Adding Names to Report Categories
Can be used to add or edit names to items on reports. For example, a name can be added to be shown along with the account number on the 50 House Accounts Report. This procedure can also be used to add/edit names to the Super Categories on the 30 Total Sales by SuperCat Report.

1. Select ‘File’ on the top of the SNC_TS Sierra Terminal Server Program and then select ‘Sales Data Edit’. (Note: USE Keyboard Only for all steps below this)

2. Down Arrow to ‘POSTR Sales Records’ and Page Down to open.
3. Tab to ‘RPT#’ and enter two digit number, i.e. 50 for House Accounts.
4. Tab to ‘Item’ and enter the data that the name will be added, i.e. 1100 (Active House Account number)

5. ESC to display form, data should become visible in fields at bottom of form unless adding new account.
6. Tab to ‘Description’ and enter name as you want it to appear on report.

7. ESC to save

8. For adding more names repeat steps 2-7.

9. End to Quit

