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Bookmarking Documents on Palladium Enterprise 
 

This feature is currently available on the Palladium Enterprise 2012 Version only.  

Feature Overview 

This feature allows you to create documents and bookmark them for later recall or reference.  

How does this feature help your business?   

 Copy information from one or more documents to the current document 
 Search for bookmarked documents, across all documents whether from Accounts Receivable or Payable 
 Offers salespersons a quick reference lookup function 

The Following Documents offer the ability to bookmark as well as refer to bookmarked documents: 

Accounts Payable: 
 Purchase Orders 
 Purchase Invoices   

Accounts Receivable: 
 Sales Orders 
 Sales Invoices 
 Freehand Quotes 

FEATURE OPTIONS 

Process a Document and Bookmark It! 

While processing a document, select the Bookmark option as shown below then Record (update) the document 
accordingly. This document is now Bookmarked, for later recall. In addition you can change the Bookmark status of a 
document by simply amending the “Document Info”. 

 
 

  



 
Page 2 of 3 

www.palladium.co.za 
SUP-048 Support Article – Bookmarking Documents on Palladium Enterprise 

 

Accessing Of Bookmarked Documents 

The option to view Bookmarked documents will be enabled when you process a new document.  You simply click on 
“View Sales History” and the Bookmarks option appears as shown below.  
 

 
 
The following screen will appear displaying documents that have been Bookmarked, at this point only documents that 
belong to this customer will be shown. Document lines are shown individually, so you may select a combination of items 
from different documents. 
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Navigating Through the Bookmarked Documents 
 
You may search for bookmarked documents for a different customer by entering text within a customer code, or when 
you click on the customer filter option indicated below, a list of all customers appears then simply select the required 
customer.  

 
 
When there are multiple bookmarked documents you may choose the Expand All option which will show all the lines 
within a document. 

 
 
The Collapse All option will show you the document headers only.  

 
 
The Bookmarks option below also allows you to choose different types of documents to view or you can simply select to 
view “All Documents”. 

 
 

Copying the Bookmarked Documents 
When you are satisfied with the documents you have selected to copy or use as a reference, click on Ok and your 
selection is copied to the document you are processing from. If you want to view the document you are copying before 
making a selection, double click on it as a drill-down, and it will be displayed on the screen. This could be used to view a 
deliver address, document status, or even a document discount for example. 

 


