler Starter Prem 15200000 - Invento PENMVILLE ]
CHICKEN INVENTORY [0 a2008 ANH - Broiler Starter Premix - 15200000 - Invento PENMVILLE O v
Inactive ok Cancel
Contract Pricing “
Apply Contract Pricing To
= HName: CONTRACT 1
(®) Value Based (@) Tax Inclusive () Tax Exclusive
r Description:  Contract 1
B save X Cancel
Start | Tuesday , July v Finish: Friday July v [ nactive
Matrix Inclusions Exclusions
Filter: Category - Include
1 * Category Type Select |Number Description Assets Account Sets ‘ Inactive
=) Total CHICKEM
CHICKEM INVEMTORY O  azo00 42000 Poultry Layer (30kg) 15200000 - Inverta PENMVILLE O
CHICKEM INVENTORY [0 azo00s ANH Paultry Layer (3kg) 15200000 - Invento PENMVILLE |
CHICKEM INVENTORY O A2001A5 ANH "Poultry Grower & Deve 15200000 - Invento PENMVILLE O
CHICKEM INVENTORY [0 az00185 ANH ‘Poultry Grower & Deve 15200000 - Invento PENNVILLE |
Inactive oK Cancel
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The items that have been excluded are now exempt from the contract pricing. Once this has been
setup you the click on save then ok. The contract pricing has now been set up.

Contract Pricing |~ |
Apply Contract Pricing To
Name: CONTRACT 1
(®) Value Based @ Taxinclusive () Tax Exclusive
Desaiption |Comtad 1 ]
5] Savelx Cancel
Start | Tuesgay , Juy | Fnish | Figay , uy  w| [ Inactive
e | s e
[categary [ Value From| value Ta| Discount %
CHICKEN vl 50000 800000 1500
000 000 000
Inative oK Cancel

Before processing using the contract pricing that you have already set up, you need to assign it to
the relevant customers that want it applicable to. For this to take effect, go to accounts receivable >

Customers. You will then choose a customer.

2014 E

PALLADIUM ACCOUNTING

Palladium Enterprise
General Ledger
Accounts Payable
Inventory
Warehouse

Foint Of Sale

Business

SRR MeogomEgy

2
-3

&, Fixed Assets
Summary
Cantrol Panel

Help

i NeD

ENTERPRISE 2014

8] New [ Open | Gaf Copy 0if Delete Backup [ Restore {5 Restore As | /i, VPN Refresh | @ P Calculator | [ Close Windows

Processing

%o

Accounts
Enquiries

Batch Sending

N

0

-

Sales Invoices

<

Send Customer  Frint Batches

Pricelists

Maintenance

Customers

Sales Persans

Sales Orders  Sales Quotes

Email Batches

Trade Discount
Matrix Types

Categories

S

2

Freehand
Quotes

Credit Notes

Receipts

= & %

Cydle Billing

Collection
Letters

Interest Billing
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Once you have chosen a customer form your customer listing, you select the setting tab and go to
contract pricing and assign that particular contract pricing that you want applicable.

Customer “

. Number, ALPOOT o
. Name: | Alpha Farms
Customer Information | Contacts | Shipping Locations | Settings | Taxes | Optional Fields | Targets | Trends | Files | Notes | Linked Customers

Credit Contral
[ use Credit Contral  Limit:

+| [ CreditHold Interest Rate (APR: | 22.00 [2] %

Temporary Limit:

Expiny:  Thursday , February

Payment Terms Default Tender Type Invoice Document Farm
30 Days From Statement v on Account v - None - v
Sales Person Order Document Form
— None — v - None - v
Category Fricelist Trade Discount
DEFAULT v & PRICE-LIST-2 v @) Fixed 000 [ %
Profit Center Department () Matrix Type
& - None - v DEFAULT
Create Invoice Workflow Contract Pricing Allow Backorders (Partial Deliveries)
New Invaice Only CONTRACT 1 v @ Allow () Warning () Cancel
] -None. |
Delivery Advice Only AT 1
] Sales Order Onl
ales Drder Only Print v | Documents for this Customer
W eEreEEeT ?)Send Email | @ Previous | | Net @ Cancel

Once this has been done, you will now be ready to process with that applicable contract pricing
parameters that you have set.

When processing an invoice, and when you choose a particular item that falls with that particular
inventory category, it will pull the relevant discount percentage that you had set up.

& Sales Invoice =8 &8
File Edit View Navigate Sales Report
3 New St open | € B | 4 Adjust [] Credit ] Convert [=} € | i Centers  ,Project [J) Attach Files |$= Lines Related Item @ Process [giPrint - 1 [l 32 [
Payment: On Account ~+ % 5plit Payment [ Document Info | 3§ Price & Stock Check
Customer: ship To: SALES INVOICE
TST0L3 << Default > > - Account Balance: Ro00 | DocNumber:  IN-TC-000000053
International Oil International Oil Open Orders: ROOO | Date: 0L March 2016 [~
6786 Industrial Crescent 6786 Industrial Crescent
Colaba Greater Mumbia Distr Colaba Greater Mumbia Distr OPERQUSIES ROyl Beauired 08 Mach 016 @
400003 400003 Available Credit: A [ Reference #:
[F ¢ Bookmark Document Form: [ZENTTH +] [ an
Document ltems | Document Options | Document Notes & temImport |2 Ttem Enquiries |[i@] View Images
Number [Location [ pescription I Qufunt | price| Discount 2 [|  Margin 3 Tax Coae | Tax|  Amount|serial/ Lot
mvooo1 DEFAULT TV SET 1 EacH #5000} 000 | 328235 01 9520 68000

Warehouse: DEFAULT - Available: 1,005.00 Sales Order:0.00 On Hand: 1,005.00 Purchase Order: 0.00 TotalMargin%: | =] -3282.35 | Subtotal = 680.00

Discounts: | 5 000 = oo
Terms: 30 Days From Invoice - Sales Person: S Tax: = 52y

Additional Info: Total: s 77520

13 Combined Transaction + @, Copy Sales Documents -

R0 Sample Company

Please note that this is all dependants on the value amounts that you had set up in the beginning

and need to be within that parameter. Furthermore, please remember that this discount is for the
total invoice amount.
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Palladium Accounting offers a functionality whereby you can setup different dimension profiles. This
is useful if you are stocking inventory in large quantities (eg: metres), but then selling them off in
smaller dimensions (eg: millimetres). To do this you need to setup a new dimension as per screen

below:

A Dimension Profiles “
{}Newl/Edit A Delete =
Code [ Desaription Auto Invoke [Round Up|  Inactive

L Pennville (Piy) Ltd .;

After clicking on the “New” button a screen will appear whereby you would need to give the

dimension that you are setting up a dimension code and description. Should you want it to show

automatically when processing, you would need to tick in the auto invoke tick-box.

In the description box, you would key in in what units of measure are you selling in (e.g.; either

centimetres or millimetres) and the default value of each (e.g.: length, width or even breadth).

7 Dimension Profile “
= Code: GLASS
E A | Desaription: | GLASS
Auto Invoke on Sale 2/2] Round up Sell Oty Decimals
Description | Default Valuel Read Only | Hidden
Length mm 20
Width mm 10 1 O
o O ]
[ inactive oK Cancel
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After this has been setup, you would need to assign it to that particular inventory item that you want
it to be applicable to. To do this, you go to inventory & services, the select that item then edit:

L] Inventory = B
@Newl/am I)( Delete {5 Update Costs 7 Forecasting i Barcode (] Copyltem  Search: [glasd G 8 o8 53
Number Description Available Allocated OnHand  Purchase Order
1§ Glass0o1 Glass 50 0 -50 0
>
Total Rows: 1 [E resetera | [[X ot o Bicel
Location Description Available Allocated On Hand Purchase Order Value

] Pennville (Pty) Ltd :

At this point there would be a drop down option whereby you can assign the dimension profile to

that inventory item.

Number Mask:
ﬁ Number: Glass001

Inventory ltem

Item Numbering Convention

Barcode 1 (4 Labels
Description: | Glass Barcode 2 (4 Labels
Item Summary | suppliers | Pricing | Related ltems | Reorder | Taxes BOM Files Optional Fields | Ext Description | Notes Statistics | Targets | Trends | Activity
Item Type Item Linkings Item Control / Settings Item Images
®) ltem Account Set: | PENNVILLE v &% Default Item Cost: Aute [] Default Image
Service Category: | DEFAULT v| & Standard Cost: 0.0000%
Default Sale Quantity 100f%
Serial / Lot Item Type o Repair Cost Charge: 0.00002

Dimension Profile:

GLASS ~

unts
stode [ER Bin Location: e
Buy:  [EA 1Buy = 100 X Stock Units Allow Nen-Administrative Users to Change
- Selling Price
Sell: EA 15ell= 1.00 2 Stock Units
ey e
[ nactive P
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Once this is done, the option of keying in the dimensions will appear when in the processing screen.
You will be able to edit the size of the item you are selling/invoicing. You would need to key in the

total quantity of the sale, then Palladium will calculate the total price per millimetre as well as the
total quantity of the product it needs to take out of stock.

Sales Invoice - =
File Edit View Navigate Soles Report
D@ New BB Open |G 3 | FAdjust [[]Credit (T Convert | [ [ &) |2 Centers o Project [J Attach Files |3=Lines | ¥ Related ltem @ Recora |gIPrnt - 2 ([l 8§
* Payment: On Account ~ & split Payment [ Document Info | B Price & Stock Check |
Customer: Ship To: SALES INVOICE
APCOOT ] | << Defauit > | Account Balance: DocNumber: |IN-D0D118326
APChem ce. APChem cc. Enter Dimensions... “ Date: Wednesday, May 1w
P.0.BoxB619 P.0.Box3619
Edenglen Edenglen Length mm | Width mm sell oy | Required: Thursday ,  May 1w
Edenvale Edemale
=2 o " 20000000 10000000 200000000 Reference #:
Document Farm: | Invoice v O an
Document Items Document Options & itemimport @ item Enquiries | i@ View Images
Number [tocation  [oescription Tax Code | Tax|  Amount serial /Lot
Glasso01 PENNVILE  Glass o 000
sy
Warenouse: PENNVILLE - Avalable: 50.00 Sales Order: 0.00 On Hand: 50.00 Purchase Order: 0.00 — 0.00] | suptotar B 000
Discounts ||z 0.00) o)
oesmmar — S [
Terms: 30Days From Statement | Sl Berson: v Tex 5] o
Additional Info: Total: E o
1}% Combined Transaction = @ Copy Sales Documents =

& Pennville (Ply) Ltd _:

Edit

File

View  Nvigate

Sales Invoice

Seles  Report

* Payment: On Account

New 5 Open | 3 |5 Adjust ['] Credit ] Convert | [ [ &b |l Centers

Project [J Attach Files |3=Lines | =¥ Related ltem

—~m

Document Items

Number

| Document Options | Document Notes |

@ Record [gEiPint ~ 2 | [l 32 |§]
~ M Split Payment (1} Document Info | 3 Price & Stock Check
Customer: Ship To: SALES INVOICE
APCOOT | | << Defaut »» | Account Balance: RO.00 DocNumber: | IN-D00118326
APChem cc. APChem cc. Open Orders: RO.00 Date: Wednesday, May 1w
P.0 BoxB619 P.0.BaxB619
Edenglen Edenglen Open Quotes: R0.00 Required:
Eemvale Eoenvale Available Credit A Reference #:

& temimport | @0 item Enquiries | @] View Images
[locstion [Desaription | ayfunt | Price| Discount %] Margin %] Tax Code | Tax|  Amount[Serial /Lot
Glass001 PENNVILLE  Glass | sofea | 3000 000 10000 01 2100 150000
Warehouse: PENNVILLE - Available: -50.00 Sales Order: 0.00 On Hand: -50.00 Purchase Order: 0,00 Totatwargings |2 10009 | suptotar: 1,500.
Discount %: 0.00 o
oopaner: s v BB
Terms: 30 Days From Statement v Sales Person: - Tax 20,
Additional Info: Total: AT
1L Combined Transaction = { Copy Sales Documents ~
G paliadium Websit ]

& Pennville (Pry) Lid
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ui
b mM
Locations

In Palladium Accounting you can have multiple locations (warehouses) for your inventory. Before

you can start using a new location it must be created (listed) in the locations list. You access the
locations list by clicking on locations on the Inventory menu. The following window will appear:

22 Inventory Locations =8 %
3 New # Edit 3% Delete | @) Default  Search: @ =
Location Description Location Type
QDEFAULT DEFAULT ‘Warehouse

a; Sample Company

The location with the red check next to it is your default location. This location will be used as
default in all transactions that require an inventory location. To change the default location, click
on a new location to select it, and then press the default button.

Click on new or edit (as appropriate) to bring up the next window as follows:

Add New Location... @

!’" *|  HName: |
;I i

Desc

Settings | Security |
Location Type

@ Warehouse

Stock is stored in a company warehouse location
and is available for sales and transactions.

() StockIn-Transit
ﬁ Stock is in-transit between company warehouses

and is not available until arrival.
) Repairs
Stock is booked out for repairs or other activities
and is not available until booked back in again.
Function
Customer Sales Vendor Receiving
Customer Returns Vendar Returns

A warehouse location is a location that inventory can be sold from or purchased into. A stock in
transit or repairs location cannot be used during sales and purchases transactions. These locations
offer you the ability to keep your inventory off line while other activities are being done to them.
You must use the transfer function to move inventory in and out of these locations. For more
information, see transfer in this section.
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Categories

In Palladium Accounting you can run reports for your inventory and services by account set
(financial) or by category. Your accounts departments may want to run reports by financial
breakdowns but your sales or management departments may want to see reports differently.

This is where the category comes in. Also, you can filter your inventory selection windows by
category.

You access the categories list by clicking on categories icon in the Inventory menu. The following
window will appear:

r | Inventory Categories = | B e K
(:;}New /Edit X Delete | Search: | 50) =‘ ﬁ
Category Description Min Margin %
FEDEFAULT DEFAULT 0.00% |

ﬁ Sample Company .:

By pressing new or edit as appropriate, the following window appears:

T Cateaory (o
I categom: T ]
I' Description:
Use Min Margin3: [ ] 000 [
[T mactive —
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Here you can enter the category name and give it a description. You can also get quick sales
information on the trends tab for this category for the current and previous year periods. You can
also mark this category as inactive to not show it in the inventory and reports windows if you are
not using it any further. You cannot remove a category that has been used until all inventory
tracking data has been cleared for this category.

Serial/ Lot Types

Serial / Lot Types

With this functionality, you can add serial or lot number to inventory items for them to be tracked.
To do this you click on Serial/Lot types. Then selecting new:

Inventory Serial / Lot Types —_—D-“
{;}New Edit xDe\ete Search:l [G_Ej Type: All - ﬁ

Type Number Description

ﬁ Sample Company
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Once this is done, you can allocate a number and name the serial or lot item. There are
parameters that you would need to set within this screen such as number of character, which
documents you want it to be applicable to and whether it’s a serial or lot number.

Inventory Serial / Lot Types
| Number: LOTND
Desaription: Lot Number
Type Print On Documents  Barcode Breakdown
Serial Number @ Yes ) No Enable Barcode Capability
THE BARCODE GENERATOR CAN ONLY CONTAIN THE FOLLOWING CHARACTER SETS,
OTHERWISE THE BARCODE WILL BE UNREADABLE: A-Z (UPPER CASEL, 09, § % + - / AS WELL
ASTHE SPACE CHARACTER. A MAXIMUM OF 50 CHARACTERS IS ALLOWED.
(Receiving and Selling)
‘ E—— Selling Gniy Start Characters (Flagl: 0 Characters)
Any scanned barcode beginning With these characters will be treated as matched,
Characters cnable
e v IR o Start Postion: e
Track Expiry Date Format Enable
@ Yes ) No Alpha-Numeric Selection: Start Position: Ending Position:
Expiry Date Authentication BB
GRV. Allow @ Notify Selection: Start Position: Ending Position:
Purchase Invice Allow Notify
Enable
Returns Allow Notify
Selection: Start Posttion: Ending Position:
Sotes vice Alow ) Hoty s
Credit Note Allow Notify Enable
Iz T el Rl ety Selection: Start Position: Ending Position:
Inventory Assembly Allow Notify
IF BARCODE IS ENABLED - ENSURE THAT NO BARCODES ARE USED WITH FLAGS THAT ARE NOT
[T oy Wi Rl bl MATCHED, ELSE UNPREDICTABLE RESULTS MAY OCCUR.
) e
|

By stock item, you can choose whether the item allows Batch/ Lot Tracking.

Number Mask: Iem Numbering Convention
g Number: CMOUSSE Barcode 1: 2 Labels
Description:  Chocolate Mousse Barcode 2 & Labels
Mtem Summary | vendors | Pricing | Relatedems | Reorder | Taxes | Mistory | BOM | Files | OptionalFieids | ExtDescription | Notes | statistics | Targets | Actiity |

Rtem Type Tem Linkings RemImages

© Rem Account Set: [INVENTORY U] Detautt image

Sevice Category: [pEFAUG. <]

Serial /Lot Settings

V) [Serial / Lot item Type) [tomo v (s3]
Units

Stock: EA Buy EA 1Buy= 100 Stock Units

Selt EA i1sete [ 100 Stock Units

Item Control / Settings

Detautt item Cost: 0000011 [ Auto

Standard Cost: 0000012 Repair Cost Charge: 0.0000/=

Defautt Sale Quantity: 100/2

8in Location:

] Aliow Non-Administrative Users to Change Selling Price K o« of3/ b M % X

~| Inactive
[Lcancer

dium
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At time of receipting stock, you have the option of typing your own LOT no. and specifying
the expiry date:

2 Purchase Invoice [ Assign Lot Numbers - EMOUSSE =B B
File Edit View Mavigate Purchased | Scorch: 90 Lot Number Start: Batches || Atolncrement. Numeric v (00)
@ New B 0pen G B 7T Adust CY [ Minimum Characters: |:|msamchmm|s Format: [4l Charscters || 5 Import | €4 Auto Assign Pint ~ 1 [l 88 5
Payment On Account = [ Document Il | curer avaitable Lot Numbae Quantity Expiation Date
Vendor:
TSTO04 1) P1-000000003
Elackwell Rental: m 01 March 15w
207 Eastern Road
Bristol BSTE9UL. 0 M 5 -
Cs IR Po-oocoooes
d Dacument lrems | M‘ﬂ {floures (i viewimages
Numbes Location 8 Location [ ot rumzer | | — Jepiration Cate I
1| cMousse DEFAULT  Chocolste DEFALLT | B0 1 1 10fea 14,02:2014 ’
1
‘ February 2018 0
Sun Mon Tue Wed Thu Fr Sat
® # B ®» oA 1
203 4 3 7B
9 10 U BODs
® 17 % 19 BN n B
) Bon 5 ® DB 1 150.00
R | 2 03 4 5 6 7 & |
Department: |- None - [ (] Today: 22/01/2004 000
Terms: 30 Dayt From Invoice [ E 2
o 17100,
113 Combined Transaction = [ Copy Purchad) | | Unassigned Qty: | = 000 GenerateQty: | = 000 cancel ] || 5 Sample Company . ;

And when selling, you can choose from multiple lot number, which even have different
expiry dates:

[ Saies Ivoice tm.,. Lot unbers - CMOUSSE ===
Havigate - Start: Batches:| | Auto Increment: Numeic  ~ (8§
G -
@New Fropen € D Minimum Chacacters: 1| Maimum Characters [ || Fommats [l Chanaciers || 5§ Import | €€ Auto Assign LR R
Payment: On Account | sevect memitanie Lot Numbers Quartity Expiration Date
I 1) epoan @ BT
“ . ABcoL Ll 14022018
[ vaLE H 222018 bl ey
Eeivedere Nursing Home = r::’ 1: zm.-m: o Mareh 05 O
xm:‘uwmm B 05 Maren s O
Londen
SELSSRT
U
Document ttems
embeg [ocabon. Location | Lot Humiber Quantity | Unit
CMIOUSSE DEFALLT DEFAULT 28001 L
DEFAULT oo 16 B0
|
—3 | .I
Warchouse: DEFAULT - Available: 000
|
| 00| 000
- 0.00
{
T > = 000
000 | Generate o 000 i =
| ar | Cor ) Cama ] era
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é

Assembly

In Palladium Accounting you can assemble items in your inventory and make new items.

If you assemble or build inventory items from components, Palladium Accounting can keep track
of both the components and the assembled items. For example, assume you keep a supply of
hinges, wood, and glue, which are used to build doors. Each time you build a door, you can enter
a transaction in the Item Assembly window to:

e Reduce your stock for the components used in manufacturing.
e Account for additional costs, such as labour.
e Add the manufactured item to your stock.

Tip: If you are using Palladium Accounting and plan to manufacture or assemble this item often,
you should consider setting up a bill of materials. Inventory Assembly may be more useful for
items that you do not build on a regular basis, such as a special order. You should use bill of
materials for items that you regularly build or assemble and then sell. By using a bill of materials,
you save time when you next manufacture an item by recalling its entry with details already filled
in. To set up a bill of materials, fill in the Bill of Materials tab in the inventory record.

You access the item assembly list by clicking on the item assembly icon on the Inventory menu.
The following window will appear:

~ ol v - =
% Inventory Assembly [EE=
File Navigate Assembly Report
New 32 0pen € 3 @ Load BOM [ Load Production Job @ Record | Print ~ [ 38 |55
Documen t: 1AS-000000001 Costs: 5120-0000 Item Assembly Costs L1 Change
Date: M may 015 @
Comment t
Assembly Components
Number Loation Quartity [ Description Unit Cost] Amount
noscoms: |-
Total Cost: - 0,00
Assembled Items
Number Location Quantity | Description Unit Cost| Amount
Total Cost: = 0.00
& Sample Company

Here you add your assembly components (items that go into the finished product) and the
assembled items (finished goods). You can also add additional costs at this time for packaging or
labour. You must also select the appropriate location (warehouse) from which the items will be

built up and stored into.

If your item has a bill of materials setup already, then press the load BOM button to automatically
fill out this window for you. This saves you time from having to enter the materials for each build.
You also have the option to use auto building, please see inventory for more information.
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Item Adjustments

Adjustments

In Palladium Accounting you can adjust items in your inventory to account for shrinkage or
breakages. You can also add inventory back into stock to correct for bad stock counts or items
that appear later for unknown reasons. You also use adjustments if you would like to change the
values of your stock holdings for any reason.

You access adjustments by clicking on the adjustments icon on the Inventory menu. The following
window will appear:

=2 Inventory Adjustments (=[5 [z
File Navigste Adjustments Report

3 New 3 Open | 3 L Centers @ Record i Print ~ [ 28 |55
Document: 1A1-000000001 | Expense: 5130-0000 Adjustment Write-off [, 3 Change
Date: T Moy 2015 [J- Location: [DEFAULT -
Commen t

Number Quantity | Description Unit Cost| Amount

3 Sample Company

Here you select a location (warehouse) and then an expense account to use for the adjustment.
You then select each item one at a time and either enter a positive quantity (adding stock) or
negative quantity (removing stock) as appropriate and the value to use.

Please note: If you are removing stock (negative quantity) and sufficient stock value / quantity is
not present, you may end up with a variance value. Palladium Accounting does not allow for
negative stock values, only negative quantity. If you drive your inventory negative using
adjustments, only the actual value of the inventory will be used versus the value you have entered
here. Also, if you are moving stock positive and it currently is negative, Palladium will determine
a cost of goods sold amount to bring the stock to zero, and then use the remaining value you
specify to add stock into inventory (above zero). If you do not understand these terms, please ask
your Palladium dealer to explain how this works and to assist you.
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Transfer

In Palladium Accounting you can transfer items in your inventory to a new location (warehouse).
You can also transfer stock into a stock in transit location or to a repairs location. Stock transferred
to these locations will not be available for sale until they are transferred to a normal warehouse

again.

You access transfers by clicking on the transfer icon on the Inventory menu. The following window
will appear:

r N

&= Inventory Transfer = | B i
File MNavigate Report
2 New 5 Open | €€ B | (7] Copy Transfer/GRV @ Record | g Print ~ [l 33 £
Documnent: ITR-000000001
Date: o1 May 2015 DV From Location: | DEFAULT -
Comment: To Location: | DEFAULT -

Number [ Quantity | Description [ unit Cost| Amount

] Sample Company

Here you select the “from” location and the “to” location. You then enter the stock you wish to
transfer and the value. Palladium bases the value on the “from” location for you automatically.
You can then print a stock transfer slip to include with the stock being transferred from one
location to another.

Stock Count

Stock Count

In Palladium Accounting you can perform stock counts very easily. A properly managed stock
system will afford you the best reporting for profitability possible. Having the correct stock figures
are very important in any business.

www.palladium.co.za Page | 77



http://www.palladium.co.za/

palladium

ACCOUNTING

Palladium Accounting Intermediate Training

You access the stock count module by clicking on the stock count icon on the Inventory menu.
The following window will appear:

& Stock Count [=E
Search: B0) @ Record 5| Print - [ | 55
Date: W My 2015 G Expense:  5130-0000  Adjustment Wiite-off
Comment: Entry Method
Location: Actual Show Inactive

@ Variance Display Positive On Hand Quantities Only

Category: | << All - No Filter >> v

‘Descnptlun

Number

29292929

Current Available Current On Hand

Test Item 0,00 000

Variance +/- Actual | ~

40004 Yamaha Conversion -100 -1.00
62139 Milk -11.00 -11.00
65000 Barcode Item -2.00 -8.00 I’
ADD-61312-00 AD0-61312-01 -17.00 -17.00
ADD-61312-01 SPACER 000 000

ADD-51460-01 BALL JOINT ASSY 000 000

AQ0-61510-50-29
A00-61527-00-29
ADD-61541-50-29

‘WHEEL AS5Y
PLATE; STEERING
COLUMN; STEERING

-200
000
0,00

-200
000
000

ADD-51624-60
ADD-51626-40

BOW EYE 0,00 000
BOW EYE 1 000 000
ADD-62771-30 WASHER 000 000
A00-62858-01 AD0-62838-02 0.00 000
A00-62858-02 PLATE 000 000

2 Sample Company

Note: You can print stock count sheets by selecting this report under the inventory tab, reports,
lists heading, and then stock count sheets. These will assist you in collecting your appropriate
numbers for entry into the stock count function window.

You first start by selecting the expense account to use for any amounts written off (or added). The
next step is to select the appropriate location (warehouse) you are counting. You have the option
of only counting a particular category of stock by selecting a category, or counting the entire
location by selecting all - no filter.

The next step is to select your count entry method. They are as follows:

1. Actual: You will enter the actual stock quantity you counted. It is recommended that you
close the business for stock count when using this method as that will afford you the
ability to properly enter the actual quantity on hand and allow Palladium to find the
differences.

2. Variance: Here you will enter only the variance. Such as -1 for one less or 5 to add 5 more
into stock. You normally do not have to close the business to do this type of stock count.
You simply print your stock count sheets with quantity on them. As you count, you
determine the difference between what the sheet says you have in stock (say 10) and
what you actually have in stock (say 8). You then enter the variance into the stock count
window (-2) as example.

Note: If you are doing an actual count method, if you leave any item blank, it will automatically
be adjusted to zero. If you are using the variance method, any blank lines will not be adjusted.
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Stock Count PDT

|

Stock Count PDT

In Palladium Accounting you can perform stock counts very easily. A properly managed stock
system will afford you the best reporting for profitability possible. Having the correct stock figures
are very important in any business.

The stock count PDT (personal data terminal) processing window allows you to use a data terminal
for your stock counts. We recommend using a Cipher Labs 8001 unit for this purpose, but other
units may work as well. Because the count is done though the import of a text file generated by
the PDT unit, you can also use this module to import your stock counts as long as the file format
conforms to the same standard as the PDT units’ file. For instructions on how to use the Cipher
Labs 8001 data terminal, please see the section- Cipher Labs 8000 series instructions.

You access the stock count PDT module by clicking on the stock count PDT icon on the Inventory
menu. The following window will appear:

% Stack Count (PDT) =B %
-5 Import PDT File K Clear Import(s) |[] Compare | {3 Run Count @ Record || Print - [l | 55
@ Adjust Scanned Items Onl,
Date: 01 May 2015 [ et J
) Adjust All items
EEm ey 3 Ttems not scanned will be adjusted
to zerc tit,
Expense: 51300000  Adjustment Write-off S

¥ou may import as many PDT files as you wish for any location. Run count to view / process count.
Number Description | current Avail] Current On Hana Scanned Variance +/-

| oo |

& Sample Cempany

Understanding the Import Cache

As you count items you create a stock count import file on your PDT unit. You may have multiple
units or persons counting stock, so Palladium will accept any number of import files before
actually performing the stock count function. You import those files by pressing the import PDT
file button on the top of the count window. This will allow you to browse to where the file is
saved.

Here you are shown all the barcodes and quantities inside the PDT file. Palladium will also give
you a summary of the file as to how many items it was able to match in your inventory and also
the number of items you must match (barcode was not found). You match items by clicking the
button in the number column and selecting the item from Palladium's item list. You only have to
match items one time; Palladium will update the inventory item record with the barcode on
matching.
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Only items without barcodes are shown in the match list. Once you have all your items matched,
you press the import button.

You repeat this import procedure until all your files are imported (if you have more than 1).

Clearing the Import Cache

Before you start a new count or to clear existing files inside Palladium you press the clear imports
button. This removes any files that have been imported that Palladium is currently storing.

Comparing Files

As a safety feature, you can have 2 different persons do stock counts on the same items or
sections of your inventory. You can then have Palladium compare the 2 files with each other to
see if there are any variances between them. Once you have determined that both files are
correct, you can import one of them using the normal import procedures. You access this feature
by pressing the compare button and then browsing for both files for Palladium to compare.

Performing the Count

Once all the files have been imported and matched, you press the run count button to populate
the screen and match your counts. The count at this stage is the same as the normal stock count.
You must choose if you want items not scanned adjusted to zero (not found) or if you only want
items scanned adjusted (if doing only a partial stock count). If you select adjust all items, any items
not scanned will be adjusted to zero.

Negative Inventory (Stocking Levels)

Palladium Accounting can operate in 2 stock level modes:

1. No Negative Stock Allowed - In this mode you will only be able to sell (or do purchase
returns) for stock you actually have in the system. Your item costing and invoice GP
reports will always be accurate.

2. Negative Stock Allowed - In this mode you can sell stock into the negatives. This is helpful
when you receive stock but have not actually entered a purchase invoice for it (for many
reasons). Your item costing will only be accurate if looking over a period of time and your
GP by Invoice reports will not be accurate (if stock was not on hand at the time of
invoicing).

You can setup your preferred operation mode under company options, inventory & services tab.

Please see company options under company setup for more information.
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Understanding the Accounting Principles behind Negative Inventory

When you buy and sell stock there are several accounting entries that take place. During a sale:
the asset value of the stock is reduced (credited) and moved to your expense (cost of goods sold
account - debited). The next entry is an entry to your accounts receivable account (or cash account
if paying by cash method) for the full amount, and the full amount less taxes is recorded in your
revenue account. The difference between this revenue and expense is your profit (referred to as
gross profit or GP).

On this invoice we had a total of 67.90, the inventory cost was 31.56, the sales taxes were 8.34,
the revenue was 59.56. The final entry was moving the asset value to expense (31.56). Our gross
profit on this transaction was 59.56 - 31.56 = 28.00. Depending on your taxation laws, you most
likely will only pay taxes on the 28.00 profit on this transaction as the cost of the inventory offsets
the revenue you made on it.

Here you can see that we had a total of 67.90, the inventory cost was 0.00 (not shown), the sales
taxes were the same and the revenue was the same. Our gross profit on this transaction was 59.56
- 0.00 = 59.56. Yes, we do have cost for this inventory item, but that cost is not recorded at the
time of the transaction as there was no inventory available to cost it at. If you are running negative
inventory, it is very important you understand how this costing actually works. If you were to
report on income for tax purposes at this point, you most likely would be paying taxes on the full
59.56 which is not correct as your cost has not been recorded yet. Please make sure that your
entire inventory has been properly accounted for before reporting for income tax purposes.

How Cost is adjusted once Stock Arrives

Taking the above example, say we now enter a purchase invoice for 10 of these items at a cost of
31.56 (you enter your purchase invoice under the purchases icon). Palladium knows that one of
these items are in the negatives (we sold it in the second example) so it automatically enters 9 of
them into stock and uses the last one to bring the stock back to zero. The value of the item that
brought the stock to zero is expensed to your cost of goods sold account.

In the first example where we had stock available, Palladium costed 31.56 to the 5070-0000
account as cost of goods sold. In the second example we had no stock available, so there was no
cost allocation. In this purchases example, you can see where the entry to 5070-0000 was made
to bring the accounts current and account for the cost of the transaction of the second example.

Understanding the Basics behind the Corrections

In the third example you saw how the costs were corrected to account for the second examples
missing cost of goods sold. Your ledger reports (income statements) will now be correct. However,
your GP by Invoice will not reflect the updated costs. Your GP by Invoice reports will still reflect
zero cost. It is important you understand this so you don't make decisions based on flawed
numbers. Palladium will not go back and find the sales invoices and adjust them. The other
consideration is if we had assembled items for this item in negatives (or adjusted items, etc.)
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Palladium will always correct the costs for items that bring your stock count to zero and then
allow you to enter stock for the rest. If | wanted to assemble stock for this negative item, | should
add the negative quantity to any amounts | wish to have remaining in positives so that when the
assembly is finished | have the correct positive stock quantity.

Customer Price Matrix

Price Discount
hdatrix

This feature allows you to tailor discounts by Customer and Inventory Category. It is available on
all Purchase and Sales Documents. You therefore have the ability to create and manage discount
prices and adjustments for products in conjunction with customer and other market factors. This
can be accessed on Inventory | Price Discount Matrix as shown below

W) Palladium Enterprise Processing _
a3y . -_— -_— 'G" . o
i oy ; = : £ -

€ 2 a2 @ o m @& 9
(s Inventary Adjustments Issue Internal Transfer Stock Count  Stock CountPDT  Inventory  Barcode Loader  Item Cost Bulk Label Repackaging

Accounts Payable Enquiries Requisition Requisition Forecasting Updater Printing
w
a Accounts Receivable Assembly
s = a
|nv=ntc-ry Lj i A

S 2 4
9 \arehouse Assembly Works Order  Production  Wark Centres
Schedule

Ny Manufacturing Maintenance
T, - - a = " " [o] P =
1= Point OF sale 7 ! ) T A" lﬁ@?ﬁ"f = (=
=] y 4 == il 13 i B
= I =@ | 8|
Fig Business Inventory & Pricelists Contract Pricing ~ Price Discount Locatians Categories  Serial /Lot Types Lot Number Item Webstore Setup  Dimension
iy Services Matrix Expiry Dates  Renumbering Profile

Palladium offers the option to disallow specified users access to the feature. Therefore, discount
rates will always be captured by authorized users. You can set this up by going into Control
Panel>Users>Access Rights for that user and uncheck the Price Discount Matrix option.

User Information | Access Rights | Document Numbers | GL Security | Login Histary | Statistics |

Inventory / Services

[¥] ¥ inventory / Services

[ & Price Discount Matrix
¥ Lacations

[¥] ¥ categories

[¥] ¥ Assembly

[+ ®| Adjustments

[¥] 2 Transter

[¥] ¥ stock Count

[¥] ¥4 stock Count (POT) Stock Count via Portable Data Terminal
[¥] ¥ 1rwentory Reports
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Price & Stock Check

In Palladium Accounting you can quickly find current pricing information (for a particular customer
price list or for all price lists) and check stock availability in each warehouse (location). You can
access the price and stock check by pressing F4 in the home window, purchases window, or the
sales window. You can also access it by clicking the price check button in the home window, or
under the view menu in the purchases and sales windows. The following window will appear:

o S Y— T
Pricing Mode
O Al Pricelists Customer Pricelist: LA
Rem
Number: Desc é‘b
Scan Barcode

Item Pricing

Pricest Selling Price

Ttem Stock I

Location Desaription Al Allocated OnHand  On Order

First select the pricing mode, and then select the item you wish to check on. The current pricing
and quantities available will be shown.

Customer Categories

ii

Categories

Account Receivables can be grouped into different Categories for example Cash, Retail or
Wholesale. These categories can be used in the following manner:

e View reports in category sequence
e (Create a discount matrix per customer category and inventory category. This enables you
to have volume based line item discounts.
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Delivery Routes

Delivery Routes

To setup delivery routes firstly go to Control Panel | Company Options | Optional tab
You can capture the optional fields for delivery routes as shown below.

77l Company Options X
Company General Payables Receivables Inventory & Senvices Warehouse Manufacturing  Deposit Slips SMS  POS  POS-Barcade Form N I
Profit Centers Projects AutoNotes Optional Optional (AP /AR) Optional (Docs) Optional (DacLines)  Optional (Delivery) Voucher Naming C

Delivery Driver Field Names:

Fiedt: [ | Mandatony Field: [ ][] Mandatory Fields: [ ][] Mandatory
Rz [ | Mandatony Fed4 [ ][] Mandatory Felds: [ ][] Mandatory
Delivery Vehicle Field Names:

mewt: [ | Manastoy Rews: [ ][] manastoy meas: [ ][] manastoy
meaz [ |0 Manastoy mega [ ][] manastoy meas [ ][] manastoy
Delivery Route Field Names

Field 1: |:| Mandatory Field 3: |:| Mandatory Field 5 l:l Mandatory
Field 2 |:| Mandatory Field 4 |:| Mandstory Field 6 l:l Mandatory
Delivery Method Field Names:

Field 1 I:l Mandstory Field 3: I:l Mandatory Field 5 I:l Mandatory
Field 2: I:l Mandatory Field 4 I:l Mandatory Field 6 I:l Mandatory

Cancel

Therefore, when accessing Delivery Route option, you may capture the following information, for
example categorising delivery route information as Local or Abroad.

Therefore, when selecting the Customer Account, you may select the option for New on the
Shipping Locations tab.

This screen will appear where you can choose the applicable delivery route for the customer.
When processing a document for the customer, you may then choose to ship to the captured
delivery location.

Customer: Ship To: SAI-ES INVOI
TST0OZ &% | Test v A
Askew Shopping Center Test /9
Askew Centre, 15 On Pong Road 1 Test street
1 Test street
TPTLE &
Document Items Document Options Document Notes
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Receiving (GRV)

gtﬂ

Receiving [GRY)

In Palladium Accounting you can receive stock on a GRV. This allows you to receipt stock in your
warehouse using the stock from a purchase order, and into your inventory (at purchase order
prices), making the stock immediately available for sale without using negative stock. Any stock
received under a GRV will automatically be adjusted to the correct cost when the appropriate
purchase invoice is entered.

The GRV function is accessible through the Warehouse menu.

r N
4 Receiving = | B ]
File Edit View MNavigate Receiving Report
2 New JLoadPO 5 Open | B T Adjust Project Files | 3= Lines @ Record | (labels iPrnt - 1 ([l 38 &5 =
Vendor: Delivered To: Doc Number: GR-000000002
PO Number:

Requested By: (01 May 2015
Date: M mMay 2015 -

Delivery Note £

Document Items | Document Options Document Notes |

MNumber | Location | Description | Rec'd Qtyl Unit Copied Document Reference

Total Received Quantity: || 0.00

& Sample Company .:

To process a GRV, you would load a purchase order into the window, make any quantity
corrections as necessary, and record it.

.
&2 Receiving =T
File Edit View Mavigate Receiving Report
i Newf| ] Load PO Open | € 3 | 148 Adjust Project [l Files | 3=Lines @ Record | labels & Pint - 1 [ 22 55
Vendor: Delivered To: Doc Number: GR-000000002
=] PO Number:

Requested By: 01 May 2015
Date: T My 2015

Delivery Note #:

Document ltems | Document Options DocumentNotes |

Number \ Location |Descrmtion \ Recd Qty‘ Unit Copied Document Reference

Total Received Quantity: |+ 0.00

G Sample Company _:
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Any items not received on this GRV will remain on the purchase order to be received when they
arrive. Once recorded, the stock will be immediately available for sales. You can also print barcode
labels for your stock at this time, during receipt.

Pick Tickets
Pick Tickets

In Palladium Accounting you can pick stock using pick tickets. These pick tickets are generated
from sales orders and allow your warehouse staff to collect the stock (pick) and assemble for the
shipment process.

p . e -
|3, Pick Tickets - W ] - = |5 .
Filter: Without Pick Tickets = JliSelect Al @ Issue Selected =
Document Date Required User Mame Customer Reference Items Remain Status
D i50-000000001 01/03/2015 08/03/2015 Administrator  TST002 1 1 MNew
ﬁ Sample Company

You issue pick tickets to your warehouse by using the pick tickets icon. The above screen will
appear. Check the sales orders that you would like to issue pick tickets for and press the issue
selected button.

Print Pick Tickets

P
P Al

Print Pick Tickets

Once you have issued pick tickets under the pick tickets icon, you can use the print pick tickets to
actually print them and give them to your warehouse staff.
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Press the print pick tickets icon and the following window appears:

& Print Pick Tickets [
Flitelect ANl g Print Selected &, Remowe Selected  Filten Mo Fiter - |
Digument Date Requiied Uiei Hame Cuitomer Refeionie Sider

TH-D00000001 ANEO301  I50308  Administestor  TSTDOZ 50000000001
. Sample Company

Normally, your customer service staff will issue the pick tickets and the warehouse staff will print
them. Having a separate place to print pick tickets allows your warehouse staff to monitor the
gueue for any new pick tickets to fulfil.

Select the pick tickets you would like to print and press the print selected button. When finished,
press the remove selected to take them from the queue.

Stock Pick

&

Stock Pick

Once you have issued pick tickets and printed them, your staff will then attempt to pick the stock
using the pick tickets. Once this process has been completed, you use the stock pick function to
tell Palladium which items were picked and at what quantity.
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Press the stock pick icon and the following window appears:

=

File Edit View Mavigate Report
{:,}Naw ﬂLoad PT ﬁ(}pen 4% Adjust [[| Attach Files

Customer: Deliver To:

Document ltems

_—

@ Record | | Print - 1 .14 ﬁ
PT Number:
SO Number:
Requested By: Friday May
Reference:

Date: Friday , IETONN

MNumber Location Description

Ficked| serial / Lot

ﬁ Sample Company

palladium

ACCOUNTING

The first step is to load the pick ticket. Then proceed to enter the quantity picked under the

"picked" column at the far right.

Any remaining items that were not picked, or not picked in full, will NOT remain on the picking
ticket. You must go back and issue a new picking ticket for the sales order, and then print the
picking ticket again (with only the backordered items) for backorder shipments. This basically
starts the picking process over again by printing a new pick ticket with just the remaining items

left on it.
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Shipments & Containers

The shipment and container modules allows you to specify what items have gone into which box
(shipments) and which boxes have gone into which crates (containers). This allows you to print
packing slips for each, with the original invoice numbers, values, weights, etc., on each document.
Multiple invoices can be shipped in the same shipment or container, but must be for the same
customer. You access the shipments menu by clicking on the shipments icon in the warehouse
module:

& Shipments = | B |
File Edit View Mavigate Report
f:}Naw ﬂLoadINV ﬁOpen « » 5] Adjust Files Record | (3 Labels E]Print + 1 e,a ﬁ
Customer: Deliver To: Number: SH-000000001
] RequestedBy: 01  May 2015
Reference: |
I Date: 0L May 2015
Type:
Document ftems | Shipment Info | Shipment Notes ]
[invoice [ Line No| Humber [Description [ orgoy[ Remaingy[unt [ shipped Gy Seq Mo
Delivery Information
Route: Vehicle: &3  Driver a
ﬁSampleCumpany

The first step is to load the invoice (this invoice should have been generated by the picking tickets
as compared to the sales order, see using in AR for more information). You continue to load
invoices until all of the items in the shipment have been loaded. Enter the quantity to ship at the
end of each line. Note, you can load the same invoice more than once (on different shipments) to
allow all the items to go into multiple shipments (boxes).
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Containers

EF

Shipment

Containers
The container function works exactly like shipments, with the exception is: you are loading
shipments (done above) into containers versus invoices. You load each shipment into the
container one by one, and Palladium will calculate the running weight, height, depth, and volume
for the entire container (all shipments added together).

-
[ Shipment Containers =B ]
File Edit View Movigate Report
U
s New Load SH 55 Open | € 3 | “% Adjust [| Files Record (4 Labels g Print - 1 |88 55
Customer: Deliver To: Humber; M5-000000001
] Requested By: 01  May 2015
Reference: |
l Date: 01 May 2015
Type:
Documentltems | Containerinfo | ContainerNotes |  Multiple Customers |
Shipment [ Total Value| Wigth| Height| Depth|  CuVolume Weight|  Seq o
Delivery Infarmation
Route: Vehicle: ﬁ Driver: a
AL Sample Company

Using Warehouse Data in Receivables

The warehouse module flows in the following order:

A sales order is generated.

A picking ticket is generated.

A picking ticket is printed.

The warehouse staff pick the order and record which items and quantities were picked.
A stock pick is entered based on the picking ticket.

An invoice is generated from the sales order, based on items and quantities that were
reported on the stock pick.

A shipment is generated (optional)

8. A container is generated from shipments (optional)

oukswWNE

~
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When you convert a sales order to an invoice, and that sales order has a picking ticket attached

to it, you will see the following screen:

-
Pick Tickets

o]

The following pick tickets are available for this sales order. Would you like to
compare them against the sales order now?

processed.

Number Entry Date
TK-000000001 2015/03/01

Picked Date
2015/03/01

Note: All pick tickets relating to this sales order
will automatically be removed once the invoice is

Picked

Yes

YES

Click on the YES button to compare the customer’s order (now showing on the invoice) to the

actual items that were picked (picking ticket). The following window appears:

-
Compare Results

(o]

Number
A 1nvitem

Pick Tickets
1

Document
1

Difference
0

Here you can see the differences, and make the necessary corrections to the invoice before

processing.

As with all Palladium transactions, any items left off the invoice will remain on the sales order.
This sales order can then be used to generate new picking tickets (once the conversion process
has taken place and the invoice generated from the first picking ticket).
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Cash Book

Cash Book

The cash book is used for companies that have multiple bank accounts. This allows (forces) users
to select a bank account before processing can begin, and keeps the same bank account though
the entire session. This prevents errors where the wrong bank account is used when processing
multiple entries.

You access the cash book by clicking on the cash book icon in the home window. The following
window will appear:

P ol
Select Bank for Cash Book Session... @

{3 New | Search: I 50

Select Account

Description Journal Code
Assets

10200000 Cash to be Deposited
10300000 Cash Draws
10400000 Cash Expense Clearing Account
10500000  Petty Cash
1060-0000  Current/Cheque Account
10650000 Savings Bank Account =
10670000 Payroll Clearing Account
10690000 Foreign Currency Bank Account
10800000 Visa

m

Select the bank account for this cash book session and press OK.

-~
Select Bank for Cash Book Session... @

MNew  Search: 50)
@ &

Select Account

Description Journal Code

Assets
10200000 Cash to be Depaosited
10300000  Cash Draws
1040-0000  Cash Expense Clearing Account
10500000 Petty Cash
1065-0000 Savings Bank Account -
10670000  Payroll Clearing Account
1069-0000  Foreign Currency Bank Account
10800000 Visa

m
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[ Cash Book - [1060-0000 Current/Cheque Account] = | 5 |

CoshBook  Windows

T Receipts & Payments 7 Pay Tax [ Transfer - Deposit 2ix Reconciliation g Rec & PmtJml | Filter 3Months - [ 7]
Date [comment Source [ soumal] Deposits| Withdravals| Balance] ~
01/03/2015  Deposit DP-000000002 34 000 70.00 37.195.02
01/03/2015  TSTOD2 - ACME Novelty Cash 3 000 38645 3680856
01/03/2015 3009 - Cash Sales Account IN-000000013 a0 80,028.00 000 11683656
01/03/2015  Palladium JE-D00000009 41 8,000.00 0.00 12483656
01/03/2015  opopo JE-000000010 a2 000 798000 11685638
01/03/2015  ooiug JE-DDD0O0D1L 43 0.00 600.00 116,256.56
01/03/2015  TSTO0S - Cavendish, PeterS.  RC-00DD00D0Z 8 20000 000 116456356
01/03/2015  TSTOOG - Cavendish, Peter 5. RC-000000003 49 0.00 100.00 11635656
01/03/2015  TSTOO08 - DAB Collision Ltd RC-000000004 51 200.00 000 116556.56
01/03/2015  TSTO0S -DAB CollisionLtd  RC-000000005 52 000 10000 11645636
01/03/2015  TSTOO0S - Derby City Council RC-000000006 54 200.00 000 116,656.56
01/03/2015  TST009 - Derby City Council  RC-000000007 55 000 10000 116556356
01/03/2015 Bank Transfer 56 000 2,000.00 11455656
01/04/2015  TST001 - Ashburton Reinforcing IN-000000013 57 0.00 102 11455554
01/04/2015  TST004 - Belvedere Nursing Ho IN-000000020 E 000 315 11455239
01/04/2015  Correcting J57 IN-000000013 59 102 0.00 11455341 | _
01/04/2015  TSTOO1 - Ashburton Reinforcing IN-DD0000019 60 000 102 11455239 i
01/05/2015  Bank Transfer Bank Transfer 61 0.00 6,000.00 108,552.39
01/05/2015  Bank Transfer Bank Transfer 62 000 6,000.00 10255239
01/05/2015  TSTOO1 - Ashburton Reinforeing RC-000000008 & 154686 000 10409925
Current Account: 1060-0000 Current/Cheque Account & Sample Company _:;

You then have access to all the normal cash book functions from inside the cash book window. All
the functions (receipts, payments, etc.) will only allow the bank account you selected when you
first entered the cash book.

Profit Centres (Projects / Job Costing)

QO

Projects / Job
Costing

In Palladium Accounting you can keep track of different cost centres by using the profit centres
functions. As users enter transactions they allocate amounts to different centres and then you
can report on these allocations later. You can generate income statements and allocation reports
per centre or for multiple centres at the same time.

You access the profit centres module by clicking on the profit centres icon on the General Ledger
menu. The following window will appear:

i Profit Centers — = | B i)
(. New Center o= New Sub Center # Edit | & Delete -
a
wld, center2
gl sales

L, Bxisting sales

L, Mew sales

R Sample Company ¢
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In Palladium, the centres can be created up to 5 levels deep and all allocations roll up (not down)
to any centres above them. If you allocate revenue to "Centre 1d" as an example, this revenue
will be reported in "Centre 1" as well. If you don't require multi-level centres, you can create a
new centre for each entity and only have it one level deep.

Adding or Editing Centres

Click on new or edit as appropriate and the following window will appear:

2 New Center = New Sub Center / Edit | X Delete =

Profit Center x

[] Budget this Center

Allogate to Periods

[ Inactive Budgeted Profit: 0.00[% oK Cancel

| |

0 Sample Company

Here you can see the location of the centre (its parent centre) and give the centre a name. You
can also budget this centre as well for both revenue and expense. By using the budget function,
you will see the actual figures and the budgeted figures in the comparative income reports for
this centre.

Allocations

Users allocate transactions to centres by clicking on the centres button in any transaction window.
You can also remind them to do allocations by setting this option under the company options
window (please see company options for more information). Once the user presses the centres
button (or automatically by option) the following window appears:

r Y
Centers Allocation @

How would you like to allocate this transaction?

Q' Use a Template:

‘L v

Manually Enter Amounts / Percentages

A——
| Cancel |
= eeees)

Here the user can choose an allocation template or do the allocation manually. For more
information on templates, see that section that follows this one.
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Doing a Manual Allocation

Centers Allocaions ..

Une
1

[ Aocate: {6y Accour

Account

-] @ Process

40200000  Sales inventory A

Revenue
2,00548

Balance Sheet
000

palladium

ACCOUNTING

|
|

3 |

— h

The manual allocation window allows the user to select if they want to allocate by account or
transaction. If by transaction they only enter the spit once under the centre and amount / percent
row. If by account, they must click each account separately and then allocate each account with
a centre and amount / percent. Note that multiple centres can be chosen for each account (by
account) or for each transaction (by transaction). All allocations must add up to 100% for all
accounts / or the transaction else a processing error will occur.

Allocation by Template

If the user wishes to automatically allocate the transaction using a template, they just select the
template name from the drop down list and press OK.

Correcting or Removing an Allocation

If a correction is required to any allocation you can open the document in the transaction window
and press the centres button. The current allocation method will be shown:
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—— ]

Aocate: | By Account « #FAdjust X Remove

Une Account
i 40200000 _ Sales invenkory A

Revenue
2,005.48

Expense  Balance Sheet
000 [

Center 1

palla

dium
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From this window you can adjust the allocation or remove it by pressing the corresponding

button.

Profit Centres Templates

In Palladium Accounting you can setup templates for profit centre allocations to assist your users
during the entry process. They can then select the template versus having the manually allocate
each transaction each time. While this saves time, you may have instances where only a manual
allocation will do. Profit Centres Templates are not mandatory, they just aid in entry and save

entry time.

You access the profit centres templates by clicking on the profit centres templates icon in the
home window. The following window will appear:

u Profit Centers Templates —-—— te -

=ufilE)

Template

‘E‘ Sample

Description

Sample Template

(o New /Edit XX Delete Search: (8o | 5

f: Sample Company .:

Here you press new or edit as appropriate and the following window appears:
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.
Profit Centers Template ? E
Template: Sample
Description:  Sample Template
|Center I Percent
| Center 1 50.00
I " [Center2 ] 5000
Total: 100.00%
= —— A

Here you will setup each centre in the template and the predefined percentage for each. Any
allocation preformed using this template will automatically be split using the percentages listed
here.

To add in entry, you can have only 1 centre in the template and its percentage as 100%. That way,
users can easily select the centre when they want to allocate the entire transaction to one centre.
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Training Course:
Company Name:

Trainer:
Date:

Instructions: Upon completion of the course, training participants are strongly encouraged to complete this evaluation form.
Completing this form will assist Palladium Software in assessing whether or not this learning activity is the best approach for the
training need. Please circle the response below which best describes your assessment of the training.

SECTION I: COURSE EVALUATION

Strongly

Disagree

Disagree

Can
Not
Decide

Agree

Strongly
Agree

Comments

1. The course content matched
the learning objectives.

1

5

2. The course length was
sufficient to deliver the
content.

3. The course design (i.e.,
materials and learning

activities) encouraged my
participation in the class.

4. The course provided
opportunities to practice and
reinforce what was taught.

5. The course information was
at an appropriate level to
understand the learning
objectives.

SECTION II: TRAINING TOOLS

6. The interactive questions
helped me to learn the course
information.

7. The manuals assisted my
learning.

SECTION IlI: INSTRUCTOR EVALUATION

8. The instructor was prepared
for class.

1

9. The instructor was
knowledgeable about the
course content.

10. The instructor was
responsive to questions and
other needs

11. Other Comments

12. Request a Feature

www.palladium.co.za

Page | 98


http://www.palladium.co.za/

