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Often it is necessary to review a number of similar items for updating.  Seeing all of the items in 
one screen instead of flipping through the single view screen is quicker and more efficient. 
 
Here’s how: 

1. Main Switchboard -> Purchasing Switchboard -> Products.  This form is displayed as a 
“View as Form”. 

 
2. Notice the toolbar at the 

top of the form that 
shows “View as 
Spreadsheet” and “View 
as Form”, “Sort 
Ascending” and “Sort 
Descending”. 

 
3. Currently the “View as 

Form” is depressed (this 
toggle button has two 
positions – In and Out). 

 
 
 
 
 
 

4. Press the “View as Spreadsheet” button to change the view of all of the items as in a 
spreadsheet. 

 



WMS: Did You Know? 

 From Professor Merlot 
How to view many Customers or Products at once? 
 

Property of The Wine Management System 1996-2008   All Rights Reserved Page 2 of 2 
The Wine Management System is a wholly owned subsidiary of Databases R Us 

    

5. In the spreadsheet view, to make editing very simple: Move one column closer to 
another column for easy reference and save scrolling! 

 
6. Here’s how - move 

your mouse and 
click once on the 
Column Heading, 
Unit Price. 

 
7.  The result makes 

the entire column 
go black. 

 
8. Position your 

mouse on the 
column heading, 
Unit Price, click once and HOLD the mouse button down. 

 
9. Moving your mouse 

Right to Left, A narrow 
black column will 
appear. 

 
10. Move your mouse 

pointer until the Narrow 
Black Column is next 
to the Product Name 
column. 

 
 

11. Release the button and the Unit Price column will now have moved to the right of the 
Product Name column. 

 
12. This configuration of 

the columns should 
make data entry much 
quicker with the name 
and the price next to 
each other. 


