
How to Edit a Product or Service. 

Go to Tools and Products or Services 

 

This will bring up a list of your products, using the search box at the top right hand side of your 

screen search for the name . 

Click on your product name and then select either Sales Defaults or Purchase Defaults depending on 

which details you want to edit. 

 

The Sales Defaults are details of Products that appear in the dropdown list in the Item box when 

entering a Sales Invoice and Purchase Details are the details of Products that appear in the 

dropdown list in the Item box when entering a purchase invoice. 

 

 

 

 



 

 

 

Once you have made your changes to you product click the OK button. 


