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Simple Steps For Setting Up Your 
Embroidery Business For Success!

Module 4
Importing Your Product & Customer 

Information - Classes

Learning Objective:

•Learning Objective: To learn how to Import 
your Import Lists of Customers, and 
Vendors, Non-Inventory Lists which are your 
products you order for your customers and 
Service Items List which will be your Price 
Lists. 

In This Module I Will Cover:

• Importing your Lists
•Working with Classes
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Part 1
Importing Your Lists

Preparation For Importing

If your Chart of Accounts is not yet 
completed, you must go back and get 

that completed before you can 
move on!

Preparation For Importing
•You will need to keep each list type 
separate. 

•Do not try to put a screen print price list on 
the same sheet as your embroidery price list 

•You must have the columns and accounts 
set up correctly

•Create a sample page to make sure that it is 
importing correctly.
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Product With Prices
• If you are adding your products bundled with 
the decorating option price such as a shirt 
with the embroidery, you will need to add 
this bundle as a total price.

•You will also need to add the Corporate price 
list for the Decorating Option only.  

Check Track Quantity & Price/Rate

Part 2
Categorizing With Classes
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Turning On Track Classes

Tracking With Classes
•Classes help you track financial results by 
categories such as business unit, location, 
partner, salesperson or item type.

•You can also keep track of your No. one 
accounts inside of your wholesale or 
corporate types of customers. 

•You can run a report to see how many 
transactions you are doing of each logo.

Turning On Track Classes
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Turning On Track Classes

Setting Up Classes

• Think very carefully about your categories
• Only allowed 40 Classes & Locations 

combined

Setting Up Classes
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Create Classes

Categories of Classes

•Product Type
•Customer Type
•Logo Type
•Supplies Type
•Sales Person
•Catchall Class
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Action Steps

•Create a Sample to Import
• Import all of your Import Sheets
•Make a list of Classes
•Set up your Classes

Next Lesson

•Create Work Orders
•Create Invoices
•Talk about necessary Reports
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