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Item Groups 

Item groups are a great way to help manage your data.  Item groups give you the ability to group accounts, cashiers, customers, items, 

suppliers, drugs, doctors, patients, pharmacists and nursing homes to assist easy recall, reporting and many other functions.  

Creating an Item Group 

1. On the Assistants tab, click Group, then click New. 

2. Complete the Name and Description as required. Then select Item from the Group Type and click OK. 

 

 
 

 The item group has now been created.  

3. Add items to the item group using the instructions below. You can add individual items or groups of items. 

Adding Items to an Item Group 

Adding Single Items 

1. Click Add Entry. 

2. To add items one at a time search for the required Item. 

3. Find the required item in the list on the left-hand side, select it, then press the arrow that points to the right to move it across. 

 

 
 



  

4. Continue to add items to the right-hand side as needed. Once all the items have been added click OK to complete the Item Group. 

 

 Items groups are not locked so items can be added or removed at any time. 

Adding Groups of Items 

1. Click Add Entry. 

2. Click on the down arrow next to the search button. 

 

 
 

3. Select one of the options e.g. Department. 

4. Select the required Department from the drop-down list and click Search. 

5. All the items in that department will now be displayed on the left-hand side. 

6. To add all items in this department into the group click the double right arrow to move them across. 

 

 
 

7. To select certain items from the list you can hold down CTRL on the keyboard and then select the required items. To move only the 

selected items across, click the single right arrow.  

 

 
 

 The single arrows move only the selected items, whereas the double arrow moves everything regardless of what is selected. 

 


