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Viewing/Copying Historical Documents on Palladium Enterprise

FEATURE OVERVIEW
This feature allows you to view history for customersaswell assuppliers asa reference or alternatively to copy
the datato the current processngdocument.

1. (U< ATAO 0EEO FAAOOOA AOOEOO UTOO AGCETAOOe
It providesa quick view into Customer and Qupplier Salesand Purchaseshistory and trends.
Savestime when processng new orders or invoicesby copyingfrom previously processedinvoices.

2. AEARTIIT=ETC ATAO TATO0 TEEAO OEA AAEIEOU 0T 6EAXT#TDU (E00TOU

Accounts Payable

U Purchase Requisitions
U Purchase Orders

U Purchase Invoices

Accounts Receivable

U Freehand Quotes
U Quotes
U SalesOrders

U Saleslnvoices
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3. 00TAAOO A $TAO TATOATA 6EAx (EOOTOU
When you process a new document, you have the option to view history asdisplayed below with the option to
select either the Order or Invoice history.

File Edit View Navigate Sales Report

‘{3 New 25 Open | & ¥ |5 Adjust "] Convert AP -~ = Transfer AR ~ | Project |3=Lines | =¥ Upsell ltem @ Record |g|Print ~ 1 34 £

|
Customers: Ship To: e ——

| e i Doc Number:  QS-000000001
ASHBUL (Fourwars - Quote Sl
—— — Date; Sunday , March 01,.+v
Ashburton Reinforcing FOURWAYS
Level 2, 24 Richardson St. 2059 Hornbill Str Required: Sunday , March 01,.+
Perth Western Australia WAG872 Aviary Hill S

Johannesburg Gauteng 4631 Reference #:  ref25110

South Africa

Document Items |Domment Options ] Document Notesl

Number —[Location lDescription i Qty] Unit. I Cost| Markup %! Price | Discount %} Tax Code [ Tax] Amount IVemor (qg',tipna[)
10 DEFAULT  DESCRIPTION 1EA 0.00 100,00 1,000,00 5.00 01 133.00 950.00 ABERC1
Invitem DEFAULT  Glass Vase 1EA 2,222.00 (94.51) 12200 0.00 01 17.08 122,00 ABERC1 @

Status: ~| salesPerson:  |Joe Sales +| | Total Cost: 2,222.00/| subtotal: ‘:g 1,07200
Markup%: | 2] (6176) | Discount:  |[3] 000 (%] 000

Additional Info: Tax: = 15008

Total: : 1,222.08

ﬁ Sample Company .:

4.  VAAAOOETC (EOOTORAAI STAO TAT00
On this screenyou have the ability to view the Salesor Purchaseshistory. In addition, thisscreengivesyou the
ahility to copy linesfrom oneor more documentsandto drill-down andview the full document if required.

View Sales History or Select Sa

:{‘ Start:  Sunday , February vr End: Monday , February : Doubfe Click Item To View Document
1 * Document Number Doc Date Customers Name Select ‘ Part Number I Avail Qtyl Qtyl PricelTax Code Tax} Amount
=) Total IN-000000027 2.00 244.00 34.16 244.00/
IN-000000027 01-Mar-15 | Ashburton Reinforcing ] 1wvitem 198800 2.00 24400 01 3416 24400
=) Total IN-000000002 1.00 122.00 17.08 122.00
IN-000000002 01-Mar-15 | Ashburton Reinforcing [ 1wvitem 1988.00 100 12200 01 17.08 12200
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5. _AOECACETC OEOTOGE (EO0TOEAAT $TAO TATO00
Youmay search for documentsfor adifferent customer or supplier by enteringtext within a customer (supplier) code,

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

Search: :}@ Customer: TST001

When there are multiple documents you have the option to Expand All which will display dl the lineswithin the
variousdocuments.

2 Expand Al

The Cdlapse All option will display the document headersonly.

2 Collapse Al

-\ = 7/ A/m

6. #IDUETC OEA 2ANOEOAA YTATO TAOETT YAOTOO0

When you are satisfied with the information you have selected to copy or use as a reference, click on OK, your
selectionis copiedto the document you are processngin. 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 screenin the form of a drill-
down. This could be to simply view a customer’s previoustransactionsor to create that “personaltouch”.

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 d Thursday 08:00 -17:00
Friday 08:00 616:30
Consultation

-Remote Login [billable]
-Onsite Consultation [billable]
-Form Design/Customization [billable]
-Report Design [billable]

Palladium Support Contact Details
Email: support@palladium.co.za
Tel: 427 11 367 0656

Palladium Upgrade and Support Contract Queries:
Email: sales@palladium.co.za
Tel: +27 (0)86 172 5523

CLICK HERIO see a product comparative feature table across our entire product range.
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