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Overview

The Item Maintenance screen, which can be accessed from a sales document or from
Inventory Lookup, allows users to create new items and modify the information for existing
items.

Creating a New Item

FROM INVENTORY LOOKUP

Open Inventory Lookup and click New Item. The Item Maintenance screen appears. Skip to
the Item Maintenance section of this document to continue.

FROM A SALES DOCUMENT
Open a sales document and click New on the Line Items tab. Right-click on the new line and
select Convert Item.

Note: You can also right-click on an existing item in the document and click Convert Item
to edit its information.
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The ltem Maintenance screen appears. Continue to the Item Maintenance Section below.

Item Maintenance
Enter the new item information on the Item Information tab (see the SalesPad User Defined
Fields document for information on adding Item User Fields).
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Item Information | yendor Information (8)' Warehouse & Resource Planningl Price Level Maintenance | Customer Itemsl Currency'
Properties Item User Fields
Item Number: 020 UPC jdher123579sre
Copy From [tem: Item Category 2 Contempo
Copy Item Standard Pricing Separate Delivery Required? ||
Extended Description
I[tem Description: 20 Gig Hard Drive Feature Medium | LM
Short Description: HD20 Item category
Generic Description: HD Lead Time [
Replaced By: Data Sheet C:\Documents and Settings'timh.SPLLC ‘ 3
Class ID: RETAIL v Customer Item Number JACCE |
Track: Mone
[tem Type: Sales Inventory [ | Valuation Method: FIFOQ Perpetual
Quantity Dedmals: o Currency Decmals: 2 3
Shipping Weight: 0.75000
U Of M Schedule EACH
Seling UofM EACH w
Price Level: EXTPRCLVL v
Sales Tax Option: Based On Cu... | % | Purchase Tax Option: Based OnVe... |
Sales Tax Schedule: Purchase Tax Schedule:
Standard Cost: 10.00 Current Cost: |12.25
List Price: 33.00 Allow Backorders
|| ttem Blocked [ ] tnactive
e >

Note: Use the Copy From Item field to enter an existing item number from which to copy
item information. You can also use the ellipsis (...) to open a new Inventory Lookup to find
an item for copying. This field will be accessible for new items only.

If the item is a vendor item, select the Vendor Information tab and click New. Select the
Vendor ID for the item vendor and specify Vendor Item Number.
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Item Information Vendor Information (1) | Warehouse & Resource Planningl Price Level Mainb&nanoel Customer Itemsl Currencyl

;endnr jin] Vendor Name Vend Item Number Vend Item Descr Min Order Qty Max Order Qty Economic Order Qty Requisitions
; 000626==*== BRS i Pellets 500ml 0 0 0 0

To assign custom item numbers to each customer for this item, select the Customer ltems
tab and click New. Select the Item Number and Customer Number, then assign a Customer
[tem Number.

Enter the applicable order quantities and select the Warehouse & Resource Planning tab.
Assign the item to a warehouse or warehouses by clicking the check boxes.
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Assigned | Location/Whse. 4 | Default Bin Vendor | Vend Mame Fixed Qty | Order Point| UpTolevel Repln. Level | Order Policy | Inactive
01N 1} 1} 0 Order Point ... Mot Planned ~
01N 1} 1} 0| Order Point ... Mot Planned
01-5E 1} 1} 0| Order Point ... Mot Planned
01-5W i} 0 0| Order Point ... Mot Planned
1018 i} i} 0| Order Point ... Mot Planned
101G 1} i} 0| Order Point ... Mot Planned
1028 0 0 0| Order Point ... NotPlanned
102G 0 0 0 Order Point ... NotPlanned
1038 i} i} 0| Order Point ... Mot Planned
103G 0 0 0| Order Point ... Mot Planned
1048 0 i} 0| Order Point ... Mot Planned
104G 1} 1} 0| Order Point ... Mot Planned
1058 1} 1} 0| Order Point ... Mot Planned
105G 1} 1} 0| Order Point ... Mot Planned
1068 1} 1} 0| Order Point ... Mot Planned
106G i} 0 0| Order Point ... Mot Planned
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Save Cancel

Click the appropriate fields to select a vendor, enter quantity and order point, and select
ordering rules. When finished, click OK.

You will be prompted to update the unit price with the list price defined for that item. Select
Yes or No. You will then return to the sales document. The new item will now be in the
SalesPad Item database.

EDITING AN EXISTING ITEM
To edit an existing item in SalesPad, access the Item Maintenance screen from a sales
document or from Inventory Lookup.

From a sales document
Open a sales document and click New on the Line Items tab. Enter the item number of the
item you wish to edit, then right-click on the line item and click Convert Item.

From Inventory Lookup

You can either use the New Item button and enter the item number to make changes to
existing item information, or, in older versions, navigate to Modules > Inventory Lookup,
perform an inventory search, and select the item you wish to work with. In the bottom
portion of the SalesPad window, select the Item Properties tab. Click the ellipsis (...) button
to the right of the Item Number field. The ltem Maintenance screen appears.

Make any needed changes on the Item Maintenance screen and click OK to update.

Note: In versions 4.1 and later, users can also edit the vendor number for a vendor item on
the Vendor Information screen.

Note: In version 4.0 and later, all vendor information is editable from the Item Maintenance
screen.

Security
Item Maintenance must be enabled in the Security Editor to enable the Item Maintenance
screen. To edit items, Item Properties must be enabled, and Can Edit must be set to True.



To add items from Inventory Lookup, Inventory Lookup must be enabled and Can Create
Items must be set to True (versions 4.0.987 and higher only).
Settings

Allow UOM Changes must be set to True to allow unit of measure changes in ltem
Maintenance (required for adding new items).



