Merchandise Guide

06/13/2017 Blackbaud Altru 4.96 Merchandise US
©2017 Blackbaud, Inc. This publication, or any part thereof, may not be reproduced or transmitted in any form or
by any means, electronic, or mechanical, including photocopying, recording, storage in an information retrieval
system, or otherwise, without the prior written permission of Blackbaud, Inc.
The information in this manual has been carefully checked and is believed to be accurate. Blackbaud, Inc., assumes
no responsibility for any inaccuracies, errors, or omissions in this manual. In no event will Blackbaud, Inc., be liable
for direct, indirect, special, incidental, or consequential damages resulting from any defect or omission in this
manual, even if advised of the possibility of damages.
In the interest of continuing product development, Blackbaud, Inc., reserves the right to make improvements in
this manual and the products it describes at any time, without notice or obligation.
All Blackbaud product names appearing herein are trademarks or registered trademarks of Blackbaud, Inc.
All other products and company names mentioned herein are trademarks of their respective holder.

Merchandise-2017

Contents
Merchandise

5

Merchandise Setup Checklist
Merchandise Discounts
Merchandise Taxes
Merchandise Departments
Vendors

6

Search for Vendors

9

6
7
7
9

Vendor Search Screen

10

Add Vendors

11

Vendor Record

12

Edit vendors

12

Delete vendors

13

Mark vendors active or inactive

13

Add Merchandise
Search for Merchandise
Print or Export Merchandise Labels

13

Merchandise Labels Page

17

Manage Merchandise

18

Edit Merchandise

18

Edit Dimensions

18

Manage Inventory

19

Inventory History

22

Print or Export Labels

22

Documentation

23

Attachments

23

15
16

Add Attachments

23

Add an Attachment Screen

24

Edit Attachments

24

Delete Attachments

24

Media Links

25

Add Media Links

25

Add a Media Link Screen

25

Edit Media Links

25

Delete Media Links
Notes

26
26

Add Notes

26

Add a Note Screen

26

Edit Notes

26

Delete Notes

27

Notifications

27

Add Notifications to Specific Records

28

Edit Notifications for Specific Records

29

Delete Notifications from Specific Records

30

Open Attachment Files

30

View Discounts Available for Merchandise

30

View Taxes Applied to Merchandise

31

Merchandise Reports

32

Inventory Report
Merchandise Sales Report
Merchandise Activity Report
Physical Count Worksheet

32
33
34
35

chapter 1

Merchandise
Merchandise Setup Checklist

6

Merchandise Discounts

6

Merchandise Taxes

7

Merchandise Departments

7

Vendors

9

Search for Vendors

9

Vendor Search Screen

10

Add Vendors

11

Vendor Record

12

Edit vendors

12

Delete vendors

13

Mark vendors active or inactive

13

Add Merchandise

13

Search for Merchandise

15

Print or Export Merchandise Labels

16

Merchandise Labels Page

17

Manage Merchandise

18

Edit Merchandise

18

Edit Dimensions

18

Manage Inventory

19

Inventory History

22

Print or Export Labels

22

Documentation

23

Attachments

23

Media Links

25

Notes

26

Notifications

27

Open Attachment Files

30

6 CHAPTER 1
View Discounts Available for Merchandise

30

View Taxes Applied to Merchandise

31

You can sell merchandise items such as apparel and souvenirs. Before you begin to sell merchandise,
go to Merchandise to create merchandise departments and add vendors and merchandise to your
inventory. You can also print labels, search for merchandise and vendors, and create discounts for
merchandise. After you add merchandise to inventory, you can sell it from Sales
For information about how to sell merchandise, see the Sales Guide.

Merchandise Setup Checklist
The following checklist is a suggested workflow for initial configuration. The tasks are presented in a
specific order because some tasks build on others. While some tasks, like add vendors and
departments must be configured by all organizations, a number of configuration tasks are optional.
The tasks your organization needs to complete is directly related to your business processes.
□ Add vendors. Before you can add merchandise, you need to add vendors. Vendors are the suppliers
of your merchandise. For more information, Vendors on page 9.
□ Add departments. Departments are how you define your merchandise. For example, you may
create a department of Apparel for clothing. Within departments, you can also create categories.
Categories allow you to further define your merchandise. For example, within the department of
Apparel you can create a category of “Men’s”. For more information, see Merchandise Departments
on page 7.
□ Add merchandise. After you set up vendors and departments you are ready to add merchandise.
When you add merchandise you enter information about an item such as name, cost, sale price,
quantity, dimensions. For more information, see Add Merchandise on page 13.
□ Set up discounts. After you add departments and merchandise you can set up discounts. You can
set up discounts based on department or inventory item. For more information, see Merchandise
Discounts on page 6.
□ Set up taxes. You can configure merchandise taxes in Merchandise or Tickets. You can set one tax as
the default applied to new merchandise items. For more information, see Merchandise Taxes on
page 7.
□ Print labels. After you add merchandise, you can print labels for them. If you do not have the
recommended printer or labels, you can export the labels and print using a different printer. For
more information, see Print or Export Merchandise Labels on page 16.

Merchandise Discounts
To provide an incentive for patrons to purchase merchandise, you can offer discounts on the items you
sell. The discounts you configure and offer depend on the business processes of your organization.
You can set up standard discounts, required purchase discounts, and quantity-based discounts.
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With standard discounts, you can configure a basic discount that reduces the price of designated items
or the entire order. You can also you can configure discounts that require a purchase to receive the
discount benefit. Additionally, you can configure discounts that are based on the quantity of items
purchased. For information and procedures that guide you through the discount setup process, see the
Discounts and Promotions chapter of the Tickets Guide.
In addition to setting up discounts to apply to merchandise, you also need to configure settings on the
merchandise department record and merchandise record to control what is eligible to be discounted.
On each department record, the Discounts allowed on merchandise in this department checkbox is
selected by default. With this option selected, discounts configured for merchandise can be applied
when items from this department are sold. If this option is not selected, no merchandise within the
department is eligible to be discounted. For more information, see Merchandise Departments on page
7.
To allow some items within a department to be discounted while others are not, you should leave the
Discounts allowed on merchandise in this department checkbox selected on the department record
and disallow discounts on a per-item basis. To do this, you clear the Discounts allowed checkbox
when the merchandise is added or edited. For more information, see Add Merchandise on page 13.

Merchandise Taxes
To charge taxes on merchandise during a sales process, you must add each required tax to the system
and configure the rate. You can add a simple tax that includes a single rate or you can add a tax with
multiple entities, each with its own tax rate.
You can configure taxes from Tickets under Pricing or Merchandise under Configuration. Click Taxes
to open the taxes page.
On the Add/Edit tax screen, you can set one tax as the default for new merchandise items. For example,
if you have a local sales tax requirement, you can set it as the default. When you add a merchandise
item, the default tax is selected automatically, but you can choose another to apply.
Note: The default setting does not apply to merchandise items added before the 4.1 upgrade. A
"Generated merchandise tax" is applied to existing merchandise. This tax combines all taxes that were
applicable to merchandise before the upgrade.
On the Merchandise tab of the tax record, you can quickly view all merchandise items the tax applies
to. You can also add other merchandise items directly to the tax. For example, if you have a local junk
food tax, you can add which food items the tax applies to.
For more information about how to configure merchandise taxes, refer to the Tickets Guide.

Merchandise Departments
Before you add merchandise to your inventory, you must add merchandise departments to help
organize the items you sell. For example, common merchandise departments include “Apparel” and
“Books.” Within each department you can add categories to further define the items you sell. For
example, within the “Apparel” department, you may define categories for “Men,” “Women,” and
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“Children.” Additionally, when you configure departments, you also determine whether the
merchandise in that department can be discounted.
For information about how to edit categories, see Edit merchandise department or category.

Add a merchandise department
1. From Merchandise, click Merchandise Departments. The Merchandise Departments page
appears.
2. Click Add. The Add a merchandise department screen appears.

3. Under Department information, enter the name and description for the merchandise
department.
4. The Discounts allowed on merchandise in this department option is selected by default. If this
option is selected, discounts configured for merchandise can be applied to items sold within
this department. If merchandise in this department should not be discounted, clear the
checkbox.
Note: The Discounts allowed on merchandise in this department option determines whether
merchandise is eligible to be discounted. If eligible, you can set up specific discounts that are
applied to the items during a sale. For information to help you set up merchandise discounts,
see the Discounts and Promotions section of the Tickets Guide.
Warning: If you mark Discounts allowed on merchandise in this department, you can still
mark specific merchandise in that department as non-discountable on each respective
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merchandise record. If you make specific merchandise non-discountable and then later clear
and re-select the Discounts allowed on merchandise in this department option, any specific
merchandise you previously marked as not discountable will be reset and discounts will be
allowed.
5. To create categories, under Department categories, enter the name and description for the
categories within the department.
6. Click Save. You return to the Merchandise Departments page.

Vendors
Before you can add merchandise, you have to add vendors. Vendors supply your organization with
merchandise. After you add vendors, you can search for a vendor and view information such as the
merchandise a vendor supplies and contact information.

Search for Vendors
You may want to search for a vendor for contact information, view supplied merchandise, or edit
vendor information. When you search for a vendor, you can search on name, lookup ID, address
information, department, or SKU/barcode.

Search for a vendor
1. From Merchandise, click Vendor Search. The Merchandise Vendor Search screen appears.

2. Enter the search criteria, such as name, lookup, or address information. For information about the
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search fields, see Vendor Search Screen on page 10
3. Click Search. The Search results appear.
4. Select the vendor you want and click Select. The Vendor record appears. For information about
the Vendor record, see Vendor Record on page 12.
5. If you cannot find the vendor, to add a vendor click Add. The Add a vendor screen appears. For
information about how to add a vendor, see Add Vendors on page 11.

Vendor Search Screen
The table below explains the Vendor Search screen. For information about how to access this screen,
see Search for Vendors on page 9

Screen Item

Description

Name

Enter the Vendor name or primary contact name.

Lookup ID

Enter the Vendor lookup ID number. This number is unique to the vendor and
is generated by the program.

Department

Enter the department that the vendor provides merchandise for. For example,
if the vendor provides merchandise for your apparel department, enter
“Apparel.”

SKU/barcode

Enter the SKU/barcode of the item the vendor provides. For example, if the
vendor provides the Whale T-shirt that you sale, enter the SKU/barcode of the
Whale T-shirt.

Country

Enter the country of the vendor

Address

Enter the address lines, such as 7930 Baker Street. You can search by entering
the beginning street numbers. For example, you can enter “79” to bring up all
street addresses beginning with 79. You can use a wildcard character to search
only by street name; *Baker Street or %Baker Street brings up all addresses
containing Baker Street.

City

Enter the city or town. You can enter the entire city name or beginning letters.

State

Select the appropriate state.

ZIP

Enter the Zip code. You can enter the entire code or the beginning digits.

Search (button)

After you enter criteria, to activate the search, click the button.

Clear (button)

To remove your criteria and begin a new search, click the button.
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Screen Item

Description

Results (grid)

The search results appear in this bottom grid. Select a constituent from the
grid to open.

Add (button)

To add a new vendor, click Add.
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For information about how to add a constituent, see Add Vendors on page 11.

Select (button)

In the Results grid, select a constituent and click the button. The constituent
page appears.

Add Vendors
To add vendors to the program, go to Merchandise and click Add a vendor. When you add a vendor,
you enter information such as name, address, description. You can also add a primary contact for the
vendor. After you add a vendor, you can associate merchandise with the vendor. For information about
how to add merchandise, see Add Merchandise on page 13.

Add a vendor
1. From Merchandise, click Add Vendors. The Add a vendor screen appears.

2. On the Vendor tab, under Vendor details, enter the vendor name and description and select an
image for the vendor.
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3. Under Contact information, enter the vendor’s address information, phone, email, and website.
4. On the Primary contact tab, under Personal information, you can search for existing contacts or
add a new contact.
l

l

To search for an existing contact, select Search for existing contacts and click the
magnifying glass.
To add a new contact, select Add a new contact and enter the contacts name,
relationship, and contact information. Click Copy vendor contact information to copy
the vendor contact information to the new primary contact.

5. Click Save. The vendor record appears. For information about the Vendor record, see Vendor
Record on page 12.

Vendor Record
After you search for a vendor or add a vendor, the Vendor page appears.

On the Vendor page, you can view all merchandise supplied by a vendor, address and contact
information, and go to a merchandise record. You can also edit vendor information, delete a vendor,
or mark a vendor active or inactive. For information about how to access the vendor record, see Search
for Vendors on page 9.

Edit vendors
You can edit a vendor’s name, description, website, and mark a vendor as active. If you need to edit
additional information such as the primary contact or address information, you must do so from the
Constituent Record.
For information about how to access the Constituent record, see the Constituent Guide.
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Edit vendor
1. On the Vendor page, click Edit vendor under Tasks. The Edit a vendor screen appears.

2. You can edit the name, description, and website of the vendor. You can also edit the image and
mark the vendor active or inactive. To mark the vendor as inactive, clear the Active checkbox.
3. Click Save. You return to the Vendor page.

Delete vendors
On the Vendor page, you can delete the vendor. To delete a vendor, click Delete vendor under Tasks.
A confirmation message appears. Click Yes. The vendor is removed.

Mark vendors active or inactive
On the Vendor page, you mark a vendor as active or inactive. To mark a vendor as active or inactive,
click Mark vendor inactive or active.

Add Merchandise
After you create departments and categories and add vendors, you can add merchandise to your
inventory. When you add merchandise, you have the option to apply dimensions to your merchandise.
Dimensions allow you to add characteristics about your merchandise and create additional inventory
items. For example, if you add a Whale T-shirt as merchandise without dimensions, you can only have
inventory item of Whale T-shirt. If you add a Whale T-shirt with dimensions of size and color, you can
then create multiple inventory items for the different sizes and colors of the Whale T-shirt. You can
also decide if the merchandise is eligible for discounts.
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Add a merchandise item
1. From Merchandise, click Add merchandise. The Add merchandise screen appears.

2. Under Merchandise information, you enter information about the merchandise.
l
l

l

l

Enter a Name and Description.
In the Department field, select a department for the product. To add a department, click
the icon and enter the name and description for the department.
In the Category field, select a category. To add a category, click the icon and enter the
name and description for the category.
In the Vendor field, select the vendor that supplies this item. To add a new vendor, click
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Add. For information about how to add a vendor, see Add Vendors on page 11.
l

To allow discounts on the merchandise, select Discounts allowed. If you clear this option,
the merchandise is non-discountable.
Warning: If you clear Discounts allowed and then later on the department record you
clear and then re-select the Discounts allowed on merchandise in this department, any
specific merchandise you previously marked as not discountable will be reset and
discounts will be allowed.

l

l

In the Tax field, select which tax to apply. The default merchandise tax is selected
automatically, but you can select another from the drop-down.
To add a picture of the item, in the Image field, click Choose file and select the image
file. To remove the image selected, click Clear file.

3. Under Merchandise details, you enter details about the merchandise such as cost and quantity,
or dimensions.
l

If the merchandise is available with different dimensions, select Merchandise includes
dimensions. Dimensions allow you to enter characteristics about the merchandise, such as
size and color, to create additional inventory items. For example, if a T-shirt may come in
different sizes and colors. In the dimensions grid, enter rows for “Size” and “Color.” Then
on the merchandise page, you can add the different sizes and colors to create additional
inventory items. For more information, refer to Add an inventory item on page 20.
Note: You cannot add multiple inventory items for merchandise if you do not include
dimensions.

l

If the merchandise does not include dimensions, enter the cost, retail price, quantity, and
barcode.

4. Click Save. The Merchandise page appears. For information about the merchandise page, see
Manage Merchandise on page 18.

Search for Merchandise
To locate merchandise in the system, use Merchandise Search. To access the Merchandise Search,
from Merchandise, select Merchandise Search. The Merchandise Search screen appears.
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You can search by merchandise name, department, category, vendor, and SKU/barcode. To include
inactive merchandise, select Include inactive.
After you enter your criteria, click Search. All merchandise that satisfy your criteria appear in the search
grid.

Print or Export Merchandise Labels
You may need to print or export labels for your merchandise, when you receive new merchandise or
additional inventory, or labels are missing. If you do not have the recommended printer and labels,
you can export the list of labels and print using other printers and labels. When you print labels, you
can select a 1-column format or a 3-column format. We recommend you use the Zebra LP 2824 Plus
label printer to print the 1-column format labels. You can print the 3-column with any standard 3
column label paper and printer.
You can also print or export merchandise labels from the merchandise record. However, when you
print from a merchandise record, you can only print the inventory items for that merchandise. For
information about how to print from a merchandise record, see Print or Export Labels on page 22.
For information about the merchandise labels page, see Merchandise Labels Page on page 17.

Print or export a merchandise label
1. From Merchandise, click Merchandise labels. The Print or export inventory item labels screen
appears.
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2. In the Label print format field, select the print format. You can select a 1-column format or a
3-column format. We recommend you use the Zebra LP 2824 Plus label printer to print the 1column format labels.
3. In the Merchandise field, select if you want to view all merchandise, specific merchandise, or
selected merchandise.
• If you select All merchandise, all available inventory items are displayed.
• If you select Specific merchandise, a search field appears for you to search for merchandise.
For information about how to search for merchandise, see Search for Merchandise on page 15.
• If you select Selected merchandise, a search field appears for you to search for multiple
merchandise.
4. To include inactive merchandise, select Include inactive.
5. To include merchandise with no available inventory, select Include merchandise with no
available inventory.
6. Click Refresh inventory list. The inventory that matches your selected criteria appears
7. In Quantity, enter the number of labels needed to print or export for each item. To print or
export all available inventory, click Select all.
8. Click Process. The Merchandise Labels page appears.
9. On the Merchandise Labels page, you can print or export files to *.CSV. For information about
the Merchandise Labels page, see Merchandise Labels Page on page 17.

Merchandise Labels Page
After you enter the quantities of the labels you want or print to export and click Process, You arrive on
the Merchandise Labels page. On this page, you can view the labels, change the format, and print or
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export labels. To change the format, under Change format, click Show label format. To export the
labels, click the export icon. To print the labels, click the print icon.

Manage Merchandise
You can manage specific merchandise from its record. To view the merchandise record, search for the
merchandise you want to manage. For information about how to search for merchandise, see Search
for Merchandise on page 15. The merchandise record contains information about the inventory. You
can view summary information and on the Inventory tab, you can view detailed information such as the
current cost, average cost, retail price, and quantity.

Edit Merchandise
To edit merchandise, on the Merchandise page, under Tasks, click Edit merchandise.

The Edit merchandise item screen appears. On this screen you can change the name and description of
the merchandise, select a different department to associate with the merchandise, select a different tax
to apply, or make the merchandise non-discountable by clearing the Discounts allowed option. Make
the necessary changes and click Save. You return to the Merchandise page.
Warning: If you clear the Discounts allowed option to make merchandise non-discountable and
then later on the department record you clear and then re-select the Discounts allowed on
merchandise in this department, any specific merchandise you previously marked as not
discountable will be reset and discounts will be allowed.

Edit Dimensions
To edit the merchandise dimensions, on the Merchandise page, under Tasks, click Edit dimensions.
The Edit dimensions screen appears.
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Edit the dimensions as necessary and click Save. You return to the Merchandise page.

Manage Inventory
On the Inventory tab, you can manage the inventory items available for a merchandise record.
If the merchandise includes dimensions, you can add specific inventory items. For example, if the
merchandise record is a whale T-shirt with a dimension of size, you can add inventory items for each
available size.
If the merchandise record does not include dimensions, it includes one inventory item. You cannot add
more than one inventory item to a merchandise record that does not include dimensions.
Tip: From Merchandise, you can access and run reports that help you monitor sales numbers and
inventory levels. With the Inventory Report and the Merchandise Sales Report, you can stay aware of

20 CHAPTER 1
sales trends and react appropriately. For example, you can reorder popular items to maintain stock
levels or create discounts to spur sales of less popular items. For more information, see Merchandise
Reports on page 32.

Add an inventory item
1. On the merchandise record, select the Inventory tab. To access a merchandise record, you must
search for the merchandise. For information about how to search for merchandise, see Search for
Merchandise on page 15.
Note: You cannot add inventory items for merchandise without dimensions. To add dimensions
to merchandise, you must delete the existing merchandise record and add it again with
dimensions.
2. Click Add. The Add an inventory item screen appears.

3. Enter the dimension information for the inventory item. For example, if a T-shirt has a dimension
of "Size", you can enter “Medium."
4. In the Cost field, enter the amount that your organization paid for the item.
5. In the Retail price field, enter the amount that your organization sells the item for.
6. In the Quantity field, enter the number of items you have available.
7. In the Barcode/alternate lookup grid, enter the merchandise barcode. The barcode is usually
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shipped on the merchandise. If the merchandise does not have a barcode, you can enter your
own barcode in this field using letter and numbers.
You can also enter alternate lookup IDs to make items easier to find in searches. For example,
you can store the ISBN for a book, or enter different barcodes for an item that comes from
multiple distributors. You can search for the item by the SKU, user-defined barcode, or the
alternate lookup ID.
Note: Altru does not generate barcodes automatically.
8. Click Save. You return to the Merchandise Record page.

Change Inventory
You can also update your inventory on-hand if necessary, such as to adjust inventory quantity or
add an inventory shipment.
1. On the merchandise record, select the Inventory tab. To access a merchandise record, you
must search for the merchandise. For information about how to search for merchandise, see
Search for Merchandise on page 15.
2. Select the inventory item to update, and click Change inventory. The Change inventory
screen appears.

3. Change the inventory as necessary:
• To enter a new quantity on hand, select Set physical count, and enter the new quantity.
• To add a new inventory shipment, select Add inventory shipment. You can update the vendor
and unit cost and quantity of the item. To use the unit cost from the inventory shipment as the
current cost, select Update current cost.
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• To adjust the quantity on hand, select Adjust quantity and, in the Adjust by field, add or
subtract the number of items.
When you adjust the quantity, you must also enter a reason as to why the adjustment was made.
4. In the Comments field, enter any information about the change in inventory that may be
necessary or helpful.
5. Click Save. You return to the merchandise record.

Inventory History
The History tab of a merchandise item record displays every update made to its inventory, such as new
shipments of the item, and changes to the physical count.
You can filter the list to display changes made in specific date ranges, changes of specific action types,
and whether the update to inventory was made manually or through batch.

Note: Unit cost and quantity appear on the History tab of the item record, but vendor and barcode
information only appears on the Inventory tab.

Print or Export Labels
On the Inventory tab of the Merchandise page, you can print or export labels for the inventory items
on the current merchandise record. For example, if you have a Whale T-shirt with inventory items for
blue and red versions of the shirt, you can print or export labels for only those two items. To print or
export labels for more than one merchandise, you can do so from Merchandise, Merchandise labels.
For more information, see Print or Export Merchandise Labels on page 16.

Print or export labels
1. On the Merchandise page, select the Inventory tab. For information about how to access the
Merchandise page, see Search for Merchandise on page 15.
2. Click Print labels. The Print or export inventory item labels screen appears.
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3. In the Label print format field, select the column format you want. You can select the 1column format or 3-column format. We recommend you use the Zebra LP 2824 Plus label
printer for the 1-column format. The 3-column format prints on any standard 3 column label
paper. If necessary, you can also export the labels to *.csv to use with the printer of your
choice.
4. Under Quantity, enter the number of labels needed. To print labels for all available inventory
items, click Select all.
5. After you enter all the quantities, click Process. The Merchandise Labels page appears. On this
page, you can print or export your labels. For information about the Merchandise Labels page,
see Merchandise Labels Page on page 17

Documentation
On the Documentation tab, you can add notes to track helpful or interesting information about your
records. You can save links to websites or related materials stored outside of the program. You can
also attach items directly to records. When you attach a file, the program stores a copy in the database.

Attachments
You can attach items to records. When you attach a file, the program stores a copy in the database.

Add Attachments
You can use attachments to track additional details about records. When you attach a file, the program
stores a copy in the database.

Add an attachment
1. Go to the Documentation tab of a record.
2. Click Add attachment. The Add an attachment screen appears.
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3. Select an attachment type. Enter the date, title, and author. To search for the attachment, click
Choose file.
4. Click Save. You return to the Documentation tab.

Add an Attachment Screen
Screen Item Description
Type

Select the type of attachment. The system administrator configures attachment types.

Date

Enter the date of the attachment.

Title

Enter the title, or purpose, of the attachment.

Author

To search for the author, click the binoculars. A search screen appears.

File

To locate the attachment, click Choose file. To view an attachment, click Open file. To remove
an attachment, click Clear file.

Edit Attachments
On the Documentation tab, you can edit an attachment. You can remove a file and choose a different
file. You can also view an attachment.

Edit an attachment
1. Go to the Documentation tab of a record.
2. Click the double arrows beside an attachment and click Edit. The Edit attachment screen
appears.
3. Make changes as necessary to the attachment type, date, title, or author. To view an
attachment, click Open file. To remove an attachment, click Clear file. To select a different file,
click Choose file.
4. Click Save. You return to the Documentation tab.

Delete Attachments
After you add an attachment to the Documentation tab, you can delete it as necessary.

Delete an attachment
1. Go to the Documentation tab of a record.
2. Click the double arrows beside an attachment and click Delete. A confirmation message
appears.
3. Click Yes. You return to the Documentation tab, and the attachment no longer appears.

M ERCHA N DISE

25

Media Links
On the Documentation tab, you can save links to websites or related materials stored outside of the
program.

Add Media Links
When you add a media link, you enter the website address.

Add a media link
1. Go to the Documentation tab of a record.
2. Click Add media link. The Add a media link screen appears.
3. Select a media link type. Enter the date, title, and author. Enter the URL for a website.
4. Click Save. You return to the Documentation tab.

Add a Media Link Screen
Screen Item

Description

Type

Select the type of media link. The system administrator configures media link types.

Date

Enter the date of the media link.

Title

Enter the title, or purpose, of the link.

Author

To search for an author, click the binoculars. A search screen appears.

Media URL

Enter the URL for a website.

Edit Media Links
You can edit the URL for a website.

Edit a media link
1. Go to the Documentation tab of a record.
2. Click the double arrows beside a media link and click Edit. The Edit media link screen appears.
3. Make changes as necessary to the media link type, date, title, or author. You can edit the URL
for a website.
4. Click Save. You return to the Documentation tab.
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Delete Media Links
After you add media links to the Documentation tab, you can delete them as necessary.

Delete a media link
1. Go to the Documentation tab of a record.
2. Click the double arrows beside a media link and click Delete. A confirmation message
appears.
3. Click Yes. You return to the Documentation tab, and the media link no longer appears.

Notes
On the Documentation tab, you can add notes to track helpful or interesting information about your
records.

Add Notes
On the Documentation tab, you can track notes about your records.

Add a note
1. Go to the Documentation tab of a record.
2. Click Add note. The Add a note screen appears.
3. Select a note type. Enter the date, title, author, and the content of the note.
4. Click Save. You return to the Documentation tab.

Add a Note Screen
Screen Item

Description

Type

Select the type of note. The system administrator configures note types.

Date

Enter the date of the note.

Title

Enter the title, or purpose, of the note.

Author

To search for an author, click the magnifying glass. A search screen appears.

Notes

Enter the content of the note.

Edit Notes
On the Documentation tab, you can edit notes as necessary.
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Edit a note
1. Go to the Documentation tab of a record.
2. Click the double arrows beside a note and click Edit. The Edit note screen appears.
3. Make changes as necessary to the note type, date, title, author, or note content.
4. Click Save. You return to the Documentation tab.

Delete Notes
After you add notes to the Documentation tab, you can delete notes when necessary.

Delete a note
1. Go to the Documentation tab of a record.
2. Click the double arrows beside a note and click Delete. A confirmation message appears.
3. Click Yes. You return to the Documentation tab, and the note no longer appears.

Notifications
Notifications allow you to share important information about a record or a group of records with
users. You can determine whether all users should receive a notification or only a targeted group of
users. For example, you notify all users to when they open the record of a board member.
Notifications are not available for every record type. They are available only for:
• Bank Account Adjustment records
• Bank Account Deposit records
• Bank Account Deposit Correction records
• Constituent records
• Event records
• Membership records
• Revenue records
Notifications appear on the information bar of a record.
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Note: Notifications for constituents also appear in the Constituent Window of a revenue batch.
You can also set notifications to appear on a separate screen when users view a record. The notification
screen appears the first time a user views a record during a session. If you leave the record and return
within 60 minutes, the notification screen does not appear again. However, if you return after more
than 60 minutes, the notification screen appears again.
You can create notifications for groups of records in Administration. You can also create notifications
for a record from the Documentation tab of the record.

Add Notifications to Specific Records
On the Documentation tab, you can add a notification to a note on a record. You can select or create a
note with the notification’s message and add the notification to the note.

Add a notification
1. Go to the Documentation tab of a record.
2. Select a note to use for the notification. The note’s title and text appear as the notification.
Note: You must add a note to the record before you can add a notification.
3. Click Add notification. The Add notification screen appears.
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4. Select how long to display the notification, whether to display it in a notification window, and
the users who view the notification.
5. Select how long to display the notification, whether to display it in a notification window and
in Daily Sales, and the users who view the notification.
Note: When you select Display in Daily Sales, we recommend you avoid smart queries and
complex query criteria for notifications because it could cause a degradation in performance.
6. Click Save. You return to the Documentation tab.

Edit Notifications for Specific Records
After you add a notification to a record, you can edit its properties on the Documentation tab. You can
change how long to display the notification and who views it. To edit the notification’s content, you
edit the note associated with the notification.

Edit a notification
1. Go to the Documentation tab of a record.
2. Click the double arrows beside the note with the notification and click Edit notification. The
Edit notification screen appears.
3. Make changes as necessary to the notification, such as how long to display it and who views it.
Note: To edit the notification title or content, edit the note itself.
4. Click Save. You return to the Documentation tab.
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Delete Notifications from Specific Records
On the Documentation tab, you can delete a notification when you no longer need it.
Note: For a constituent record, go to the Documentation and Interactions tab. Then click
Documentation.
To remove a notification from a record, click the double arrows beside the note with the notification
to remove and click Delete notification.

Open Attachment Files
After you add an attachment on the Documentation tab, you can open the attachment. To do this, click
the double arrows beside the attachment and click Open file.

View Discounts Available for Merchandise
Whether merchandise is eligible for discounts depends on the merchandise department to which it
belongs. If the Discounts allowed on merchandise in this department option is selected on the
associated merchandise department record, the merchandise in that department can be discounted.
For more information, see Merchandise Departments on page 7.
If merchandise is eligible for discounts, you can determine on an individual basis when the
merchandise is added whether an item can be discounted. For merchandise that have discounts, select
the Discounts and Taxes tab on the merchandise record to view a list of all available discounts.
Note: If eligible, you can set up specific discounts that are applied to the merchandise during a sale.
For information to help you set up merchandise discounts, see the Discounts and Promotions section
of the Tickets Guide.

View discounts available for a specific merchandise item
1. Access a merchandise record. To locate a specific record, from Merchandise, click
Merchandise search. For more information, see Search for Merchandise on page 15.
2. From the merchandise record, select the Discounts and Taxes tab. The Discounts available
section displays the name, calculation type, and value of all discounts available for this item.
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Note: The Discounts available section appears on the Discounts and Taxes tab only if the
merchandise is eligible to be discounted.

View Taxes Applied to Merchandise
If a merchandise item has a tax applied, it appears in the Tax rate field. For more information about
how to configure merchandise taxes, refer to Merchandise Taxes on page 7.
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Merchandise Sales Report
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Merchandise Activity Report
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Physical Count Worksheet
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From Merchandise, you can access and run reports that help you monitor sales numbers and inventory
levels. With these reports, you can stay aware of merchandise sales trends and react appropriately. For
example, you can reorder popular items to maintain stock levels or create discounts to spur sales of
less popular items.

Inventory Report
With the Inventory Report, you can view all merchandise items that are currently in stock according to
the sales data calculated by the system.
You can also use this report to track merchandise levels. If a specific merchandise item is running low,
you know to reorder it before you sell out. If you notice an item is slow to sell and you have excess
inventory, you can set up a discount for that item in an attempt to help sales.
To view this report, from Merchandise, click Inventory report. The Merchandise Inventory page
appears. In the Department field, select whether to include inventory items from all or specific
departments, or a selection of items based on a department query. In the Group by field, you can
group the report results by groupings such as Category, Department, and Vendor. If you group the
report by a specific grouping, you can also select the report type such as detailed or summary. To
include inactive merchandise items in the report, select Include inactive. After you select the options,
click View Report.
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The report displays information such as the item details, quantity, average cost, inventory value, and
retail price.
Note: If you use multiple vendors for a merchandise item, it’s important to know that this report
displays the primary vendor, which may not be the vendor used for the last inventory shipment.
Specifically, the report displays the primary vendor entered on the Change inventory screen of the
merchandise item's record. To verify the primary vendor, on the Inventory tab, select the inventory
item and click Change Inventory.
If the Vendor field is left blank on the Change inventory screen for a shipment, the report displays
the detail vendor entered on the merchandise record. To verify the detail vendor, select Edit
merchandise under Tasks. (This is also the vendor that displays at the top of the merchandise record.)
When you reorder this item, first check its History tab to make sure you choose the correct vendor.
See this KB article for more information.

Merchandise Sales Report
With the Merchandise Sales report you can view all merchandise sales revenue your organization has
earned.
To view this report, from Merchandise or Sales, click Merchandise sales. The Merchandise Sales page
appears. You can use the filters to set parameters such as department, sales method, and date. You can
also group the report by category, department, and vendor. After you set the filters, click View Report.
Note: If you group by vendor, the inventory items are listed under the vendor from their last
shipment. If there are no shipments for an item, the report uses the vendor recorded on the
merchandise item.
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For each inventory item included, the report displays values for gross sales, discounts and refunds as
well as calculated values for net sales, profit, and margin.

Merchandise Activity Report
The Merchandise Activity report displays information about the merchandise you have sold and have
on hand during a given time period.
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You can filter the report by merchandise department, vendor, and date. You can also filter the report to
show only items with activity within a time period. To do this, select Only show items with activity in
this time period.
You can view information such as the merchandise SKU, name, category, quantity on hand, and quantity
sold. The Quantity on hand column displays the number of items available at the time the report is
generated and the Quantity sold column displays the number of items sold during the selected time
period. Quantity sold also includes refunds during the given time period. For example, if during the
time period of 1/1/2012 to 1/7/2012 you sold 9 shirts, but 4 were returned you have a quantity sold of
5.
To view this report from Merchandise, under Reports, click Merchandise activity.

Physical Count Worksheet
The Physical Count Worksheet is a report used to manage the physical count of your inventory items.
When you run this report, you can select a department and whether to include inactive inventory items
and a column for quantity on-hand. Do not include the quantity on-hand if you want to ensure an
unbiased count or a third-party is doing the physical count.
When you run the report the inventory items for your selected department appears. We recommend
you print the worksheet to use while you count your inventory items.
After you finish your count, you can use the Merchandise Physical Count batch to enter your results. For
information about the Merchandise Physical Count batch, see the Batch and Import guide.

