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Create categories and sub-categories for your items and parts for searching and sorting purposes. The following

instructions apply to both items and parts.

Adding a New Category

Click “New Category” in the upper left corner.

Input the name of the category then click the check mark on the right side of the page to save.

Adding a New Sub-Category

You can add sub-categories to a category to further classify items or parts. Click the plus sign icon to the right of the

category you want to create a sub-category for.



Input the sub-category name and click the check mark on the right side of the screen to save.

Note: View sub-categories within a category by clicking the black arrow to the left of the category name

Adding Items (or Parts) to Categories or Subcategories

Click the arrow icon to the right of the category or subcategory you would like to add items (or parts) to.

Check the boxes to the left of the items/parts you would like to add. If you would like to add a new item/part click "Create

Item" (or "Create Part") in the upper right corner, complete fields (See items and parts), and click "Save". After you are

finished, click “Add Items” (or “Add Parts”) in the bottom right corner to update.

https://sedonaone.knowledgeowl.com/help/items
https://sedonaone.knowledgeowl.com/help/parts



