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Create, edit and delete Items 

Items are the goods and/or services that you sell to your customers. 

There are two types of masterfile records that are available for items. 

 Item Categories 
 Items 

You also have the option to renumber your item codes in Accounting. 

Item Categories 

If you want to, you are able to use item categories to group your items. This is done mainly for 
reporting purposes. You can use item categories to group your items by range or supplier. 

You do not have to create item categories for your stock. You can start or stop using item 
categories at any time, but you cannot delete an item category if there are items linked to it. 
Item categories are set up by clicking on the Items…Lists…Item Category option. In this screen, 
you are able to edit or delete categories by clicking on the links for each category. 

 

To create a new category, click on the Add Category button and then enter the name for the new 
category in the window that opens. 

 

http://help.accounting.sageone.co.za/en_za/accounting/create-edit-and-delete-items.html
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Creating Items 

In this function, you maintain records for the goods and/or services you sell to your customers. 
You cannot sell anything to customers unless you have items. 

You purchase items from suppliers, and you sell items to customers. You can view sales and 
purchase statistics, so you know how many units you are buying and selling each month, and 
their values. 

You can access this function by selecting Items…Lists…List of Items. 

 

To create a new stock item, you will click on the Add an Item button. 

http://help.accounting.sageone.co.za/en_za/accounting/create-edit-and-delete-items.html
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At the top of the New Item screen, you will enter and view information about the item. 

It is very important that you select the correct Item Type for your item – whether it is a physical 
item or a service item. 
You use service items to sell maintenance contracts, consulting hours and so on. You can also 
use them for postage / delivery costs. 
For new items, you can enter opening cost and quantity values. 

To skip between the master files, click on the next or previous links. 

There are nine tabs on the items screens. 

 Details 
 Price Lists 
 Activity 
 Notes 
 User Defined Fields 
 Purchases Graph 
 Sales Graph 
 Sales vs Purchases Graph 
 Picture 
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The Details Tab 

In the Details tab, you enter the exclusive or inclusive selling prices. You are able to enter your 
own purchase or selling prices on documents when you process them. 

You can enter additional information in the Unit field for example a unit of measure for the item. 

Select the sales or purchases account from the fields available. 

As soon as you enter your inclusive or exclusive amounts, Sage One Accounting will 
automatically work out the GP% as well as the GP Amount per item. 

The Price List Tab 

Under the Price List Tab you can set specific prices for each additional price list that you have 
set up: 

 

The price lists must be set up in the company settings before it will display under the Price Lists 
tab. 
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The Activity Tab 

The Activity tab displays the opening balance value and the value of any adjustments that have 
been made. It also displays the total values for customer and supplier invoices, customer and 
supplier returns and the quantity of stock on hand. Below is an example of an activity tab for an 
item that has transactions. 

 

Click on the detail link to view a detailed activity sheet of the item. Below is an example of the 
Tax Invoices detail screen: 

 

The Notes Tab 

In the Notes Tab, you enter notes for the item. If you are creating a new item, the tabs will open 
on the Notes tab since there is no activity for the item as yet. If you create a note without entering 
an action date, the system date, or entry date, will be used as the Action Date. Notes display in 
the Dashboard until they have been marked as completed. 

You can also add attachments by clicking the  button. 
Individual files may not exceed 2 MB in size. A maximum of 5 attachments per note or 
transaction can be added. 
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The User Defined Fields Tab 

In the User Defined Fields Tab, you can enter additional fields. If you have defined the names of 
the fields in the User Defined Fields function, you can enter the specific information here. 
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The Sales Graph and Purchases Graph Tabs 

In the individual Sales and Purchases Graph tabs, you can see sales and purchase activity in a 
graph format on each tab. You can drill down to transactions by clicking on the bars in each 
graph. 
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The Purchases vs Sales Graph Tab 

In the Purchases vs Sales Graph tab, it will display your Purchases and Sales on one graph. This 
will enable you to compare buying and selling patterns per item and, over time to develop more 
efficient buying practices. 

 

The Picture Tab 

In the Picture tab, you can add a picture of the item. The picture will be saved on the Accounting 
Document Store. The supported file formats are .jpg, .tiff, .gif, .png, and .bmp. 

 

Click on the Add Picture button to add the picture. 

To edit an item, click on the Actions option on the item line and select the Edit option or you can 
click on the green item code link. 

To delete an item, click on the Actions option on the item line and select the Delete option. 
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Other Bulk Actions 

Accounting allows you to update certain fields on the item masterfiles in bulk without having to 
edit one item at a time: 

 

Check all the items that you want to update and click on the Update button: 
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Once you made the change, click on the Save button. 

Mark As Active/Inactive 

You can also set items as active or inactive in bulk. Check all the items that you want to update 
and click on the Mark As Active/Inactive button 
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Renumbering your item codes 

Accounting has the option that you can renumber your item codes. 

To access this function, select the Items…Special…Renumber Item Codes option. 

 

Enter the new item code in the New Item Code field and click on the Renumber Item Codes 
button. 

 

 

 

 

  

http://help.accounting.sageone.co.za/en_za/accounting/create-edit-and-delete-items.html
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Item Adjustments 

When you create a new item, you can enter an opening cost price and quantity on hand. 
Thereafter, the quantity adjusts as you purchase and sell the item. The cost price adjusts as you 
purchase items. The system calculates a new cost price, using average costing, each time you 
purchase items. 

There are times when the quantity or the cost price can become incorrect. For example: 

 You may enter an incorrect cost price when you purchase, and the system then calculates 
the new price using incorrect data. 

 You may purchase into the incorrect item, with a different cost, and the system calculates a 
new cost price that is not correct. You will also have the incorrect quantity on hand for both 
the correct and the incorrect items. 

 You may have stock losses through errors, theft, or breakage, and so the quantities on 
hand can become inaccurate. 

You use this function to correct errors such as these. You can also use this function to make 
percentage adjustments to selling prices for a range of items. 

To access this function, select the Items…Transactions…Item Adjustments menu option: 

 

You can adjust the selling price or the quantity on hand. 

Click on the Next button. 
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Click on the Next button to see the Adjustment Results. 

 

The value of Item Adjustments will be reflected on the Profit and Loss report, in the Cost of Sales 
section. Item Adjustments does not affect the Trail Balance. 

You also have the option to do item adjustments for Quantity on Hand and/or Average Cost using 
a Quick Entry Grid: 
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Click on the Next button: 

 

Enter the Adjustment Date as well as the Reason for the adjustment. Accounting allows you to 
import new items. 

Click on the Load All button to make adjustments to all your items: 
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You can only edit the New Avg Cost and New Qty on Hand fields. Click on the Save button to 
process the adjustment. 
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Item Opening Balances 

When you purchase an item, you can enter an opening balance and a date at which the balance 
applies. Once you process any transactions for the record, you cannot change the opening 
balance fields in the edit function. Instead, you use this function should you need to change the 
opening balance. 

 Click on the Items…Special…Adjust Item Opening Balances option. 
 The following screen will be displayed: 

 

This option will adjust the opening quantity and opening cost that you entered when creating an 
item. 
You should only use this option if the opening balance values you entered were incorrect and 
you are unable to change them because you have processed transactions using the item. 
Adjusting the opening balance will not recalculate your average cost. 
 Select the item from the Item drop down menu. 
 Enter a reason for the adjustment in the Reason field. 
 Enter the new opening balance in the New Opening Balance field. 
 Select the date when the opening balance was adjusted in the Opening Balance as At 

calendar look up field. 
 Click on the Save button to save the adjustment that was made. 

If the opening balance period falls within a closed VAT period or a locked financial year, you will 
not be able to adjust the opening balance. 
It is recommended that you seek professional advice from an accountant or auditor before 
adjusting your opening balances. 

  

http://help.accounting.sageone.co.za/en_za/accounting/item-adjustments.html
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Adjust Selling Prices 

Accounting allows you to adjust your Item Selling Prices. 

To access this feature, select the Items…Transactions…Adjust Item Selling Prices menu option: 

 

The following three Adjustment Options are available: 

 Adjust Selling Prices 
 Adjust Selling Prices using Quick Entry Grid 
 Copy from another price list 

Adjust Selling Prices 
This option will allow you to: 

 Update ALL or a selection of your price lists; 
 Update based on Selling Price, Average Cost or Last Cost; 
 Specify which items or item categories to update; 
 Increase or decrease the price by using an adjustment percentage; 
 Round the inclusive price; and 
 Update any recurring invoices which contain these prices. 
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Quick Entry Grid 
This option will allow you to: 

 Only update one price list at a time; 
 Update based on Selling Price, Average Cost or Last Cost; 
 Specify which items or item categories to update; 
 Increase or decrease the price by using an adjustment percentage; 
 Round the inclusive price; 
 Update any recurring invoices which contain these prices; and 
 To adjust the prices in the grid itself (can also adjust the GP% in the grid). 
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Copy from another price list 
This option will allow you to: 

 Copy the Selling Prices from one price list to multiple other price lists; 
 If you would like to copy and increase the price from an existing price list you would first 

copy the price list and then return to the wizard and adjust the selling price based on 
another selling price. 

These changes will update all the underlying prices in the item Masterfile (linked to the relevant 
price list updated). 
The User will have the option to update recurring invoices or not, depending on whether the 
prices being updated have an impact. 
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Item Reports 

Reports are available both in the Reports menu and from the many Reports sections on screens 
in Accounting. You are able to drill down to the transactions by clicking on a line in the report if 
the reports are printed in detail. 

You can change the dates to preview the report for in the Date Range drop down menus. Click 
on the Refresh button to refresh the details on the report. 

Report Summary 

Item Listing This lists the item details, either in summary or in 

detail. You can optionally include user defined 

fields on the report. 

Sales by Item This analyses sales by item, showing your gross 

profit on sales as an amount and a percentage. 

Purchases by Item This analyses purchases by item and can be 

printed for a specific category. You can also select 

to print information for only service items, physical 

items or both. 

Item Movement This shows movement details for items. It is useful 

for tracking how many items were bought and sold 

in a particular time frame. 

Item Valuation This report shows you the value of stock that you 

have and can be printed at either an average cost 

price or the last cost price. 

Customer Quotes by Item This report analyses your quotes by item. 

Supplier Purchase Orders by Item This report analyses the purchase orders by item. 

Price Lists Report This report lists the items with the selected Price 

Lists. 

 

 


