Easy Organizer Suite™

Threads Organizer™ Module Pack

easythreads™ Module

Lesson 2 - How to Work with My Inventory

Welcome to the easythreads™ Lessons series. As you follow through each lesson,
you will learn new and exciting aspects of the easythreads™ Module and by the end of

the series you will be an expert! Each lesson will build on the last, so be sure to go
through the series in order. Our second lesson will show you how to add, edit and
delete My Inventory Lists and how to add and delete threads from the lists.

Adding a new My Inventory List

1. To begin, open Easy Organizer Suite™ and select the easythreads™ Module.

If you are not already in the easythreads™ Module, then select Modules -
Threads Organizer - easythreads from the menu, or you can click on the

easythreads™ icon in the toolbar.
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easythreads™ Lesson 2 — How to Work with My Inventory

2. To open My Inventory, select View - My Inventory.
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easythreads™ Lesson 2 — How to Work with My Inventory

3. To add a new My Inventory List, click on the Add button.

[uo Fan !\va Tooks Amwuln Wedow  Help =

LAL_IEJQI_I & [~ pinlm| [Eime -] ne |

l Available Threads My Inventory [ Links
B () agees® Rayon No. 40 ~ 1 LastUpdatod: TN02011 4:47.57 PM
[Fm : B Notes: My Main Inverscey Chart [ =
[ AddThesd ToChat | i1 |
Swach Cox | Nare Codu Faw »
B Ve hee ] (e ) & | oo |
i S Pup Puagd -’
Pighe llmmvw
Swalch | Buard Cole  Name Coox Fa | Arvount Lacwn
. | _'!
uylm Iﬂ)"md: WMNQ au zmv nzm

4. The Add/Edit Inventory List form will open. Enter the name and notes in the
form. For this lesson, let’s enter this information:

Name: My Madeira Rayon Threads

Notes:  Thisis a list of all the Madeira Rayon threads that | have.

Name; lMy Madeira Rayon Threads

This is a list of all the Madeira Rayon threads
that | have. =

Last Updated: 471922011 10:02 &M

Picture... | I 0K I Cancel
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easythreads™ Lesson 2 — How to Work with My Inventory

5. To add a picture to your new Inventory List, click on the Picture... button. The
Add/Edit Picture form will open. Click the Browse... button to find a picture on
your file system.
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6. Find a picture on your file system and click on the Open button to add the picture
to your new Inventory List.
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easythreads™ Lesson 2 — How to Work with My Inventory

7. The picture will display in the Add/Edit picture form. Click on the OK button to
accept the picture and close the Add/Edit Picture form.
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8. Now click on the OK button of the Add/Edit Inventory form to add your new
Inventory List.

777

Add/EditInventory List SEEs
Name: ]My Madeira Rayon Threads
Notes: This is a list of all the Madeira Rayon threads  «

that | have.

-

Last Updated: 3775750171 10:02 &M

Cancel
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easythreads™ Lesson 2 — How to Work with My Inventory

9. Now you will see your new Inventory List. Itis ready to add threads to it.
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10.We’'ll add the threads to your new My Inventory.
There are four (4) ways to add threads to an Inventory List:

= Enter the thread number or color name in the Find box and press the enter
key on the keyboard.

Enter the thread number or color name in the Find box and click on the Add
Thread To Chart button.

» Find the thread in the Available Threads grid and double click on the swatch.

» Find the thread in the Available Threads grid and drag the thread to the grid
area of the My Inventory.

11.Let’s use the first method, entering thread numbers into the Find box and press
the enter key on the keyboard. You must select a Brand in the Available Threads
panel to display the threads to enter into the My Inventory. For this lesson, select
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easythreads™ Lesson 2 — How to Work with My Inventory

Madeira® Rayon No. 40. Now all of the threads for Madeira® Rayon No. 40 will
be displayed in the Available Threads grid.

Here is a list of Madeira® Rayon No. 40 threads to add to your new Inventory
List. Enter each thread number in the Find box and then press the Enter key on

the keyboard.

1001 Bright White
1032 Iris

1075 Baby Blue
1309 Wild Pink
1065 Mango
1013 Rosewater
1000 Black

You will notice that as you enter each number of the thread number, the program
will highlight the thread that has that number. Once you have entered the entire
number, press the Enter key on your keyboard.

12.Now you will see that all the threads are added to your new My Inventory List.
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easythreads™ Lesson 2 — How to Work with My Inventory

13.You should now save your new My Inventory List. To save, select File > Save
from the menu, or click on the Save icon in the toolbar.
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Congratulations! You have just added a new My Inventory List and added threads to
it!
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easythreads™ Lesson 2 — How to Work with My Inventory

Editing a My Inventory List

14.To edit an existing My Inventory List, select the list in the Inventory List drop
down and then click on the Edit button.
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15.The Edit My Inventory List form will open.

Name: |My Madeira Rayon Threads

Notes: This is a list of all the Madeira Rayon threads

that | have.

Last Updated:  [4715/20171 11:20:18 &M

Picture... | I 0K I LCancel
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to Work with My Inventory

16. You can change the name or the notes. You can also change the picture, if you'd
like. Let’'s change the name to “My Madeira Rayon 40 Threads”. Click on the OK
button to save your changes.
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17.In any chart, including a My Inventory, you can sort the grid by clicking on the
column heading. So, if you want to sort the grid by the Color column in ascending
order, click on the Color column heading. If you click it again, the program will sort

the grid in descending order.
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easythreads™ Lesson 2 — How to Work with My Inventory

18.To resize the columns of a grid, hover the mouse over end of the column you would
like to resize until the mouse becomes a resize cursor. Then click and drag the
column either to the left to make the column smaller or to the right to make the
column larger. When the column is the size you want, let go of the mouse button to
accept the new size of the column.

When you save the changes, the program will remember the size you have made
the columns.
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easythreads™ Lesson 2 — How to Work with My Inventory

19.To move threads in the grid, click on the grey row header of the row you would like
to move and drag it to the row you would like to move it to, then let go of the mouse
button to drop the row there.
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easythreads™ Lesson 2 — How to Work with My Inventory

20.To delete a row, select itin the grid. Then select Tools - Delete Row or click on the
Delete Row icon in the toolbar. You can also right click and select Delete Row from
the context menu.
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21.The program will ask if you are sure.
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22.1f you select Yes, the row will be deleted. If you select No, the row will not be
deleted.
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23.Be sure to save your My Inventory. Select File - Save or click on the Save icon in
the toolbar.

Congratulations! You have just edited an existing My Inventory List, including
moving rows and deleting rows!
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Deleting a My Inventory List

24.To delete a My Inventory List, select the Inventory List in the Inventory List
dropdown, and then click on the Delete button.
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25.The program will ask if you are sure. If you would definitely like to delete the
Inventory List, click on the Yes button. Otherwise, click on the No button.

Confirm Delete

Are you sure you want to delete the My Madeira Rayon 40 Threads Inventory List
and all of it's threads?

Mo I

Page 15 of 19

© 2011 Tea Rose Software Corp. All rights reserved.



easythreads™ Lesson 2 — How to Work with My Inventory

26.1f you clicked on Yes, the Inventory List is deleted.
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Congratulations! You have just deleted an existing My Inventory List, including all of
its threads!
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Import Into My Inventory

27.A neat feature of easythreads is Import Into Inventory. You can import all of a

brand’s threads, or a Thread Set. To open this feature, select Tools - Import Into
Inventory.
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28.The Import Into Inventory form will open.

— Thread Set

Thiead Set. [l Threads- i
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29.Select the Brand and the Thread Set. For this example, we’ll use the information
below. Then click on the OK button to begin importing.

Brand: Madeira® Rayon No. 40

Thread Set: Madeira® Embroidery Thread Treasure Chest

f{,. ihport Into "My Inventory =2 foR )
~Brand - 1
Brand: lMadeira® Rayon No. 40 LI

i~ Thread Set -

Thread Set: r tladeira® Embraiden, ‘5Tﬁ§é_a!ﬂ"'ftéé,$'uté3§""v

0K LCancel

30.The program will now import all of the threads in the thread set into the currently
opened Inventory List.

a

‘Easy Organizer Suite™ Progress

Importing Madeira[R] Rayon MNo. 40 1251 Yibrant Green
Thread 41 of 160 .

LCancel
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31.Voila! All the threads are in the Inventory List.

My Inventory

LastUpdatod: TN052011 55005 PM :
Naotes: My Main Inverscey Chart I' =4 I

l Available Threads

BIwS. [)agera® Favon No 40
fint |

[ £Add Theesd To Chart |

.....

32.You should now save the My Inventory List. To save, select File - Save from the
menu, or click on the Save icon in the toolbar.

Congratulations! You have finished Lesson 2. You are now ready to move on to
Lesson 3 — How to Work with My Favorites.
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