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Summary

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:
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[ @ vendors [N 3)
o New | Edit | X Delete | Search: |6 & & ot Number - )
Number Name Open Orders Balance Due YID Purchases  *
gi\ﬂoﬂl Abercrombie Hardware £0.00 £0.00 £0.06 i
8 ACT002 ACME Novelty £0.00 £0.00 £0.00 3
8 ACT003 Barclay's Bank £0.00 £0.00 £000 | |
8 ACTO04 Blackwell Rentals £0.00 £0.00 £0.00
8 ACT00S Cable and Wireless £0.00 £0.00 £0.00
8 ACT006 Catanach, Douglas £0.00 £0.00 £0.00
8 ACT007 Cheshire Development £0.00 £0.00 £0.00
8 ACT008 Dextor, Drew & Angus £0.00 £0.00 £0.00
3 ACT009 Dunwoody Wire & Cable £0.00 £0.00 £0.00
8 ACTO10 Eagle Engineering £0.00 £0.00 £0.00
8 ACTO11 Gibson, Michael £0.00 £0.00 £0.00
8 ACT012 Glengarry, Heather £0.00 £0.00 £0.00
8 ACTO13 GWG Computer Services £0.00 £0.00 £0.00
8 ACTO14 Harry's Industrial Supplies £0.00 £0.00 £0.00 i
'y

2 Sample Company .:

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 “
6 Number: [[ST001

@@  reme [avercrombie Hargware

Supplier Information Item Pricing Contacts Settings Taxes History Optional Fields Trends Files | Notes eCommerce
Contact Phone: 2079-2466

Street: |65 Arrow Street Mobile:

Street 2 Fax:

city: London £ Emait Abercrombie@A.com

Province: VAT Reg:

Postal: SW116TT Reg No.:

Country: v

Last Updated: 2009-02-11 9:48:00 AM Supplier Since: | Wednesday, February 11,2000 [~

[[] Inactive Supplier | [#|Send Email | | 5 Import Supplier Prices €D Previous | Next @ Cancel

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 =X
Number: ACTOOL
“ Name:  Abercrombie Hardware
VendorInformation | ltemPricing | Contacts | Settings | Taxes | OptionalFields | Trends | Files | Notes | eCommerce |
New |/ Edit | X Delete
[Number [ Description [item Code [item Description [ warranty Days| Vendor Price| Local Price]  Disc %[ Landed Cost Factor %| _Estimated Landed Cost
[ Inactive Vendor [(|send Email | [ Import Vendor Prices

2|Page
Palladium Training Manual -V10



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 @

Ttem: 62199

Milk

Vendor Iltem Detail:

Vendor Item Code: 12345

Vendor Item Description: Clover Milk

Vendor Currency: GBP British Pounds

Warranty Days: =] 0

Vendor Price: = 0.00 Exchange: = 1.0000
Local Price: =] 0.00, Discount %: =] 0.00
Landed Cost Factor%: |2 0.00| Estimated Landed Cost:  * 0.00

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

Vendor ===
6 Number: ACTOOL
@@ teme  Averombic Hordware
Vendorinformation | ItemPriing | Contacts | Settings | Taxes | OptionalFields | Trends | Files | Notes | eCommerce
oF Add ||/ Edit X Delete
Name Job Title Email Telephone No. Fax No. Mobile No.
[] Inactive Vendor & Import Vendor Prices Nt ©

P N
& Contact ﬂ
"~ * Name: * Required

“ * Job Title: [ v]

Change Picture Fianacial Manager
Manager
Contact Details Supervisor

Phone: Facebook

) =

Mobile: LinkedIn

Fax: Skype (S]
Email: >
Notes
Street 1:
Street 2:
City:
Province:

Postal:

o | Camer ]
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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 ﬂ
() Number:  TSTOO1
“ Name: | Abercrombie Hardware
Vendor Information Item Pricing Contadts Settings | Taxes History | Optional Fields | Trends Files Notes eCommerce
Payment Terms Default Tender Types Create Invoice Workflow
30 Days From Invoice v On Account v New Invoice Only
[v] GRV Only
Categor Curren:
9o o Purchase Order Only
DEFAULT v| 6 South African Rand
Department Trade Discount
~None - v 000 [2]%
Order Method
E-Mail v | Documents for this Vendor
Vendor Type
@) Inventory
O Expense: Py
[] Inactive Vendor %|Send Email | | 5 Import Vendor Prices | | Previous | | Net @ Ok 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 X

() Number: ACTOO1

“ Name:  Abercrombie Hardware

Vendor Information | ItemPricing | Contacts | Settings | Taxes Optional Fields | Trends | Files Notes | eCommerce

Default Tax Code: (02 - VAT on Purchases -

Exemptions:

Withhold Tax Setup

Remove

nace Vendor  (Pisena Enoi] (B importVendor rices )

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.

Purchases

You access the purchases window by clicking the purchases icon on the Accounts Payable menu.
The following window appears:
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& Purchase Invoice - oIEd
File Edit View Navigate Purchases Report

2 New 3 Open | €€ ) | % Adjust [[]Retum ] Convert ¢5 = Centers . Project [J Attach Files |3=Lines @ Process | () Labels giPrint ~ 1 [l 38 | £
Payment: OnAccount + |( Document nfo | i Additional Costs i Price & Stock Check
Vendor: Ship To: PURCHASE INVOICE DocNumber: |PI-000000011
CDE001 &% << Default >> v Outstanding Invoices: R 112,500.00 . Date: Saturday , March v
CD Displays £ [VidTesting Open Orders: R10830.00 | | ., Required: Saturday , March v
R Open Requisitions: R10500| [, | Reference#:
Soutialilcs Credit Used: R123,330.00 | | .. Additional Info:

[ ¢**Bookmark Vend Inv #:

Document ftems Document Options Document Notes Copied Document Reference [=] Purchase History | @@ Item Enquiries |[i@ View Images

Number Loaation | Description Price| Discount % Tax Code Tax|  Amount|Serial /Lot
ITEM DEFAULT  ITEMOO1 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 Variancein% | Subtotal: = 219.30)
Status: v = = = = =
Volumetric: = 0.000 | Last Purchase Unit Cost: | |3 219.30 |2 0.00 | Discount%: | 5 0.0 3 0.00
Department: - None - v
Moving Average Cost: | [3] 22214 |2 -1.28)| Tax: o 3070
Terms: 30 Days From Invoice v
Standard Cost: 5 0.00]| = 000 Total: G 250.00)
& Copy Purchase Documents ~ R 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 a 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.

Entering Transactions

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.
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=
File Edit View Navigate Purchases Report
2 New 5 Open | € ) Return ] Convert 3 =

Payment: On Account ~

Adjust

Document Info

Vendor: Ship To:
CDECO1 << Default >> v
CD Displays 2| | Vi0Testing

144 Rieter Street
Pretoria_Gauteng 1985
South Africa

4l Centers

Purchase Invoice

Additional Costs 3 Price & Stock Check

Project [ Attach Files | 3= Lines

PURCHASE INVOICE

Outstanding Invoices:

Open Orders:

Open Requisitions:

Credit Used:

@ Process

R112,500.00 | [,
R10,830.00 | | ..
R105.00 | [,
R123330.00 | [,

[ &**Bookmark

- oEEm

& Labels EPint ~ 1 | [l 38 |55
Doc Number: PI-000000011

Date: Saturday , March v
Required: Saturday , March v

Reference #:
Additional Info:

Vend Inv #:

Document Items Document Options Document Notes

Copied Document Reference

[=] Purchase History | @@ item Enquiries |[i@ View Images

Number Location Description | Q[ unit Price | Discount % Tax Code | Tax Amount | Serial / Lot
ITEM DEFAULT  ITEMOO1 i 1iEA 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: ||3]  219.30 % 0.00|| piscount %: | 5| 0.0 = 0.00
Department: -None - v
Moving Average Cost: | 5]  222.14/|[= 1.28)| Tax: = 30.70)
Terms: 30 Days From Invoice v
Standard Cost: S 0.00)| [ 0.00 | Total: z 250.00

& Copy Purchase Documents ~

R V10 Testing

By default your focus returns here automatically, 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.

=
File Edit View Novigate Purchases Report

G New % Open | € Retum ] Covert €3 | B @
Payment: On Account ~ Additional Costs 3 Price & Stock Check

% Adjust

Document Info

i Centers

PURCHASE INVOICE

- omEm

Purchase Invoice

Project [J Attach Files |3=Lines @ Process | (& Labels gIPrint - 1 | [l 38 | 5%

Vendor: Ship To: Doc Number: PI1-000000011
CDEOO1 &% << Default >> v Outstanding Invoices: R 112,500.00 Date: Saturday , March v
CD Displays ? V10 Testing Open Orders: R 10,830.00 Required: Saturday , March v
e Open Requisitions: R105.00 Reference #:
southAfrica Credit Used: R12333000| .| Additional Info:
[ ¢#°Bookmark. Vend Inv #:

Document Items Document Options Document Notes

Copied Document Reference

[=| Purchase History | @@ Item Enquiries | [i@ View Images

Number ruraucn Description I ayfunit | Price | Discount 5 Tax Code Tax Amount| Serial / Lot
Warehouse: DEFAULT - Available: 54,00 Sales Order: 1.00 On Hand: 55.00 Purchase Order: 0.00
Weight: | ... 0,000 Variancein% | Subtotal: = 0.00}
Status: v
Volumetric: 0.000 | Last Purchase Unit Cost: | 5~ 219.30 0.00 | Discount %: | - 00| | - 0.00
Department: ~None - v
. Moving Average Cost: T 22234 128 | Tax s 0.00
Terms: 30 Days From Invoice 2
Standard Cost: = 0.0 0.00| Total: - 000
& Copy Purchase Documents ~ G V10 Testing

Opening an Existing Document
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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.

& Purchase Invoice - oiEd
File Edit View Navigate Purchases Report
~ New(g » | & Adjust [Retun T Convert 5 = /i Centers . Project [ Attach Files |3= Lines @ Process | (& Labels E1Print - 1 | [l 38 &2
Payment: On Account + | [ Document Info | jgy Additional Costs 3 Price & Stock Check
Vendor: Ship To: PURCHASE INVOICE DocNumber:  |PI-000000011
CDE0O1 & << Default >> v Outstanding Invoices: R11250000 | [, | Date: Saturday , March v
CD Displays P | Vi0Testing Open Orders: R10,830.00 | .. Required: Saturday , March v
144 Rieter Street
Pretoria Gauteng 1985 Open Requisitions: R10500] [, Reference #:
SoutbAS Credit Used: R123,33000 | .. |  Additional Info:
[ ¢#"Bookmark Vend Inv #:
Document items Document Options Document Notes Copied Document Reference | Purchase History | @ ttem Enquiries |[i@] View Images
Number [Location [Description aty[unit Price| Discount % Tax Code Tax|  Amountserial /Lot
Warehouse: DEFAULT - Available: 54.00 Sales Order: 1.00 On Hand: 55.00 Purchase Order: 0.00
Weight: | . |3 0.000| Variance in % Subtotal: - 0.00
Status: v — =
Volumetric: 5 0.000 | Last Purchase Unit Cost: |5 21930 |+ 000 | piscount%: ||+ 0.00|| /% 0.00
Department: -None - v
Moving Average Cost: | [2] 22214 [ .28 | Tax z 0.00
Terms: 30 Days From Invoice v
Standard Cost: 5 0.00/| = 0.00 | Totak: < 0.00
& Copy Purchase Documents ~ R 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.

= Purchase Requisition = = n
File Edit View Navigate Purchases Report
@ New ¥ 0pen & D Adjust ("] Copy SO B o Project [J AttachFiles |3=Lines £ Change Vendor @ Process gPrint ~ 1 |38 55
Vendor: Ship To: PURCHASE REQUISITION DocNumber:  |RQ-000000005
[63] << Default >> v Outstanding Invoices: Date: Saturday , March v
® [VioTesting Open Orders: Required: Saturday , March v
Open Requisitions: Reference #:
Credit Used: Additional Info:
" Bookmark
Document items Document Options Document Notes Copied Document Reference =| Purchase History @@ Item Enquiries [i@] View Images
Number Location Description Qty|unit Price| Discount % Tax Code Tax Amount

weight: [ .. | |[2 0000 Variancein% | Subtotal: : 0.0
Status: = - = = 000|[=

Volumetric. 0 0.000 | Last Purchase Unit Cost: | & 0.00 | < 0.00 | Discount %: ||+ = 0.00
Department:

Moving Average Cost: : 0.00| [ 0.00]| Tax: = 0.00)
Terms:

Standard Cost: = 000 S 0.00 | Total: s 0.00

R V10 Testing

Step 2:

Press the convert button. The following window will appear:

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:
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Select Document to Open... u
Search: [80) g9 Vendor: £ ." Bookmarks Only | Sort: Document ~  Selection: Open Requisition Only  ~

Start: 01 April 2015 [Jv End: 29 February 2016 [Jv |[L5y Refresh

Number Vendor Date Document Number Reference Amount
ACT002 ACME Novelty 01/05/2015 RQ-000000002 £760.00

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.

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.

& Purchase Invoice - oEEE
Gt View Noviate Purchases Report
@ New 3 Open | & 3 | FhAdjust PJRetum 7 Convert ¢35 | B [ | 2 wi Centers (s Project [} Attach Files | 3= Lines 4 Process | & Labels g Print - 1 | ([ &g |55
Payment: [0n Accoun e |2 oss 3 heck
Vendor: ShipTo: PURCHASE INVOICE P1.000000005.
00 ) Qutstanding Invoices: R 11250000 Date: Saturasy | Marcn
D Displays B [WioTesting R1083000 Required: Saturday ,March
e R10500 Reterence
South Africa R 123,330.00 Additional Info:
& Bookmark Vend Inv #: 7894
=] Purchase History | @ tem Enquiries @ View Images
[ ) ofunt | poce] scounta[Toxcose] o] Amoun]seral/tot
G[MEMOO!  DEFAULT  Memory Card -HP Computer 12 e & o sea2i 720000
weignt: .. | 2] 0000 Variancein% | Subtotal: Bl 631579
Status:
s Volumetric. | [2] cost |[5] 52632 1400 Discount s || 2 009 009
Department: None
. ot |E]_08|E 2699 Tax 5] ssa21
5 wH 000 Totat: gl 720000
& Copy Purchase D V10 Testing ;.

In addition you can drill down and view previous purchase history:
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& Purchase Invoice - oiEm
[[File ] Edit View Navigate Purchases Report
JNew 3 Open | €€ ) | @ Adjust PRetum JConvert ¢35 [ @ i Centers . Project | Attach Files 3= Lines Process | & Labels @IPrint ~ 1 | [l 88 £
Payment: | On Account ~|| (2 Document Info | jg Additional Costs 3 Price & Stock Check.
Vendor Ship To: PURCHASE INVOICE DocNumber:  [PL.00000000S
coeoot o Outstanding Invoices: R11250000 Date: Saturday | March
$| [WioTesting Open Orders: R10830.00 Required: Saturday , March

DR
e T el
T

— o
" Bookmark Vend inv #: 7894
Document Items Document Options. Document Notes Copied Document Reference | Purchase History | @ item Enquiries | @ View Images
T b sl
I e e e T T o o
L R o e S i 0D G D L
0.000| Variance in % Subtotal: = 6,315.79)
Status: 2 526322 14.00|| Discounto%: |[= 0.00][= 000
R
T il = = o
Terms: 30 Days From Invoice = M =
e e = o
Con £ VI0Tesing
g MEMO01 - Purchase History - o iEl
Drag column headers here to create groups
Document Date Vendor Number Vendor Name Vend Inv # Qty Unit Price| Line Discount Amt Unit Price (Discount)
» {PI-000000005 3/1/2025 CDE0O1 CD Displays 7894 1200 600.00 000 0.00
PI-000000002 3/1/2025 CDEO0O1 CD Displays 11565 1.00 600.00 0.00 0.00

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.
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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).

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:

5] Purchase Invoice - oEE
BN Gt Viw Nevigate Puchases Repor

o New 5 Open | €€ 2 | #jAdjust [JReturn T Convert o5 I & i Centers ) Project ) Attach Files | 3= Lines Process | {4 Labels @iPrint ~ 1 | [l 38 5
Payment: [On Account ~|| (2} Document Info ﬁPn:g&Stu(k(h«k

Vendor: Ship To PURCHASE INVOICE DocNumber:  |P-000000005

coeoot o Outstanding Invoices: R11250000 Date: Saturday , March

0 Displays | [Wotesting Open Orders R1083000| [, |  Required: March
e o Open Requisitions: R105.00 Reference #:

SoutEn Credt Used: R12333000

Bookmark 7894
Document titems Documen t Options = S— == o o > gitory [@ remnquies @l view mages

— -
Number Location | Description Serial/ Lot

00000005 Oate | Saturasy . maren ! Auto Adjstment
i Total Amourt: 0] ()

1| Memoot DEFAULT  Memory

unt: (51400000 | Tanster Costs 60 | Baance: ROO WIS @Iy

T T o] A e Ao Ao o] e U] e At
wewoor oaur 12 ey Caro- e Computer 5283231379 o0 am me  esun|)

Warehouse: DEFAULT - Available: 80.00 Sales Ot

Subtotal = 6315.79)

Status 7
Discounté: || > = 000

Department None

Tax z 88421

Terms: °

Total: = 20000}

R Vi0Testing

Total Additions Costs: 000 Total Unallocated Costs: 000 Home Currency Values Gancal

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 you 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
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should have a zero balance in the landed cost control account when finished with the landed
cost adjustments.

Payments

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
) New £ Open Adjust ) Reverse | ] Convert @ Record | |Print ~ [l 38 £
Vendor Detail Bank Detail
Vendor: From: 1060-0000 Current/Cheque Account (er])
By Document: Cash
Payment Amount: 2 0.00 Bank Amount: 0.00
Payment Unmatched: | = 0.00

Date: o May 2015 @ Comment:

Double Click Document Number to Open

Invoice / Ref Document Number| Date | PO Number Original Amount|  Amount Owing Disc Available DiscTaken|  Payment Amount

Payment: z 000
Discount: 2 0.00]
Prepayment: = 0.00
Withhold Tax %: = 0.00

Total: = 0.0}

I 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
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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 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.

Purchase Order Approvals

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:
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Company Options

Profit Centers | Projects | Auto Notes | Optional | Optional (AP / AR) | Optional (Docs) | Optional (Doc Lines) | Optional (Delivery) | Voucher | Naming Conventions

Company | General | Payables | Receivables | Inventory & Sevices | Warehouse | Manufacturing | Deposit siips | sms | pos

Settings GRV.

Aging Periods

Reference Number Checking

POS - Barcode | Form Numbers

Create a Return

30 |2] Days Overdue Disabled (© From Invoice Document
60 [2] Days Overdue Warning on Duplicate (PO / INV) ) Returns Icon
20 2 Days Overdue Error on Duplicate (PO / INV)

Blank Reference Number

@ Alow O Waming O Block

Default Department

Vendor () User

) Both

Blank Department

@® Allow © Warning O Block
Document Processing Mode Force Payment Approvals
Standard Quick (Invoke Item Search) O yes Payments can oniy be Created
Yes (Park on Qty) Yes (Park on Qty) "/ Y& from Approvals)
No (Wrap to the Next Line) No (Wrap to the Next Line) @ No  (Payments can be made directly)

Vendor Account Number Coding Convention

@® FreeFormat (O Manual O System Generated

Segment1  Format: Alpha

Segment2  Format: Alpha

General
[[] Auto Print Invoices on Process
[J Clear Document on Process

[ pisplay Vendor Item Code and
Description on Purchase Documents

Default Number of Days for Required: | 7

Character Places: 0

Character Places: |0

Allow Payments on Invoice Entry
[T Allow Processing on Document Line Total

Prompt Open GRV's on Purchase Invoice
Processing

Urchase Order Approvals

Enable Purchase Order Approvals

Default User Document Limits: 0.00%]

Default Monthly Vendor Limits: 0.00%]

Email

Approver Setup

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

2 Purchase Order Approver Setup

Approver Limits
@ New /' Edit | X Delete |

Approver Notification

Vendor Limits

Blank Authorization Reason Codes
® Allow © warning O Block
Cost Variance on Purchase Documents
Activate Purchase Cost Variance
[] warn on Purchases over
Last Purchase Invoice Cost

- o

Notification Method

Document Limit

Cancel

+ I S 2530000

New Purchase Order Approver

Avaiabie Approvers: [ Admin 5

Document iR 50000012]

Notification Method: ~ [ERAIL & SHIS v
Cox ][ cnen

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

Tax Payments
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Tax Payments

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:

g S
B Tax Payments ‘ = dhj
< New @ Record h ﬁ

Definition: VAT N

Payment Date: 01 May 2015 [G+

Comment:

Refundable Tax Worksheet

Sales Tax: 0.00 =
Purchases Tax: 0.00 =
Payment Amount: 0.00 =
L7 VAT Allocations
Bank Account
Department: |- None - v]

Control Account Balances:

Show Balances as at: 01 May 2015 [~

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

Total Due 9,209.50

bt 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 you 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

&

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:

N
& Print Document Batches l o | B S|
Document: Invoices ~ Jl3Select All & Print Selected | )X Remove Selected =
Document Date Required User Name Vendor Reference Total
[7]iP1-000000001 01/03/2015  08/03/2015  Administrator  TST002 12345 26,220.00
[7] P1-000000002 01/03/2015 08/03/2015 Administrator  TST001 ad 13.68
|| PI-000000003 01/03/2015 08/03/2015 Administrator ~ TST001 INv555000 406,926.00
I 1 pr.o00000004 01/03/2015  08/03/2015  Tshepo TST002 inv7977979 1,138.86
[7] P1-000000005 01/03/2015 08/03/2015 Administrator ~ TST002 inv090909 386.46

;/-T_ 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.

ACTIVITY
1. Create a customer called Supplier 1
Create a Purchase Order
Convert this into a GRV then a Sales Invoice

P wnN

Process a payment for this supplier

NOTES
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