Altering Existing Inventory

Rose 3.0 - Inventory » ALTER

In each screenshot, the yellow boxes show what to click. Numbers give the order.

Overview

Once an item is in your inventory, you can change it from the Inventory screen: its price,
quantity on hand, name, consignor, category, brand, label, taxes and which locations it sells at.

Where to find it: Dashboard > menu (=) > Inventory.

Find the item

1 Open the menu (=) and click Inventory.
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™ Take-outs

Click Inventory in the menu (1).

2 In SEARCH, type the SKU, or the consignor, brand, description, size, color, location or date,
and press ENTER. Every word must match, so smith dress finds dresses from consignor
Smith.

3 Click the ALTER pencil at the left of the item. You can also click the item's row, then ALTER
at the top.

Rose 3.0 - Altering Existing Inventory Page 1



SEARCH CREATE ALTER TRACK ITEM PRINT LABELS IMPORT IMPORT FROM SC

SEARCH INVENTORY

EARCH
SEARCH SKU, consignor, category, brand, description, size, color, location, date or pric. = CLEAR |

EVEry Worg MUST Maten (£.6. STith oress). UBLes 35 SNOWN on SCreen. Press BN EH 10 Searc.

SORTBY
DEFAULT (NEWEST ~ SORT DESCENDING
SEARCH RESULTS
PAGE
1 e < « > >| SHOWING 1 TO 100 OF 56303 ITEMS, SORT
SELECT OPTIONS: 0 SELECTED SELECT ALL UNSELECT ALL PRINT LABELS FOR SELECTED ‘
SEI.EC"G_TEH LABEL SKU = ITEM NAME = VARIATIONS BRAND ¢ CATEGOFR
of - 157610951 NAVY DRESS JONES NEW YORK ~ WOMEM:
= » 157611740 LACE BLUE TOP FHILOSORHY WOMEN!
£ L 157612201 BOW TOP UIZ CLAIBORNE WOMEN!
] * 157612816 BLUE BUTTON UP WORTHINGTON WOMEN!
i L 1576129087 ORANGE CROP LONDON KAYE WOMEN:

Search for the item (1), then click its ALTER pencil (2).

Change the item
4 The ALTER INVENTORY ITEM screen opens with everything about the item.

ALTER INVENTORY ITEM

CONSIGMOR -
CONSIGMOR[CREATE MILLER - #21407 b4
SKU HOME LOCATION
GENERATE SKU 157610951 CLOTHING STORE

Labels, reports and tawes use
this Incation. Add more under

SELLS AT.

ITEM NAME

HAVY DRESQ
> DESCRIPTION (OPTIOMAL) - CLICK TO ADD
CATEGORY » BRAND

WD : WOMENS DRESS - JONES NEW YORK
SIZE COLOR

&8 NAVY
QUANTITY EA.COST

1 0.00

LEAVE BLAMK IF NOT COUNTED

To move the item to another consignor, pick them in CONSIGNOR.

5 Change what you need:
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The price EA.PRICE

How many you have QUANTITY (leave it blank if you don't count this item)

The name or description ITEM NAME, DESCRIPTION

Who the item belongs to CONSIGNOR

Category, brand, size or color CATEGORY, BRAND, SIZE, COLOR

The consignor's share SPLIT %

When it expires EXPIRY DATE

Discounts CARDCOLOR (color tag discounts), NO DISCOUNTING

The label size LABEL. Picking a jewelry label gives the item a new 6-character
SKU.

The photo UPLOAD IMAGE (JPEG or PNG, up to 10 MB) or DELETE IMAGE

» DESCRIPTION (OPTIONAL) - CLICK TO ADD

CATEGORY - BRAND
WO : WOMENS DRESS ~ JONES NEW YORK
SIZE COLOR
8 NAVY
QUANTITY EA.COST
1 0.00
a2l T e oL
EA.PRICE - EA.FEE
12.99 1.00
PRICING TYPE SPLIT %
FIXED_PRICING ~ 400
IN FAVOR OF CONSIGNOR
CARDCOLOR SHELF DATE
blue > 11/8/2026
EXPIRY DATE LOW THRESHOLD
2/712027 i 0
LOW WARNING SQUAREVZID
NONE v BAGHYASDW733JKVLUNSYMWIY

SQUARE SYNC
NOT SENT YET

LAREL

QUANTITY and EA.PRICE are the changes stores make most.

Selling at more than one location? Under SELLS AT, switch on each location the item is for
sale at and enter how many are there. QUANTITY is the total of all of them.
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SELLS AT

Switch on every Sguare location this item is for sale at, with how many are there. QUANTITY is the total of ali of them.

@ ) CLOTHING STORE (HOME - set at the top) 1

FURNITURE STORE

KIDS STORE

FOR SALE AT ITS HOME LOCATION ONLY

SELLS AT: the locations this item is for sale at.

Save

6 At the bottom, click SAVE ITEM CHANGES to save and stay on the item, or SAVE AND
CLOSE to save and go back to the list. CLOSE WITHOUT SAVING leaves everything as it
was.

COPIES THIS ITEM AS LAST SAVED.

SAVE ITEM CHANGES SAVE AND CLOSE CLOSE WITHOUT SAVING VIEW IN SQUARE

SAVE ITEM CHANGES (1) or SAVE AND CLOSE (2).

Changed the price? Print a new label: click the red tag in the item's LABEL column. See
Print a Label.

Questions

An item is missing from my inventory. Where did it go?

Check Reports > DELETED ITEMS. It shows every item that left inventory and who removed it,
and PUT BACK returns it.

Need more help?
Visit the Help Center on our website, consignorconnect.com, ask your Rosebot, or email
support@consignorconnect.com.
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