
OFF ICE  OF  INFORMATION TECHNOLOGY

Creating a New Item Code and 
Personalizing Item



OFF ICE  OF  INFORMATION TECHNOLOGY

Creating a New Item Code and Personalizing Item

• To create new item 
codes for your stores, 
click Add New Record.

• To edit an existing 
item code, select the 
item code.

• Item codes represent the purchasable items (i.e., products or services) 
that you want to display in your store. These can be physical goods, 
charges related to student services (permits, transcripts, etc.), or even 
donations and event tickets.
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• When you are done configuring your item code, click Continue. If 

you selected to include references, use add-on items, or uses quantity 
lookups, then you will be able to configure those options on the 
subsequent screens. See below for more details about references.

• If you selected to collect additional information when creating the 
item code, once you click Continue, you can either select an 
available reference type in your Transact Payments instance to 
associate with the item or create an item-level reference type through 
Store Setup.
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• References that have been 

associated with the item, and 
will require input from the 
customer, are shown in the 
Selected Reference Types box. 

• Those that are available to add 
to the item code are shown in 
the Available Reference Types 
field. To modify those that are 
selected, use the arrow keys.
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• Selecting a reference with “_G” will cause the reference to automatically 

populate on the checkout screen. This is a time-saving feature that many users 
will appreciate. For example, if you collect a user’s email address when 
selecting an item, a reference called EMAIL_G will pre-populate the Email 
Address field for them during checkout.

• Valid references of this type that can be created are NAME_G, ADDR_G, 
CITY_G, STATE_G, COUNTRY_G, ZIP_G, and EMAIL_G. You can also add a 
prefix to these references, such as USER_NAME_G or SCHOOL_EMAIL_G. Be 
sure to only use one reference of the same type, however. For example, do 
not create an item with both NAME_G and USER_NAME_G, as this may have 
unpredictable results when determining which field will pre-populate.
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