palladium

ACCOUNTING accounting simplified

Bookmarking Docments

Feature Overview

This featue allowsyou to create documents and bookmark them for later recallor reference.
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1. How does this feature help your business?

U Copy information from one or more documentsto the current document
U Searchor bookmarked documents, agossall documentswhether from Accounts Receivable or Payalle

U Offerssdespesons aquickreferencelookup function

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

Acounts Payable:
U PurchaseOrders

U Purchaselnvoices

Acounts Receivable:
U SalesOrders
U Sales Invoices

U Feehand Quotes

3. FEATURE OPTIONS

Processa Document and Bookmark It!

While processing adocumert, sekect the Bookmark option asshown below then Record (update) the document acrdingly.
Thisdocument isnow Bookmarked, for laterrecal. In addition you canchange the Bookmark statusof adocument by smply
amending the édDocument Infoe.
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| File Edit View Novigate Soles Report

(:,}New ﬁOpen « » #% Adjust [] Credit ﬂConvert (=] @ {"é i\ Centers Project | 3=Lines =% Upsell ltem @Record & Print ~ 1 W .% mf
Payment: OnAccount ~ | DocumentInfo

. Doc Number: IN-000000022
Customer: Ship To: Sales Invoice oc Number:

T Date: Sunday , March v
TST001 | -

—— — - — Required: Sunday , March
Ashburton Reinforcing Ashburton Reinforcing - -
Level 2, 24 Richardson St. Level 2, 24 Richardson St. Reference #: PET3364

Perth Western Australia WA6872 Perth Western Australia WAB872

UK UK Document Form:

Document Items I Document Options I Document Notes

Number {Location IDescription Qtylunit Price| Discount %ITaxCode I Taxl
Invitem DEFAULT Machinery 1EA 1,200.00 5.00 01 159.60
$1020 DEFAULT Drafting 12 Hour 1,500.00 0.00 01 2,520.00
§2015 DEFAULT Service Call 1 Hour 500.00 250 01 68.25

T
52016 DEFAULT Service Call - Overtime Charge 5 Sharg 200.00 0.00 01 14000 ;

Account Balance: R 5478.27 Open Orders: R 0.00 Subtotal: = 20,627.50

Discount: || % = (412.55)
Department: 3000 CONSULTING - Status: [AuTHORISED

= 2,830.09
Terms: [30 Days From Invoice - Sales Person: [ MARK NEL Tox e

Additional Info: 23,045.047;

113 Combined Transaction ~ & View Sales History ~

ﬁ ;;rwla Company ,;;
4.  Accessing Of Bookmarked Documents

Theoption to view Bookmarked cdbcumentswill be enabled when you process anew document. You simply click on

aview Sales torye andthe Bookmarksoption appears asshown bdow.

Edit View Navigate Sales Report

{;}New 562 Open | € ) | %% Adjust [[] Credit 7 Convert | [ [&) &9 | .l Centers Project |$=Lines | =¥ Upsellitem (@ Record giPrint ~ 1 | [l 3& e

Payment: On Account ~ | DocumentInfo

: Doc Number: IN-000000023
Customer: Ship To: Sales Invoice — -
e Date: Sunday , March
TST001 [<< Defautt >> - ! -
= = Required: Sunday , March v
Ashburton Reinforcing Ashburton Reinforcing
Level 2, 24 Richardson St. Level 2, 24 Richardson St. Reference #:
Perth Western Australia WAG872 Perth Western Australia WAG872
UK UK Document Form: ] an
[7] ¢#" Bookmark

Document Items IDocument Options I Document Notes

Number _ [Location  [Description | Qyfunit | Price| Discount % Tax Code | Tax | Amount

Account Balance: R 24 729.96 Open Orders: R 0.00 Subtotal: 0.00
Discount: 0.00
Department: |- None - & Sales History atus: [ v]
Terms: 30 Days Fron les Person: [ v] Jax: 9.09)
iditional Info: Total: : 0.00
L3 Combined Transaction ~ ] Sample Company _.:
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Thefollowingsaeen will gppear displaying documents that have been Bookmarked,at this point only documents that belong
to this cugomer will be shown. Document lines are shown individually, soyou may sdect a combination of items from
different documents.

5. Navigating Through the Bookmarked Documents

You may searchfor bookmarked documents for a different customer by entering text within a cusomer code, or when
you clickon the customer filter option indicated below, a list of all cusbmers appears then simply sdect the required
cusbmer.

Whenthere are multiple bookmarked documentsyou may choosethe Expand All option whichwill show all thelines within
adocument.

TheQollapse All option will showyou the document headersonly.
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