Managing Catalog Items

The Catalog section allows you to add new items to your list of products/services, as well as edit and delete the

existing ones.

Adding items to catalog

To add new items, tap on the Catalog section and then select Add item.
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Fill in all mandatory fields - Name and Unit Price. Optionally, you can add the product's EAN.

Next, you need to select the appropriate tax labels that apply to this item. Once you have finished, tap the tick
symbol in the top right corner to save the new item.
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When you save the item, it will appear on the list of items in your catalog.
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Editing items in the catalog

To edit an existing item, tap on /s icon below the item's name.
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When the form opens, just edit the information and save the item.
Searching for items from the catalog

There are two ways of searching for items:

1. You can search from the View Items section. Just tap on the search symbol in the top-right corner.
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You can search for items by their Name or EAN code. The search result will appear as you type.
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2. For a more advanced search, you can use the Search Items section. You can search the catalog by item
name, unit price, EAN number or specific tax labels.

To see the results, just tap on the tick icon in the top-right corner.
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Deleting items from the catalog

To delete an existing item, tap on @& icon below the item you wish to delete.
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To complete the action, tap Remove in the confirmation box.
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Adding items to favorites

If you have items that are sold more often than others, you can add them to your favorites. This will enable you to
add them to an invoice with just one tap (see Creating Invoices).

To add an item to favorites, tap on the star icon below the item's name. It will then turn into yellow.


https://tap.tims.revenue.gov.ws/Help/view/222357170/Creating-Invoices
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