palladiumr

ACCOUNTING

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”.

| = SalesInvoice

File Edit View MNavigate Sales Report

f:} New é‘% Open @: » | Adjust Credit Il:jCom.rer‘I: @ Q’_f- L1 Centers Project |3= Lines Upsell Item @ Record E|Print -~ 1 h .!4 ﬁ
Payment: On Account - |[ 7 Document Info
. Doc Number: IN-000000022
Customer: Ship To: Sales Invoice
Date: Sunday , March -
TSTOO0L ) v]
Required: Sunday , March -
Ashburton Reinforcing Ashburton Reinforcing
Level 2, 24 Richardson St Level 2, 24 Richardson St Reference #: PET3364
Perth Western Australia WABET2 Perth Western Australia WABET2 |

UK UK Document Form: M 1 An
[7] g¥ Bookmark

Document Items | Document Options I Document MNotes

Mumber |Location |Description | Qty|Unit | Price D\scount%|TaxCode | Taxl Amount
Imdtem DEFAULT Machinery 1 EA 1,200.00 5.00 01 159.60 114000 | |(
51020 DEFAULT Drafting 12 Hour 1,500.00 0.00 01 2,520.00 18,000.00
52015 DEFAULT Service Call 1 Hour 500.00 250 01 68.25 487.50
52016 DEFAULT Service Call - Overtime Charge 5 Charg 200.00 0.00 01 140,00 ¢ 1,000.00¢

Account Balance: R 5 473,27 Open Orders: R 0,00

Subtotal: = 20,627.50
Discount: = 200| = (412.55)
Department: 3000 CONSULTING - Status: [autHORISED -
+ 2 2,830.09
Terms: [30 Days From Invaice '] Sales Person: [MARK MEL '] i =
Additional Info: Total: = 23,045.04

@E Combined Transaction = & View Sales History -

ﬁSampIe Company
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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.

e - ==

File Edit View Navigate 5ales Report
(;} Mew E Open & » % Adjust 1 Credit uﬂConvert ]| @ {Jlg /i Centers Project | 8= Lines ¥ Upsell ltem @ Record E|Print ~ 1 m .% ﬁ
Payment: On Account - il Dacument Info
Customer: Ship To: Sales Invoice DocNumber: i Gnoatnezs
= [<< S ——— v] Date:. Sunday , March «
Ashburton Reinforcing Ashburton Reinforcing Reauired: sunday , Mareh ¥
Level 2, 24 Richardson St. Level 2, 24 Richardson 5t. Reference #:
E:krth Western Australia WAGET2 Et'r(rth Western Australia WAGET2 D — D o
[7] g¥ Bookmark
Document ltems | Document Options | Document Notes
Mumber |Location |Description | Q‘ty| Unit | Price Discount%|Tax Code | Tax| Amount
Account Balance: R 24 729,96 Open Orders: R0.00 Subtotal: £ 0.00
; Discount: = 0.00]|f= 0.00
Department: |- Mone - F@  Sales History atus: [ v]
Terms: 30 Days Fron ﬁ_gl Sales Order History ales Person: [ v] 157 < CaT
Hditional Info: Total: = 0.00
JL: Combined Transaction - ﬁSampIe Company .

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.

EEEEe—mms . e S
(|- Search: I:I Cj Customen TSTO01 & EE,Cc»llap-seﬁ\ll .9 Bookmarks Sales (Both) |
1 Start:  sunday ,IETNEGD ~ End:  Monday , Februanm ~ Double Click Item To View Document
1 * Document Number Doc Date Customer Mame Select | Part Mumber | Avail Qty| Qty| Price | Tax Code Tax Amount
=] Total IN-00D000024 1.00 6,757.00 945.98 &, 757.00
IM-000000024 01-Mar-15 Ashburton Reinforcing D 52015 0.00 1.00 8,757.00 01 94598 6,757.00
=] Total IN-GO0000023 100 1,241.00 173.74 1,241.00
IM-000000023 01-Mar-15 Ashburton Reinforcing |:| 51060 0.00 1.00 124100 01 17374 1,241.00
=] Total IN-GOD000022 19.00 20,627.50 2,B887.85 20,627.50
IM-000000022 01-Mar-15 Ashburton Reinforcing |:| ImItem 887.00 1.00 114000 01 15960 1,140.00
IM-000000022 01-Mar-15 Ashburton Reinforcing D 51020 0.00 12.00 18,000.00 01 2,520.00 18,000.00
IMN-000000022 01-Mar-15 Ashburton Reinforcing D 52015 0.00 1.00 48750 01 68.25 48750
IN-000000022 01-Mar-15 | Ashburton Reinfarcing D 52016 0.00 5.00 100000 01 140,00 1,000,001
(=] Total IN-000000002 2,00 1,234.00 172,76 1,234.00
IN-000000002 01-Mar-15 | Ashburton Reinfarcing D ImItem 337.00 100 12,00 01 168 12,00
IN-000000002 01-Mar-15 | Ashburton Reinfarcing E1 s3020 0.00 100 122200 01 17108 1,222.00
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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.

Search: |[I3__Elj Custormer: TSTUUl

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

5 Expand All

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

5 Collapse Al

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

d" Bookmarks m -

Purchase (Both)
Purchase Invoices
Purchase Orders
Sales (Both)

Sales Invoices
Sales Orders

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.

e« ssnesee oo e I =
Search: \——| u ﬂn Collapse All .0 Bookmarks All
Start:  Sunday , February + End: Monday , February = Double Click Item To View Document

1+ Document Number _ DocDate | Name Select | Part Number | avail gty o] Price| Tax Code | Tax Amount | »

= Total SO-000000001 100 1,222.00 171.08 1,222.00
S0-000000001 01-Mar-15 | Askew Shopping Center . InvItem 8357.00 1.00 122200 01 171.08 122200

= Total PO-D00000002 12.00 276,00 38.64 276,00
PO-000000002 01-Mar-15 | ACME Movelty . InvItem 857.00 12.00 27600 02 38.64 276,00

= Total PO-000000001 1.222.00 406,926.00 56,969.64 406,926.00 =
PO-000000001 01-Mar-15 | Abercrombie Hardware D InvItem 887.00 122200 40692600 02 56,969.64 406,926.00

= Total PI-O00000005 2.00 1.0:00.00 140.00 1.0:00.00
PI-000000005 01-Mar-15 | Abercrombie Hardware . 2000 200 200 1,000.00 02 140.00 1,000.00

= Total PI-000000004 100 10,000.00 1,400.00 10.000.00 §
PI-000000004 01-Mar-15 | Abercrombie Hardware I:‘ 0001 1.00 1.00 10,000.00 02 1400.00 10,000.00

= Total IN-000000024 1.00 6,757.00 945.98 6,757.00
IN-000000024 01-Mar-15 | Ashburton Reinforcing . 52015 0.00 1.00 6,757.00 01 945.98 6,757.00

= Total IN-000000023 1.00 1,241.00 173.74 1,241.00
IN-000000023 01-Mar-15 | Ashburton Reinforcing I:‘ S1060 0.00 1.00 1,241.00 01 173.74 1,241.00

=] Total IN-000000022 19.00 20,627.50 2,887.85 20,627.50
IN-000000022 01-Mar-15 | Ashburton Reinfarcing . ImvItem 357.00 1.00 1,140.00 01 159.60 1,140.00
IN-000000022 01-Mar-15 | Ashburton Reinfarcing I:‘ 51020 0.00 12.00 13,000.00 01 2,520.00 18,000.00 §+~

(ot ] [con
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