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Overview

You can attach documents in Palladium in 2 different ways each with their own purpose. These include:

i Attaching at Masterfile Level such as Projects, Customers, Vendors and Inventory Masterfile, the latter
offering the ability to mail the attachment on the fly with related sales documents
ii. At transactional level

Masterfile Level

Customer, Vendor, Projects and General Ledger Accounts
This feature is mainly used to attach documents which are relevant to a particular Customer or Vendor at Masterfile
level. These documents may include SLA’s (Service Level Agreements), Contracts, Spreadsheets, or any other documents
that you may wish to refer to in the future. To use this function you simply need to select the files tab in the specific
Masterfile then click add to browse to where the document is saved. Attaching this document will add it to the Palladium
Database so it is recommended keeping the file sizes to a minimum.

Customer H
Number: PRODO1

| Mame: Protea Laboratory Solutions

Customer Information | Contacts | Shipping Locations | Settings | Taxes History | Optional Fields | Targets | Trends Files Motes Linked Customers

aE'iAdd 4 Bxtract %" Eject X Delete |, Encryption

Mame Date Modified Type Size User

ﬂ Service level Agreement.pdf  2014-09-25 8:21:34 PM PDF T9KE Admin

[ Inactive Customer @ send Email | | Previous | | Net @) Cancel

Inventory Masterfile Level

We have detailed this feature separately because in addition to attaching documents for reference purposes, (such as
warranties, installation instructions or general information), Palladium gives you the ability to attach these files on-the-
fly with any emailed Sales Documents (such as Quotes, Sales Orders or Invoices) that contain this item.
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To set this up you would need to add the document to the Files tab in the inventory masterfile section, and define with
which Sales document you would like the document to be sent.

Inventory [tem

Item Numbering Convention

Number Mask:
ﬁ Number: ACER Barcode 1: ‘ |

Description: ‘ACER Prajector ‘ Barcode 2: ‘ | 4 Labels
| ttem Summary | Vendors | Pricing | Relateditems | Reorder | Taxes | History | BOmM | Files | OptionalFields | ExtDescription | Notes | Statistics | Targets | Trends | Actiity
o Add 4 Extract ¥ Eect | Edit @] Email Now JX Delete | ) Encryption Attach To Email With: None -

Name: Warranty Disclaimer.pdf Attach To Email With: | None v Save Cancel

All Sales Documents
Name Date Modified Type Sales Invoices Only

Warranty Disclaimer.pdf 2014-09-1912:07:20 PM  PDF Sales Qrders Only
Sales Quotes Onl

on

e

Then when e-mailing the sales document the attached document will populate with the e-mail as illustrated below/
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Attaching at Transactional level

This feature allows you to attach related documents at document transactional level (or on all processing documents).
You would generally attach a document here for any documents that relate to the transaction itself. This could be a
proof of payment for a receipt, or a customer order or delivery note attached to an invoice.

You also have the ability to e-mail document attachments directly from the related processing screen by highlighting
the attachments and then clicking on the Email button.

(=] Purchase Invoice o =
File Edit View Navigate Purchases Report
(2 New 5 Open | 3 | % Adjust [[]Retum ] Convert g5 = 4l Centers |, Project |8 Attach Files (1) [ 3= Lines @ Capture | (5 Labels iPrint - 1 [ B £
Payment: OnAccount - |[_f Document Info | g Additional Costs g Price & Stock Check
vendor: Ship To: PURCHASE INVOICE
TST001 ) << Default > > v Outstanding Invoices: R1268| [, | DoeNumber |Pl-000000043
Abercrombie Hardware File Browser - o Fiday |, May v
65 Arrow Stree .
(o Snra red: Fridy , May v
Transaction Type: Furchase Invoice .
Transaction Number: /A v #:

Attached Documents:

Document tems item Enquiries | @] View Images
|
Number Location
AppleMac DEFAULT
Status: v Copied / Converted Document Reference. subtotal B 2,000.00]
Department: | -None - v Reference: Discount % |[2] 000\ [ 0.00
Terms: 30 Days From Invaice v sl Tax: = 26000

Additional Info: Total: s 2,280.00)

J13 Combined Transaction + (% Copy Purchase Documents = R0 Sample Company
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