
Operation Educate
Summarize Items

The item summary feature helps you view item performance patterns by
letting you quickly view item transactions. I will show you how to set this up
on both Windows and Mac below.

WINDOWS:
1. Open Inventory. Go to an Item that you would like to see a summary for.
2. Click the "Summary" button in the bottom right corner.
3. You will be presented with the following window

Period Type: Choose to summarize the information by month, quarter, or year. This determines if a line item on

the item summary will summarize information for a single month, a quarter, or an entire year.

Group By Field: Select the criteria you want used in grouping items into an item line. For example, select Item ID

to view summary information for an individual item. Select Misc 3 to view summary information for a particular

group of items. The range of item grouping can vary from individual items to entire departments of items.

Group By Value: Enter the specific definition for the Group By Field previously selected. For example, if you

selected Item ID you would enter a single item ID such as 1015. If you selected Misc 3, you would enter a

Subcategory such as Accounting.



4. Click OK and you will be presented with the following window

Enter a range of months to summarize in the From/To Month/Year fields.

5. Click OK and you will be given your summary report. Example below



MAC:
1. Open Item Summary Definition. INVENTORY>MISC>SUMMARIZE ITEMS
2. You will be presented with the following window

Process Month: You can process an individual month by entering the year and month then pressing the

Summarize button. Repeat for each month to be included.

Process Year: You can process an entire year by entering year then pressing Summarize button. This will take a

good amount of time if you have a large database.

Summary Years: Define the Summary Years by entering the current and previous year. Two tables will be shown.

The year entered in the first field will show in the left table and the year entered in number two will be shown in

the right table. Two previous years can also be summarized. Once the years have been entered you must click the

Update button.

Update: Click the Update button to update the year headings shown on the Item Summary when the Summary

Years are changed. It will not move the information with the heading.

Roll Years: Click the Roll Years button to move the summarized information from year two to year one. There

will no longer be any information for year two. After rolling the information, you need to type in the correct date for

Year One and Year Two then click the Update button.

3. Once the summary is finished. Go to an Item that you would like to see a
summary for.
4. Click the "Summary" button in the bottom right corner and you will be
given your summary report. Example below




