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This section will only appear if the “Do you want to organize the items
you are selling into multiple categories” radio button located on the 
Store Setup > Store Settings screen was set to Yes.

Creating Categories
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• To edit an existing category, click on the category’s Select button.
• To delete a category that has not been used, click on the category’s Delete

button.
• To create a new category, click on the ADD NEW RECORD button and the 

following fields will appear.

Category Maintenance
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Assigning a Category to an Item
Use the center arrows to select item codes 
to associate with the created category. You 
may also assign a category to a parent 
category, or have the category exist as its 
own unique category.

Finally, once all fields are complete, select 
Continue to save.
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