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1) In POS Console, locate the Inventory Center (F4).
2) In Maintenance Column, Highlight Departments, and double-click
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Review Pre-Set Departments (in UPER-CASE WORDS) and Categories (lower case words)

1) Add or Edit any highlighted Department descriptions.

2) Edit any Category descriptions.

3) Categories are very powerful and dictate to inventory items many important things.

4) Categories should describe basic profit areas within a Department.

5) Categories should be generic so to allow more than a few inventory items to be associated with it.

6) To Add a new Category, highlight the Dept. you would like it linked to, and click Assign Category (F2)




# Positive For Windows - The Dog Pound - Station: 1 _ [
File Edit Register Inventory Management Marketing Accounting Utilities Window Help

O S itive T PO Sitive
l L - Sor Windaoies " l L — Sor Windoes
-
& Category Listing ﬁ
lT“ Category M ame TE:-: Categorny [ “we Tag/lUntag I
A5/ Cents Candy Non-Taxable i =
[0 .25/Cents Candy Mon-T axable ~%, Tagall I
1 .5/Cents Candy Mon-T axable
] .50/Cent Candy Mon-T axable Urtag &l I
E FE/Cents Candy Mon-T axable 26 Untag
1.004Candy MHon-T axable I
[0 Accessories Sales Tax L VeeE
[0 Balloons Mon-T axable
] Chips Mon-T axable Save Tags I
[ COMSIGNMENTS Sales Tax
[ Crackers Mon-T axable
1 \ [T Frames Mon-T axable
\E FREIGHT Sales Tax
—1_Frozen Fruit Bars Mon-T axable
[0 Gt Cards Mon-T axable
0 Grano ars Mon-T azable
[ Hats Mon-T axable [l]
S add | £ Edit | . Delete |
jjj Defaults [F5] I E Cloze I
—— T T E = T
OIS itive T POSitive
l L o Sor Windours l L o Sor Windoirs
[ | Profession Edition Multi-User |POS % 20041 | 3/26/2005  |[10:26 PM

When you click Assign Category (F2), you will see a yellow list of pre-set Categories
1) Locate the ADD button at bottom of page, and Click it.
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When assigning (adding) or editing a Category

1) Add or Edit Category descriptions.

2) Add/Edit Category Tax Category (usually non-food/beverage items are taxable).

3) Add/Edit a Target % Profit Margin. Helps suggest a retail $, when cost is entered to Inv-item file.
« Note: Other Category settings have been already pre-set for School Stores.

4) To Save Category Settings, Click OK (F10)
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Upon saving your Category settings, you will come back to list of Categories. Your saved Category will be highlighted

1) Locate the Select button at bottom and Click it.
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Upon selecting a your Category, you will see it in Alphabetic order under it’s linked Department.
1) Selected Department

2) Linked Category

3) When your Department/Category tree is complete. Print a Report and share it with everyone.



