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IN KEYBOARD SALES MODE: 
To adjust department & category in inventory, you must go to Manager Mode. 
1. Select Show More Options Button (F2) 
2. Select Manager Mode Button(F9) 

(NOTE:  Only Teachers & Managers will have access to Manager Mode) 

1 

2 



2  

IN TOUCH SCREEN SALES MODE: 
To adjust department & category in inventory, you must go to Manager Mode. 
1. Touch Manager Button 

 

1 



3  

ON MANAGER BUTTON SCREEN: 
1. Select Manager Mode Button 
(NOTE: Only Teachers & Managers will have access to Manager Mode) 

 

1 



4  

IN MANAGER MODE: 
Go to Inventory Center 
To adjust department & category in inventory, go to INVENTORY. 
1. Select Inventory Button 
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INVENTORY CENTER 
To adjust Department/Category 
 
1. Highlight the item you want to assign to a different Department or Category. 
2. Under the actions bar, click Change Department/Category 
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INVENTORY CENTER 
To adjust Department/Category 
 
1. Highlight the Category to assign the inventory item too 
2. Select Process button 
3. Option:  If you want the past sales history to reflect in the new category check box. 
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INVENTORY CENTER 
A POSitive Alert will appear... 
 
1. Click Ok to proceed 
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INVENTORY CENTER 
Confirm the Inventory item is in the correct Department and Category 
1. Confirm the Department (Apparel) 
2. Confirm the Category (Black Hoodies) 
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