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Step 2 : Type Inventory Management in the search box and click on it.

Step 1: Click the 9 dot menu button in the top left corner.
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Step 3: Click Add Inventory Item at the bottom of the screen.

Step 4:
• You will be prompted for a default item. 
• Select the default item that matches what you’re adding. 
• Click Continue.
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NOTE: Choosing a Default Item will fill in a lot of the information needed in the new 
inventory item. The inventory department, type, subtype, SAP trigger, and other info will all 
fill in automatically. If you choose the wrong default item, it is easiest to click cancel at this 
screen and repeat the process rather than trying to edit the screen. 

Department Type Subtype

Below are required fields that need to be configured
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Step 4:
• Type in the Inventory Code based on the Navy 3.1 Item Coding Scheme 

Spreadsheet that will be distributed.
• Code should be 17 characters long  

Regional Prefix

SAP Site Number

Program Type

Program Defined 
Category

Unique Item 
Number
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Permissions CodeShort Description

Long Description

Step 5:
• Select the Permissions Code that corresponds to your facility. 
• There is typically only one option.

Step 6:
• Fill in the Short and Long Descriptions. 
• Capitalize the first letter of each word. 
• The Short Description prints on the receipt. 

• Optional:
• If this is an item that needs to be printed on a kitchen chit, you will need to select which 

kitchen printer it should print to. This is the ‘Dupe Printer Codes’ field. 
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Step 8: Click the Stylus icon on the left side of the fee line.

Step 7: Click the Fees tab at the top. This will bring you to the fees screen.
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Step 9
• Update the Fee.
• This is the price the customer will pay per item sold. 
• Check with CNIC for any special pricing scenarios.

Step 10
• Click Save at the bottom of the screen



RecTrac 3.1 Creating a New Inventory Item

FOR ASSISTANCE PLEASE CONTACT: +1.844.697.4357 | SUPPORT@CNICFFR.ORG  

Cloning

9

Cloning is a powerful tool to make data building a little quicker. With great power comes great 
responsibility. When cloning an item please follow these guidelines closely otherwise you’ll make 
more work for yourself than creating one item at a time. 

Using the steps in pages 2 – 8 of this document, the 
Bacardi inventory item was created. Now the rest of 
the items need to be created. In Excel, I have a list of 
all inventory that needs to be created. I categorized 
all the liquor based on the Navy data standards.
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In the spreadsheet on the previous page, my first item Bacardi was already created. 

There are 12 additional items that need to be created that all have the same 
type/subtype/department/SAP trigger. 

This allows me to use the clone tool. 

Step 1: Select the item you are cloning and click Clone at the bottom of the screen.

Be VERY careful when using 
the clone tool. You cannot 
clone an item that doesn’t 
have matching 
types/subtype/department/
SAP trigger. 

They ALL must match. For 
example:
• I can’t clone French Fries 

to create Cheeseburgers. 
• I could clone French Fries 

to create Potato Wedges, 
Onion Rings, and Sweet 
Potato Fries. 
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Step 2
• In the New Record Code List field, you will type in the item number with either one or 

two asterisks on the end.
• The asterisk are wildcard fields.
• If you are creating more than 9 items, you’ll need two asterisks. Less than 9, you only 

need one. Total Characters should be 17 including the asterisks. 
• ND7547-01-022-0** OR ND7547-01-022-00*

Step 3
• Fill in the Min and Max Sequence Number fields.
• This is the number range that will replace the asterisks at the end of the inventory item 

number. 
• In the above example, ND7547-01-022-003, ND7547-01-022-004, through ND7547-01-

022-014 will be created. 
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Step 4
• Click Continue.

Step 5
• Read the next screen and verify that the pending results is what you’re looking for.
• Click Process. 

Step 6
• Update the resulting cloned items. 
• You will need to change the description and the price. 
• You can update the description using the stylus button. 
• You will need to edit the item to update the fee.


