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SUP048 - Bookmarking Documents

General Topics

Feature Overview

This feature allows you to create documents and bookmark them for later
recall or reference.

How does this feature help your business?

e Copy information from one or more documents to the current document

e Search for bookmarked documents, across all documents whether from
Accounts Receivable or Payable

e Offers salespersons a quick reference lookup function

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

Accounts Payable:
e Purchase Orders
e Purchase Invoices
Accounts Receivable:

e Sales Orders
e Sales Invoices
e 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”.

Sales Invoice - oIEN
File Edit View Navigate Sales Report
) New 15 Open | €€ ) | 55 Adjust [ Credit ] Convert 5 =B & Centers . Project [ AttachFiles |3=Lines | = Related item @ Record [IPrint ~ 1 | [l 38 5%
Payment: [On Account | 4 Split Payment (} Document Info | & Price & Stock Check
Customer. Ship To: SALES INVOICE
TsT001 &0 << Defauit >> v Account Balance: R543.19 | |, DocNumber:  [IN-000000029
Ashburton Reinforcing Ashburton Reinforcing £ Open Orders: R0.00 Date: 2 apil 2015 @+
Level 2, 24 Richardson St Level 2, 24 Richardson St =
e perth " Open Quotes R139.08 | |, Required: 2 apil 2015 @
a2 Whss72 Available Credt A Reference #:
T Sookmarc Document Form: | < <ORIGINAL>> v/ [] Al
Document tems Document Options Document Notes & Nemimport | @ ttem Enquiries @] View Images
Number Location | Description Qy[unit price | Discount % Margin % Tax Code x| Amount|serial /Lot
v DEFAULT  Camps Stuff 7EA 2899 000 10000 01 2841 20283
in3 DEFAULT  Sleeping Bag 7EA 45000 000 10000 01 44100 315000
inva DEFAULT  Tent BN 79999 000 10000 01 3600 239097
N Total Margin%é: (2 100.00/ | Subtotak: 2 575290)
Discount%: ||| 0.0 0.00|
Department: |- None - v status v
Terms 30 Days From Invoice v salesperson o) Tac s gt
Additional Info: Total: s 655831
13 Combined Transaction + § Copy Sales Documents ~ & Sample Company

Accessing Of Bookmarked Documents

The option to view Bookmarked documents will be enabled when you
process a new document. You simply click on “Copy Sales Documents” at
the bottom of the window and the Bookmarks option will appear as shown
below.
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Sales Invoice - OEEE
File Edit View Novigate Sales Report
o New 1 Open | €€ D) | 5 Adjust [] Credit & Convert @ & | Centers . Project [ Attach Files | 3= Lines Related Item @ Record |gPrint ~ 1 [l 38 55
Payment: On Account - 2 Splt Payment (L Document Info | 3 Price & Stock Check
Customer: Ship To: SALES INVOICE
757003 6% << Defautt >> v Account Balance: R 4669565 | . DocNumber: IN-000000030
Bayswater Institute Bayswater Institute P Open Orders: RS3352 || .., Date: 22 Apil 2015 (@
e L 3 Lue de [ Eau Blanche Open Quotes: R13908 | ., Required: 2 aprl 2015 @
(aits BPes708 Available Credit NA Reference #:

[ Bookmark Document Form: | < <ORIGINAL>> | [] Al

Document Items Document Options Document Notes. & temimport | @ item Enquiries [ View Images
Number Location | Description [ ayfunt price|Discount %] Margin % Tax Code | Tax|  Amount|serial/Lot
]
Total Marginsé: | < 000/ | subtotal G 0
G Sales Histo = ooll|E
- i Discountss |2 000] 2 000
Department: |-None- | i Sales Order History o
Terms 30Days Fron &y Sales Quote History on: v Tax: = 000
I info Total: S 009

Bookmarks

1§ Combined Transaction ~ | & Copy Sales Documents ~

& Sample 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.

View Bookmarks or Select Purchase / Sales Documents to Copy Ea
Search:[ |60 Gy |9 Collapse All g8 Bookmarks (Al -

Start (22 March 2015 [J~v | End: 29 February 2016 [~ | 5 Refresh Double Click Item To View Document
1+ Document DocDate | Name Reference Select| Part Number [Project Numper [ awailay| an Price | Discount %| Tax Code Tax Amount
5 Total IN-000000029 17.00 805.41 5752.90)
IN-000000029 20150422 | Ashburton Reinforcing | O 600 700 2899 000 01 2841 20233
IN-000000029 2015-04-22 | Ashburton Reinforcing O im3 1100 700 45000 000 01 44100 315000)
2015-04-22 O ima 600 300 79999 000 01 33600 2399.97]
= Total PI-000000010 7600 659.84 4713.13
PI-000000010 2015-04-08 | Catanach, Douglas O invitem PROJECT X 79385 2400 14493 005 02 48696 347826
P1-000000010 2015-04-08 | Catanach,Douglas [0 1540-0000  PROJECTX 000 1300 2899 000 02 5276 376587|
PI-000000010 2015-04-08 | Catanach Bouglas 0O i PROJECT X 1063 3200 2200 000 02 12012 858,00
1 Total IN-000000020 83.00 30800 220000
IN-000000020 2015-04-08 | Belvedere Nursing 0 i 1063 8800 2500 000 01 30800 220000)

Select All oK Cancel

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: |80) Customer: TST001

)

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

& Expand All

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

'?Q Collapse All

The Bookmarks option below also allows you to choose different types of

documents to view or you can simply select to view “All Documents”.

Copying Bookmarked Documents
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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 delivery address,
document status, or even a document discount for example.

R
Search: [80) P Collapse All | g5° Bookmarks Al -
Start:  Sunday , February v End:  Monday , February v [ Refresh Double Click Item To View Document

1+ Document Number __DocDate | Name Select| Part Number [ Avail oty ot/ Price | Tax Code | Tax Amount| +

5 Total S0-000000001 100 122200 17108 1.222.00
50-000000001 01-Mar-15 | Askew Shopping Center | (4] Invitem 8700 100 122200 01 17108 122200

) Total PO-000000002 | 1200 276.00 38.64 276.00
PO. 01-Mar-15 | ACME Novelty | @ 1natem 8700 1200 27600 02 3864 27600

5 Total PO-000000001 | 122200  406,926.00 56,969.64 406,926.00 [
PO-000000001 01-Mar-15 | Abercrombie Hardvare | [] Invitem 88700 122200 40692600 02 5696964 40692600

) Total P1-000000005 | 200 100000 140.00 1,000.00
P1-000000005 01-Mar-15 | Abercrombie Hardware | [¥] 2000 200 200 100000 02 14000 100000

) Total PI-000000004 | 100 10,000.00 1.400.00 10,000.00 | |
P1-000000004 01-Mar-15 | Abercrombie Hardware | [] 0001 100 100 1000000 02 140000 1000000

) Total IN-000000024 | 100 6757.00 945.98 6757.00
IN-000000024 01-Mar-15 | Ashburton Reinforcing | [¥] 52015 000 100 6757.00 01 94598 6757.00

5 Total IN-000000023 | 100 124100 17374 1.241.00
IN-000000023 01-Mar-15 | AshburtonReinforcing | [] 51060 000 100 124100 01 17374 124100

) Total IN-000000022 | 1900 20,627.50 2.887.85 20,627.50
N 01-Mar-15 | Ashburton Reinforci | 1 invtem 8700 100 114000 01 15960 114000
IN-000000022 01-Mar-15 | AshburtonReinforcing | [] 51020 000 1200 1800000 01 252000 1800000 |-

SUP048 - Bookmarking Documents.pdf

Article ID: 89, Created: April 23, 2015 at 8:24 AM, Modified: May 21,
2015 at 10:27 AM

http://www.palladiumweb.co.za/helpdesk/kb/a89/sup048-bookmarking-documents.aspx?KBSearchlD=7549

2017/09/05, 21:20

Page 3 of 3



