
 

 

Question:  How can I change the price of whole groups of inventory simultaneously? 

Answer:  Group re-pricing can be done very easily in Dazzle. For this example let’s suppose we want to reduce the price 
of all guitars by 20%. 
 
First we must identify and find the item or group of items we want to change. This should be done via “Work with 
inventory,” which is a very flexible tool that allows us to search for, display, and edit almost any group of items, using 
any search criteria.  
 
From the Dazzle “Office” menu select Work with inventory--> Items For Sale (Inventory). 
Then we select the option “Search by entering your own search requirements” 
 

 
 
The SEARCH screen will now appear.    (see below) 

 
 
Click the NEW SEARCH button twice to clear 
everything. (On some Dazzle versions this button 
is labeled “Clear”) 
 
To find and display the guitars we will search 
using the CATEGORY CODE for this type of item. 
In this example the codes for guitars are MIGA 
for accoustic guitars, MIGB for BASS guitars, and 
MIGE for electric guitars 
So - notice in the CATEGORY field we have just 
entered “MIG”. Dazzle is happy to search on just 
partial words, so by entering “MIG”, we know 
Dazzle will find MIGA, MIGB, and MIGE items. 
 
Also notice we have checked ACTIVE. Obviously 
we are only interested in finding guitars we 
actually have in stock.  Any old records for items 
that have been sold will be INACTIVE, and won’t 
come up on this search. 
 

 



 

However, items on LAYAWAY are still considered ACTIVE but we don’t want them to be included in this search because 
we can’t change the price of something that’s already on layaway.  A layaway Item has the status “L”, so by entering 
“NOT = L” in the STATUS field, we exclude layaway items. Or we could just enter A (for active), which would exclude L. 
 
We are not limited to searching by category code of course.   Any fields we choose to fill out will become a part of the 
search parameters. For example we could click “More Requirements” at the top, and then enter GIBSON in the 
“Manufacturer” field. Depending on our needs, one day we may be looking for all items from a certain manufacturer,  
next time perhaps all 14K gold chains,  and next time perhaps all items more than 6 months old.  The search possibilities 
of this screen are endless. 
 
 HINT:  Click “Search Tips” at the bottom to learn more clever things you can do. 
 
If we know we will be repeating this search often, we can click “Save This Search” at the bottom.  Dazzle will prompt us 
for a search-title, such as “All Active Guitars”.  Then next time we want to do this search, we don’t have to set it all up 
again.  Just click “Repeat an earlier search” on the opening screen, and choose which search-title we want to re-run. 
 
To perform the search now, we click “Search” at the bottom right. Dazzle will retrieve our data and show the results. 

 
 
We click OK to clear this message, then click the “Close Window” button 
to close the search screen. (On some versions of Dazzle this button is 
labeled “Cancel”) 
 
 
 
 

 
 
We can now see our spreadsheet or “grid” of all items that meet our search criteria. Notice the TOTAL COST and TOTAL 
COUNT at the bottome (red circle).  This window is sizable, so click in the corners and drag to make it as big as you want.  
We can also size the columns, or re-order them. To re-order them, click once on a column heading, then click again and 
hold the mouse down while dragging the column left or right. 
 

 
  
 
 



 

 

 We can click the little triangle next to any column heading to sort 
the list on that column. We can also apply a range of different filters. 
 

 

 

 

 
The spreadsheet of items can also be printed, simply by clicking the “Print” button at the lower right of the screen. 
 

 
 
A small dialog will pop up, asking if we want to print a report or print labels. 
Whichever we choose, a further dialog will pop up letting us set print options 
 
Below is a sample of the printed report.  Notice the BARCODES for easy scanning. 
 

 

 
 
 
 
 
 
 
 
However, printing is not the main purpose of this example, and it is certainly not a required step. We just wanted to let 
you know it is an available option. Today we are going to learn how to re-price our selected items. 
 
 

Did You Know … There is also a very similar search and print procedure available 
for Items in Pawn, accessible from OfficeWork With InventoryItems in Pawn. 
 



 

Assuming that we have searched for, and found, exactly the items we wish to re-price (the 24 guitars), here is how to do 
it, quickly, painlessly, and automatically. 
 

  
 
 
 
 
Click the “Re-Price” button at the bottom of the 
spreadsheet screen.  This will display the 
“Pricing/Repricing” dialog. 
 
 

 
This screen is very versatile. The first example (on the 
left) shows how we will use it to do exactly what we 
said – reduce the price of ALL guitars by 20%. 
 
Because the only thing we have displayed in our 
spreadsheet is our 24 guitars,and nothing else,  and 
we do want to reduce them all, we select ALL 
DISPLAYED ITEMS as the “target” for this action. 
 
This reduction is a permanent one, not a temporary 
“sale”, so we are changing the REGULAR price.  The 
other option would be the “Sale” price. 
 
This reduction applies to ALL guitars, not just those 
that have been in stock the longest. Therefore the 
ONLY IF OLDER THAN field is set to a future date, 
because – all guitars are older than that. 
 
CHANGE PRICE TO THIS is blank because there is no 
single, fixed price for all guitars. Instead, you will see 
that  under OTHER OPTIONS we are basing the new 
price for each guitar on the EXISTING price for each 
guitar, MINUS 20% 

 
If we now click the “OK” button, all guitars will be changed instantly. By the way, it does not matter if we have 24 
guitars, or 24,000 guitars in our inventory, the process is just the same.  Once this is done, we will probably want to click 
“Select All Rows” then click “Print”, and print new inventory labels for all the displayed guitars.  The new labels will show 
the adjusted price. 

 
Here is another example. In this example we are 
using the same group of guitars but this time we are 
not changing the “REGULAR” price, we are simply 
putting them “on sale”. When the sale is over they 
will revert to regular price.  Meanwhile the register 
will ring them up automatically at the sale price. 
Notice we are not applying it to every guitar but only 
those that have been on the shelf since before 
1/1/2014. The rest of this screen is not shown 
because it is the same as the first example 



 

By clicking in the SELECT column of the spreadsheet we can designate certain items as SELECTED.  We can then perform 
operations only on SELECTED items, regardless of how many other items are also displayed. 
 

 
 
Thus we can go through all our guitars, or our jewelry, or our Firearms, or anything else, and simply SELECT certain items 
for a price change, based on criteria of our own.  A single click on each one is all that is required.  If we change our mind, 
we just click it again to de-select it.  When that is done, here’s how we would reprice them at 20% off … 

 
 
Notice this time SELECTED ITEMS has been checked. 
The price to change could be either REGULAR or 
SALE; that would be up to you. The OLDER THAN 
field probably does not apply here, since we have 
made our choices manually by SELECTING items. 
 
The rest of it is the same as before. 
 
 
 
 
 
 
 
 

 
Now let’s get away from guitars and imagine we have searched for a list of BLU-RAY DVD’s.  Normally these sell for $6 
each but we want to raise the price to $7. 
 
First we will search for and display all our Blu-Ray DVD’s.  If we can get a “clean” display of only the DVD’s we want to 
change, we will be able to use the “ALL DISPLAYED ITEMS” option on the re-price screen.  But if our DVD listings are all 
mixed up, we may have to display all our DVD’s and SELECT just the Blu-Rays. Then of course we will use the SELECTED 
ITEMS option on the re-price screen.  Because the price is increasing we will be changing the REGULAR price. If we 
wanted, we could also select by inventory age, using the ONLY IF OLDER THAN field. 
Now here is how we configure the bottom part of the screen … 
 

This time we are assigning the same fixed price to 
every item, NOT a percentage of the original price 
 
 
 
 

 
 



 

Another way we could achieve this, which demonstrates another useful tool is shown below: 
 

In this case Dazzle will use the existing price ($6.00) 
and will add exactly $1.00 to it. 
 
Note that it will add exactly $1.00 to the price of all 
selected items, so if there were any $10.00 items in 
the list, they would become $11.00, and so on. 
 
 

 
 

 
Finally we come to the option for re-pricing JEWELRY. 
 
Since jewelry is often priced by weight it is essential to have a way to quickly reprice each piece according to its 
individual weight.   Let’s take an example where we have searched for and displayed all our 14K gold chains of a certain 
type.  Until now our price has been $38/gram for this type of chain but the market has changed and now we want to 
change it to $38.50/gram.  Suppose we have nearly 300 such chains.  How can we re-price them all? 
 
It is much easier than you think. Since the exact weight of each chain is known and is part of the inventory record, it can 
be used to calculate the price automatically.  Below is a picture of how we configure the Re-Pricing screen.   If you look 
at it carefully you will see that the weight of each chain will be multiplied by the amount we enter ($38.50), and that will 
become the new price. 
 

 
 
Simple, right?  Ingenious, right?  Brilliant, right? Well, we think so. 
 
By the way this screen is also useful for assigning prices to items whose price might be blank or zero because they have 
never been priced.  That’s why it is called the “Pricing/Repricing” screen. We hope you find it useful. 

 
---  END  --- 


