
 
 
 
How To Find A Group Of Inventory Items 
 
Have you ever wanted to see a group of inventory items. Maybe you want to perform a 
physical count and don’t want to print unwanted records. Then this time saving tip is for 
you. 
 
 1) Navigate to the inventory list screen 
 

 
 
 
 

 
  



2) Type the % sign followed by your lookup. Note: there is no space and be sure you are 
in the description field. 
 

 
 
 3) In this example we were looking for all of our Air Filter inventory so we typed 
      %air to pull up all records with the word air in them. If you would like to  
      further limit the search then use for example %air%filter  
      
      Note: The wildcard is the % sign  
 
 
    
 
 


