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What is EDI ?
• Wikipedia: 

“Electronically communicating 

information between businesses that 

was traditionally communicated on 

paper, such as purchase orders and 

invoices.”



The purpose of EDI
Paladin uses EDI for multiple purposes:

1. Pass purchase order information to suppliers for 

ordering convenience and accuracy.

2. Receive invoices from suppliers, thereby 

updating stock-on-hand, cost, price, etc.

3. Process maintenance files containing cost and 

retail price updates, as well as new/disc’d items.

4. Automate supplier brand sales and promotions.

5. Transfer customer rewards information and 

historical sales to supplier per supplier brand.



Benefits of EDI
• Superior inventory control and tracking of 

stock on hand.

• Improved margins with more accurate cost 

and retail prices.

• Reduction of time to order, receive and 

update inventory.

• Enhanced communication with suppliers.

• Better tracking of customer purchases.

• More accurate demand forecasting.



Tips for Creating and Sending 

Purchase Orders



Tips for creating an order • Select a supplier range.

• Optionally, you may wish to select a 

department or location range.

• Set your number of stocking days –

how long you want the product to last on 

the shelf before running out.

• Determine the sort order.

• Run Suggested Order report first, spot 

check the list and total amount of order, 

then re-run and choose “Create a P.O.” 

• Modify Stock Days (+/-) if you desire to 

increase or decrease the order amount.



Purchase order tips

• Fine-tune the Purchase Order 

before sending it to the supplier.

• The binoculars icon allows you to 

search by product name/number.

• Use the (F5) Recall button to jump 

directly to any inventory item 

highlighted.

• Make permanent changes to the 

inventory module versus just 

updating the purchase order.



Purchase order fine-tuning tips

• If you wish to permanently remove an item from showing up on the Suggested Order

report, place a zero in the Max Qty field, hit Enter, lock it in and press Save.

• To adjust to the Stock-on-Hand field, use the (F4) Count button.

• To permanently raise the order amount, increase the Order Qty field, lock it and Save.

• Correct special-order anomalies. See next slide.



Purchase order fine-tuning tips

• Go to: Inventory->Sales Figures.

• Correct special-order quantity anomalies by reducing the “Adj Qty” field.

• This does not affect sales history it merely changes the order forecasting.



Sending purchase order via EDI

• On the Purchase Order 

tab, press the (F8) 

Confirm PO button.

• Then on the Confirm PO 

tab, press the (F1) Buy

button.

• An acknowledge received  

message box should 

appear indicating the PO 

was properly received.



Receiving EDI Best Practices



EDI best practices
• When you're ready to receive your delivery, 

process the EDI file from your EDI 

supplier.

• For consistency, you’ll want to run the EDI 

process from the same terminal at 

approximately the same time on order day.

• Inspect the progress of the transmission, 

record any errors, and print the log if 

necessary.

• Next and most importantly, click on the 

Reporting button and review the changes 

made to your inventory by the EDI process.
Reporting



EDI reporting • In the EDI Reporting window, 

search for the EDI process report 

that you want to view using the date 

range and EDI type drop downs.

• The EDI invoices will be displayed by 

order of process date. Optionally, 

you may click on any header to re-

sort the list.

• Double click on any report to see the 

details or click on the Generate 

Report button.



Setup EDI report type • Go to File->Setup->Company->EDI 

section and find Revert to PDF 

Reporting.

• The default should be set as 

unchecked. When unchecked the 

report uses Excel.

• If the setting is checked, a PDF

document will be used instead.

• We recommend Excel if the Excel 

application is available on your 

computer.



Sample PDF style EDI report



Sample Excel style EDI report

• The EDI reporting analysis can be 

presented as an Excel workbook with 

individual Excel worksheets for each 

EDI report section.

• Clearly-labeled worksheet tabs and 

columns identify the data and match 

the labels from the original PDF 

versions of the report.

• Report details are found on the first 

worksheet tab.



Excel style EDI report
• The power of Excel makes it easy to 

organize, sort, and analyze the data 

on each spreadsheet. You can also 

print or share all or part of the report 

data with others.

• The following pictures show examples 

of Excel report organization for invoice 

and maintenance files. The worksheet 

column and tab names may be 

different for your EDI supplier.



EDI Downloading Setup Options



Supplier EDI receiving settings

• There are a myriad of options when 

downloading EDI files.

• Updating of supplier:

• Descriptions

• Departments

• Classes

• Update Retails:

• Yes

• No

• Only if higher



Inventory item level EDI  locks

• Inventory item level lockouts exist to 

block certain fields from updating 

during the EDI download process.

• A list is available by selecting the 

black/yellow striped padlock next to 

Part #.

• The padlocks also show up next to the 

lockable fields on the various Inventory 

tabs. See examples to left.

Examples



Managing changes post EDI processing

• Use the EDI report to take action on 

items requiring attention following 

the receiving of the EDI file(s).

• In particular, look for items being 

Discontinued and Replaced

with new items. These items will 

require a Merge <ctrl M>.

• Review all changes and make any 

necessary adjustments to your 

inventory.



Lastly - Produce your bin tags

• When the order is received you can 

produce your new item tags, bin 

tags, or shelf tags.

• This includes all EDI items that had 

retail price changes and in other 

cases by choice, i.e. Descriptions, 

Location, etc.

• See knowledgebase article on 

printing bin tags.



Where to find more information

• Detailed written instructions are available 

on the Paladin knowledgebase.

• Knowledgebase article (KBA) instructions 

• Webinar presentationshttp://portal.paladinpos.com
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