Changing / Adding Items in Web PAdmin

Using the Sidebar, select Products> Item Maintenance. This will open the Item List showing all
existing entries and give the option to add a new item if you wish.

Item Maintenance can also be found on the home dashboard.
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Once in Item Maintenance you will see a list of all existing items to edit, or the add items button.

Adding Or Editing Items:

Item List

Add or Edit ltem

Show| 10 +|entries Search:
ltem# 4 Type 4 Suffix 4 Name 4 short Name 4 Barcode 4 SKU 4 Department 4 serialz  $ Actions §
212 Standard Standard Roasted Veg Foccaccia Veg Focaccia 3 00000 @
213 Standard Standard Made Good Bar Made Good Bar 22 00000 @ 7
214 Standard Standard Beef & Cheese Beef & Cheese 3 00000 ® 7,
215 Standard Standard Breakfast Special Breakfast Speci 1 00000 ® 7
216 Standard Standard Hot Sauce Hot Sauce 17 00000 @ 7
217 Standard Standard Dirty Chai Dirty Chai 13 00000 @ 7
218 Standard Standard Take Out Take Qut 0 00000 ® 7
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Changing / Adding Items in Web PAdmin

Edit an item: find the item and click the pencil icon on the item line to enter its properties. Each

Item Property § Prices B Taxes |0 Modifiers 4% Side Dishes &8 Instructions @ Prohibited Billtypes

item has 7 different tabs were you may find options you wish to edit:
*Be sure to save any changes at the bottom of the page before exiting the item properties®

Adding an item: from the Item List page, you will see an +Add Item button. Use this to create an
item name and choose its type:

e Standard

e Group ltem

Proceeding will take you to the ltem Property page and the configuration tabs as you like.

Questions regarding Web Padmin can be directed to:

ASISS@ualberta.ca
780-492-6100
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