Tutorial 10: Adding Products

This tutorial explains how to add retail products to all your studios with Corporate
Settings or to one specific studio with Studio Level Settings. It also shows you how to
added items to the Quick Sale menu that is available on several forms including the
Switchboard.
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1. Click on “Retail.”

2. Click on Products.
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one specific studio.

Note: By default, a new product is controlled by the Corporate Settings (for example, for
price). However, once that Corporate Setting has been over-ridden (by setting a different
price at the studio level), the studio level setting takes precedence over any future
changes at the Corporate level. The only exception to this is the Inactive — if a product is
inactivated at the Corporate Level, it will also be inactive at the Studio level.

Each tab has a button to switch from one setting to the other.

Studio Settings override Corporate Settings. For example, individual studios may set
different prices for the same item.

Only Studio Level Settings permits adding an item to the Quick Sales menu.



Clicking the Products tab brings up the following form:
Add Product: opens to a new record for a new product.

Edit Product: opens the record for an existing product allowing you to change the record.
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feature is useful to input a variety of yoga me i in color—create one
record and duplicate it for other colors.

Hide Inactive: hides items not in stock.

Hide Disabled Products: hides items the studio never stocks (that have been disabled)

Step 1: Setting up Suppliers & Categories

Before attempting to add a new product, be sure that you have entered the supplier to the
list of suppliers and the category to the list of categories.’

' See Tutorial 12: Tracking Inventory



Step 2: Adding and Editing Product Records
1. Choose Add Product, Edit product or Duplicate Product.

2. The form will automatically open in Corporate Settings. Click on Studio Settings if
you are working on a product record for one studio (see the introduction to this Tutorial)

3. Supplier and Category:
selected from a list
previously created.

3. Enter Price and select
applicable taxes.

4. Inventory: sends you a
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a pre-determined number.
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5. Barcode: See Step 5 ——
below.




Step 3: Configuring Quick Sale Items

A quick sale item will appear at the top right hand corner of the retail form so that you
can make one-click sales. Use these for your most common sale items (for example, a
bottle of water) so that you don’t have to search for these products.

To set up a Quick Sale item:
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3. Click Is Quick Sale Item. ) - etentenng

Corporate Setlings are the defaultvalues for
all your studios. Studio Level Seftings are
the values for this studio only.
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Step 4: Setting up Product Barcodes?
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Click “Apply” to add this printing to your printing jobs

Click “Print” to immediately print.
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* See Tutorial 8: Setting up Barcode Scanner to Work with PranaStudio




