How to manage categories and shortcuts?
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How to manage categories?
Click on categories
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That is where you can manage (hide and order) your categories in your sales panel.

AROMA

AUSLG
Category Standard
CG2PK
CGCTN
CGPKT
CIGAR
DRINK
Fitter
Gift
Paper
PHOME
Rolb
Rolr
TACC
TIKKI
TOBAC
T5G
VAPE
VR
WONDA

Hide a category if you don’t need it.
Choose the category section to match it with the category name. Like AROMA ,AROMA. Save the
setting. Now you will realise AROMA has been hidden in the sales panel .
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Place your categories in order if you

use one more than others.

In this case ,we will put category Gift on 1% and TSG as 2" . Put numbers in order in Catalogue and

save the setting.
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Now the sales panel should look like this.
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Place categories inside a category.
In this case, we will put category “phone” “Paper” and “Drink” into Gift category.
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The sales panel should like this now.
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How to manager shortcut/hot key?
We have nicely set up the category. Now we going to put products in

Click on products.
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Choose a category or scan a barcode and click on refresh button
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4913 - Amplify Apple Blackcurral

4865 - Amplfy Ginger Lemon 250mi

4914 - Amplfy Ginger Lemon 330mi Reference w013

4910 - Amplfy Pass/Lemonade 330ml

4867 - Amplfy Passion/Lemon 250ml Barcode

4912 - Amplfy Peach Mango 330mi Name [Ampify Apple Blackcurrant 330mi ]

4911 - Amplfy PinefCoconut 330ml

4866 - Amplfy Raspberry Lime 250m| Suppler Fucor <

4915 - Amplfy Raspberry Lime 330mi

4856 - Cottonwood Springs Water 600l Category _ _
a5 _Craren A 50 ——

4887 - GForce Mango Pineapple 750m

4886 - GForce Orange Mandarin 750l Tax Category _

4875 - Lucozade orignal 380mi Buy Price Buy Price ex GST

4889 - Maximus Blue 1L

4956 - Maximus Blue 500mI Margin
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Tick the “In Catalogue”, save your setting.
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4865 - Amplify Ginger Lemon 250mil

4914 - Amplify Ginger Lemaon 330mil l:l Stock Vol
4910 - Amplify Pass/Lemonade 330ml pek volme

4867 - Amplfy Passion/Lemon 250ml In Catalogue <:
4912 - Amplify Peach Mango 330ml
4911 - Amplfy Pine/Coconut 330ml Order in Catalogue
4866 - Amplify Raspberry Lime 250ml
4915 - Amplify Raspberry Lime 330ml
4856 - Cottonwood Springs Water 600ml
4885 - GForce Apple/BC 750ml

4887 - GForce Mango Pineapple 750ml
4886 - GForce Orange Mandarin 750ml
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Include in Update Stock and Prices

Now if we click the Drink category in sales panel, it should look like this.
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How to create shortcut/hot key for product does not come with barcode?
In this example, we will create a shortcut for a product called Candle under the “Gift” category .

Go to product page, click “+” to add a new product.

[ Generl | optowl [ stock [ outon [vmmge [stots]

Reference fTadbdcdbi

Barcode | Candle |
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Sell Price 1.50 Sell Price ex GST £1.36
Buy Price Buy Price ex GST
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Select in Catalogue. Save settings.
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You sales panel should look like this now.

Subtotal Taxes  Surcharge Total
$1.36 $0.14  $0.00 $1.50
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What if there are 4 types of candles at different prices?
You can either create 4 different products (candlel, candle2 etc) or you can change the product to a
Variable price product.
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Now we can set the product “Candle” with a different price. Simply enter number like 1,
10,12.5(Depends how much the product is) and click on Candle shortcut.

The sales panel should look like this now.

How do we manage the order in the shortcut section?
The shortcut section is sorted alphabetically. If you really like to change the order, you can simply
put number before the category name. Like 1.Zippo.




