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Viewing/Copying Historical Documents on Palladium Enterprise

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

FEATURE OVERVIEW

This feature allows you to view history for customers as well as suppliers as a reference or alternatively to copy the
data to the current processing document.

How does this feature assist your business?

v" It provides a quick view into Customer and Supplier Sales and Purchases history and trends.
v Saves time when processing new orders or invoices by copying from previously processed invoices.

The following documents offer the ability to View/Copy History

Accounts Payable

v" Purchase Requisitions
v" Purchase Orders
v" Purchase Invoices

Accounts Receivable

v" Freehand Quotes
v" Quotes

v" Sales Orders

v"  Sales Invoices
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FEATURE OPTIONS
Process a Document and View History

When you process a new document, you have the option to view history as displayed below with the option to select
either the Order or Invoice history.

File Edit View MNavigate Sales Report
| @New ﬁ Open & » = Adjust ] Corvert AP - © Transfer AR + | . Project |§=Lines | =% Upsell ltem @Record & |Print ~ 1 3& m
Customers: hip To: T
||| e Doc Number:  QS-000000001
ASHBUL [Fourwars ~| Quote
T ——— e —————————————————— Date: Sunday , March 01,.
Ashburton Reinforcing FOURWAYS R
Level 2, 24 Richardson 5t 2059 Hornbill Str Required: Sunday , March 01,. =
Perth Western Australia WAGST2 Awiary Hill e —
Johannesburg Gauteng 4631 Reference #: ref25110
South Africa

Document Items | Document Options I Document Notesl

Number ‘Lomtum |Desr_ripﬁinn | Qty|Unit | C_ost| Markup %! Price Discglmt%|l’ax Code | Ta)(| Amounth@nqg{"{g'g'Wlag
10 DEFAULT  DESCRIPTION 1EAN 0.00 10000 100000 500 01 135,00 950,00 ABERCL
Invitem DEFAULT  Glass Vase 1EA 222200 {94.51} 122,00 0.00 01 17.08 122,00 ABERC1 Q
Status: | SalesPersom: | Joe Sales v | | Total Cost: || 222200 subtotal: 1,072.00,
Markup %: (51.76) | Discount: || 5 0.00] 0.00
Additional Info: Tax 150,08
Total: 1,222.08
ﬁ Sample Company .:

Accessing Historical Documents

On this screen you have the ability to view the Sales or Purchases history. In addition, this screen gives you the
ability to copy lines from one or more documents and to drill-down and view the full document if required.

g T =
View Sales History or Select 3 5§
Search: [B0] | Customers: ASHBUL £% 2 Collapse All |
| Start: Sunday , February = Endi Monday , February « E;I-; Refresh Doubfe Click ltem To View Document
i
1 * Document Mumber Doc Date Customers Mame Select | Part Mumber ‘ Avail Qty| Qty! Price | Tax Code | Tax Amount
B = o] e
IN-G00D00027 01-Mar-15 | Ashburton Reinforcing D Imdtem 1,983.00 200 24400 01 3416 24400
= Total IN-DOODO0002 1.00 122.00 17.08 - 122.00
IN-000000002 {#1-Mar-15 | Ashburton Reinforcing D Imitem 1,988.00 100 12200 01 17.08 12200
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Navigating through Historical Documents
You may search for documents for a different customer or supplier by entering text within a customer (supplier) code,

or when you click on the customer filter option as indicated below. A list of all customers (suppliers) is displayed
allowing you to simply select the required customer (supplier).

Search: I:I@_I Customer: TSTUUl

When there are multiple documents you have the option to Expand All which will display all the lines within the
various documents.

i Expand All

The Collapse All option will display the document headers only.

2 Collapse All

Copying the Required Information Across

When you are satisfied with the information you have selected to copy or use as a reference, click on OK, your
selection is copied to the document you are processing in. If you want to view the document you are copying before
making a selection, double-click on the document line and it will be displayed on the screen in the form of a drill-
down. This could be to simply view a customer’s previous transactions or to create that “personal touch”.
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