Catsguries

nnnnnnn

Caleauries

uuuuuuu

extendedtechnologies.com

rCategop———————

Description
[Hoiday ~
ItHg nt Mutrients

thy\F'dl

i Blonds
FroPacks

IPurefume

[Purctume & Body Care

5 hampoa [

categories/sub-categories

Adding new categories for products, services, discounts etc.

Addmg Categories
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From the SalonBiz®/SpaBiz® menu bar, click the Blueprints icon.
Click the Category button.

Click on Product in the Category Groups field.

Click the Add button in the Category area.

Type in the name of the category.

Type in the category code.

Click the Add button.

Adding Sub-Categories
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From the SalonBiz®/SpaBiz® menu bar, click the Blueprints icon.
Click the Category button.

Click on the word Product in the Category Group field.

Click on the category name for which you wish to create the sub-
category. It will be highlighted in yellow.

Click the Add button in the Sub-Category field.

Type in the name of the sub-category.

Type in the code — For example: the first initial of each word of the
category with the first initials of the sub-category - Supplies
Professional category with the sub-category Hair Color: the code for
the sub-category would be SPHC.

Click the Add button.

Deleting Categories
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From the SalonBiz®/SpaBiz® menu bar, click the Blueprints icon.
Click the Category button.
Click on the word Product in the Category Group field.

Click on the category name for which you wish to delete the sub-
category. It will be highlighted in yellow.

Click on the Sub-Category name you wish to delete.

Click the Delete button in the Sub-Category field.

Answer Yes to the message “Are you sure you wish to delete this
category?”

Follow steps 5 —7 to delete all sub-categories.

Once all of the sub-categories are deleted highlight by clicking once
on the category you wish to delete.

10. Click the Delete button.



Frequently Asked Questions

How do | add discount categories?
Simply follow the steps above, instead of clicking on Products in the
Category Groups field you will click on Discounts.

What if it gives me an error message when | try to delete a sub-
category?

If you receive an error message stating that you still have data
which uses the category or sub-category that you are trying to
delete you need to either re-link the product, service, discount etc.
to a different category or delete it completely

How can | find what products are linked to a sub-category | am
trying to delete?

The best way to find a product still linked to your sub-category is to
run the report called Current Status of Inventory All items. There is
no need to print this report rather scroll thru and find the products.
Then you can either delete the product from your inventory or re-
link it to a different sub-category. (Report icon, Inventory Sub-
Category, Select Product Type All)

Customer Support 888.809.2802
Our Customer Support team is ready to assist you.
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