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Inventory Item Maintenance
Inventory item maintenance includes adding an inventory item record, changing information for an 
existing inventory item, and making an inventory item’s record inactive. The three maintenance tasks 
are covered in detail on the following pages, including QBO windows.  

Add an Inventory Item Record – Quick Reference Table

Step Box or Other Location Procedure

A QBO Navigation Bar Click Sales  Products and services to open a list of products and 
services. 

B New button Click the New button in the top right portion of the Products and 
Services window.

C
Product/Service 
information menu

Select Inventory as the type of item to add, which will open the 
Product/Service information window.

D Name Enter the inventory item name and/or number.

E Initial quantity on hand Type the current quantity being added, even if it is 0.

F As of date Enter the date on which you are adding the item. 

G Reorder point Type reorder point quantity.

H Inventory asset account Accept the default general ledger account or change it to the account 
that will be used to record purchases of the inventory item.

I Description Type a description of the inventory item.

J Sales price/rate Type the selling price of the inventory item.

K Income account Accept the default sales general ledger account or change.

L
Purchasing information 
description box Type a description of the inventory item. 

M Cost Type the cost of the inventory item. 

N Expense account Accept the default expense account or change. This is normally a cost 
of sales type account.

O Preferred vendor Select a vendor from the drop-down list if there is a preferred vendor 
for this inventory item. 

P
Product/Service 
information window Review the information to verify that it is correct.

Q Save options Save the inventory item record and close the window.
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Add an Inventory Item Record 
QBO windows
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Add an Inventory Item Record 
QBO windows (continued)
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Change Information in an Existing Inventory Item’s Record – Quick Reference Table

Step Box or Other Location Procedure

A QBO Navigation Bar Click Sales  Products and services to open a list of products and 
services. 

B Action column - Edit link Locate the item you want to edit and click the Edit link in the Action 
column to open that item’s Product/Service information window. 

C
Product/Service 
information window Change the appropriate information in the window.

D Save options Save the revised inventory item record and close the window.

Change Information in an Existing Inventory Item’s Record 
QBO windows
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Change Information in an Existing Inventory Item’s Record 
QBO windows (continued)

C

D



Reference — Payroll Cycle and Other Activities: 
Inventory Item MaintenanceCopyrighted Materials - Do Not Duplicate

Make an Inventory Item’s Record Inactive – Quick Reference Table

Step Box or Other Location Procedure

A QBO Navigation Bar Click Sales  Products and services to open a list of products and 
services. 

B
Action column drop-
down list button

Locate the item you want to make inactive and click the Action column 
drop-down list button on that item’s line  Make inactive. 

C QBO message A message will appear that says “Are you sure you want to make [item 
name] inactive?” Click the Yes button. 

Make an Inventory Item’s Record Inactive 
QBO windows
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Make an Inventory Item’s Record Inactive 
QBO windows (continued)
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