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Viewing/Copying Historical Documents on Palladium Enterprise 

 
 

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. 
 

 

1. (Ï× ÄÏÅÓ ÔÈÉÓ ÆÅÁÔÕÒÅ ÁÓÓÉÓÔ ÙÏÕÒ ÂÕÓÉÎÅÓÓȩ 
 

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

 

 

2. 4ÈÅ ÆÏÌÌÏ×ÉÎÇ ÄÏÃÕÍÅÎÔÓ ÏÆÆÅÒ ÔÈÅ ÁÂÉÌÉÔÙ ÔÏ 6ÉÅ×Ⱦ#ÏÐÙ (ÉÓÔÏÒÙ 
 

 
Accounts Payable 

 
 

ü Purchase Requisitions 
ü Purchase Orders 
ü Purchase Invoices 

 
Accounts Receivable 

 
ü Freehand Quotes 
ü Quotes 
ü Sales Orders 
ü Sales Invoices
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3. 0ÒÏÃÅÓÓ Á $ÏÃÕÍÅÎÔ ÁÎÄ 6ÉÅ× (ÉÓÔÏÒÙ 
 

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. 

 

 
 

 

4. !ÃÃÅÓÓÉÎÇ (ÉÓÔÏÒÉÃÁÌ $ÏÃÕÍÅÎÔÓ 
 

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. 
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5. .ÁÖÉÇÁÔÉÎÇ ÔÈÒÏÕÇÈ (ÉÓÔÏÒÉÃÁÌ $ÏÃÕÍÅÎÔÓ 
 

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). 

 

 
 

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

 

 
 

The Collapse All option will display the document headers only. 
 

 
 

6. #ÏÐÙÉÎÇ ÔÈÅ 2ÅÑÕÉÒÅÄ )ÎÆÏÒÍÁÔÉÏÎ !ÃÒÏÓÓ 
 

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”. 

 
 
 
 

Additional Support  
Should you have any further queries or if you require any document adaptations or customizations, you may reach us on 
the details below.  
  
Support Hours  
Monday ð Thursday 08:00 -17:00 
Friday  08:00 ð 16:30 
 
Consultation  
-Remote Login           [billable]  
-Onsite Consultation           [billable]  
-Form Design/Customization          [billable]  
-Report Design           [billable]  
 
Palladium Support Contact Details  
Email: support@palladium.co.za 
Tel: +27 11 367 0656  
 
Palladium Upgrade and Support Contract Queries:  
Email: sales@palladium.co.za  
Tel: +27 (0)86 172 5523 
 
CLICK HERE to see a product comparative feature table across our entire product range.  
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