1. Enter the Item List View
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1. Double click an item on the list to enter the item properties screen
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1. [bookmark: _GoBack]Press on the Custom Fields button and the Custom Fields screen will open
[image: ]

1. Press on Define Fields the ‘Set up Custom Fields for Items’ window will open
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1. Add a new Label, and press the Use to mark it with a Checkbox
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1. Add the new custom fields into your item list view. Right click the list and choose ‘Customize Columns’
[image: ]



1. Find your new added Custom Field and Add it to the chosen Columns
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1. It is recommended to use the ‘Add/Edit Multiple Item’ from the Right Click menu to add additional data in batch, instead of one by one.
[image: ]





image5.png
[Set up Custom Fields for Items

Label Use
ok
Color v &
aterial v Concel
Group v
Helo





image6.png
e | |
& | e oo Al

r|prce [ attach [ o
Find.
0 New
() Edit Ttem
ool
0.0 ¢ Duplcate ltem
Delte Item
o oo it Mulple tems
0 —ey Addjedt Mulple It
2| 1,799.00)
o)
000 Make Item Inactive
1,899.38
o)
0. Create Involces
o "”D”S/S Enter Sales Receipt.
Changs Prices
8.05%| attach
e Create Purchase Orders.
oo Recelve Items & Enter Bl
10.0% Receive Items,
0.0 Enter Bl For Received Items.
o)
oo Adiust Quantiy/Value On Hand.
55.00)

QuickRepart: Bueprint changes
Open Purchase Orders.





image7.png
Customize Columns - Item List

Avalable Columns Chosen Columns

escription

n Sales Order

v ttach
— fow

ove Dawn.

Default





image8.png
me  (alendar | Snapshots - Customers Vendors Employees | Docs  Reports  App Center | Invoice — Item

UserLicenses  Check — Bill

Reg  Accnt  Rmnd

Find

Feedback | Services  Add Payrol

Select alist, (@) Customize columns to dispay.

© Peste from Excl o type o add o o modiy your st

: oo Toms =] vew [fetve ses o

[ q

e how to auickl update vour lsts

Customize Columns

vently Edting: ubsietal Wrk

i Name Subitem of Sales Price Tncome Account Sales Tax Code A e custom Field
eprin changes. 0.00 40100 " Construction Income: 40110 - Design ... Non Hello
eprints 000 40100 * Construction Income:40110 * Design ... Non Helo [
wcrete Slab 0w 40100 " Canstruction Income:40130 - Labor L. Mon Helo
or lans 0w 40100 * Construction Income:40110 * Design ... Non Helo
ing 55.00 40100 * Construction Income:40130 - Labor L. Non Helo
taltion 00 40100 - Canstruction Income:40130 - Labor L. Mon Helo
or 0w 40100 - Canstruction Income:40130 - Labor L. Mon Helo
oval 00 40100 - Canstruction Income:40130 - Labor L. Mon Helo
pairs 3500 40100 * Construction Income:40130 - Labor L. Non Helo
s 0w 40100 - Canstruction Income:40150 - Subean... Mon Helo
pet Subs 000 40100 * Construction Income:40150 - Subeon... Mo Helo
wall Subs 0w 40100 " Canstruction Income:40150 - Subean... Mon Helo
twork Subs 0w 40100 " Canstruction Income:40150 - Subean... Mon Helo
crical Subs 0w 40100 " Canstruction Income:40150 - Subean... Mon Helo
ulating Subs 0.00 40100 * Construction Income:40150 - Subeon..._Non Hello
tal Wik Subs ~lo.o0 40100 Construction Income:40150 - Sube. .. ¥ [hion

nting Subs 0.00 40100 " Construction Income:40150 - subeon..._Non Helo
mbing Subs 000 40100 * Construction Income:40150 - Subeon... Mo Helo
sfing Subs 000 40100 * Construction Income:40150 - Subeon... Mo Helo
&Counter Subs 0w 40100 * Canstruction Income:40150 - Subean... Mon Helo





image1.png
ion 2012 - [Sales Tax Code

U Fle Edt Vew | Lits Fovorkes Company. Customers Yendors Emplyees Banking. Repots nine Servces Window Felp

=181

® | Chetfacants culen ER) 0B @ &
[remist

B

Jaﬁﬁﬂff‘v [5eorh compary v ]| R

Home  Calender Docs Reports AppCenter | Invoice ltem Userlicenses Check B Reg Accnt Rmnd  Find Feedback | Services AddPayrol
. Fixed Asset ltem List -

m freeLevl —W

on MonTaxal  Seles Tax Cods List
Payrol temList
Class st
Workers Comp List
Other Names List
Customer & Vendor Proie Lists »
Templates
Memorized Transaction Lt Ctrk T
AdfEd Muliple List Enries

Sales Tax Code -] Actvtis * | Reports = | I fnclce ractive

Lrstart

4126 M
8j30j2012

T ity





image2.png
Type

ok
[ ] Ui for senvices youchargefor o purchese, ke (—
specilized labor, consulting hours, or professional =
fees, L=
Notes

Item NamefNumber [ subitem of Custom Filds

Unit of Measure Speling.

ujmset |
I This service s used in assemblies o is performed by a subcontractor or partner

Description Rete. om0
™ Ttems nactive
Tax Code [fian =
Account [40100 - Corst... =





image3.png
Custom Fields for Blueprint changes.

Color —— oK
Materal —— Cancel
Growp o

Define Felds





image4.png
e

[EE] e
o
ol /]
Materal v Concel
o v
Help
[l





