
Managing Group Templates in the Catalog

This document explains how to view, edit, price, and organize group templates in the catalog, including

adding and removing items, working with subgroups, managing markups and options, and creating or

duplicating group templates for reuse.

Step 1: Navigate to the Group Templates in the Catalog

Go to the Catalog and open the Group section to access your group templates.

Here you will see a list of all your group-templated items. Group templates can contain a mix of products and

services, allowing you to combine multiple items into a single group package.

Step 2: Open and Edit an Existing Group Template

Select a group template from the list to review it.

For example, select the desired item.



Choose Edit to open the template for modification.

Inside the editor, you can see all items associated with this group.



When quoting, you can add this single group to your quote, and it will automatically include the full combination

of products and services contained in the group.

Step 3: View Group Details and Print Client-Facing Sheets

While in the Group section, you can open a group to view its details.

From here, you can also print a custom sheet that you can share with clients.



If you want to configure margins so clients do not see your markup, use the markup controls on the right side.



On the right, open the Markup section.

In this area, you can select the different types of markups you normally charge your clients.



When you apply these settings, the markups in the group will update automatically.



Step 4: Access Group Templates from Settings

At the top of the screen, select Go To Group Templates to open the full group templates area, where you can

view and manage all templates, including editing and modifying them.

You can also reach the same area from Settings. In the lower-left corner, select Settings.



Then choose Group Templates to open the same group template management screen.

Step 5: Edit, Duplicate, or Delete Group Templates

Within the Group Templates area, you can edit, duplicate, or delete existing templates.



If you choose Edit, you will enter the group builder setup, where you can configure the contents of the group.

In the group builder, drag products from the catalog into the group area to add them to the template.



Once added, the items are saved as part of that group template. You can also choose whether each item is

visible to the client or hidden from the client view, and you can add a quick reference note underneath an item

for internal context.

Step 6: Remove Items from a Group

If you want to remove items from a group, select the three-dot menu next to the item, then choose Remove.



Confirm the removal if prompted.



After making your changes, select Save to update the group template.



Step 7: Add and Manage Subgroups Within a Group

You can organize complex groups by adding subgroups inside a main group. At the top of the group builder,

select Add Subgroup.

On the right side, you can rename the subgroup to something meaningful.



After renaming, you can drag and drop different items into the subgroup area as well.



To delete a subgroup, select Remove Subgroup.



Step 8: Manage Hidden Fields and Markups

At the top of the group builder, select Manage Hide Fields.



In this area, you can control visibility and see additional fields.



These fields can include Proposal Type Markup, County Tax Markup, Agent Markup, and Manager Markup.

You can manually adjust any of these markup-related fields for the group as needed.

Step 9: Configure Group Options for Client Selection

Use the Manage Options section to define options for the group.



For example, if you include this group in a proposal, clients will see multiple selectable options within that

group. This section controls how those options are set up and presented to the client.

Step 10: Search and Filter Catalog Items While Building a Group

From the catalog panel on the side, you can search for items to add to your group.



You can also filter items by category, subcategory, and vendor to quickly find what you need.

If you want to modify the name of a group template, select the Edit option on the template, then rename it, add

or update its description, and apply tags if you use tags for organization.



Step 11: Create a New Group Template

To start a new group template, go to the upper-right corner and select the Plus (+) button.



This opens a fresh, empty group space where you can add items and configure the new group.

Step 12: Duplicate an Existing Group Template

If you already have a package with many items and you do not want to rebuild it from scratch, use the

Duplicate function on that group template.



After duplicating, you can make any necessary tweaks or changes to the copy without recreating the entire

group.




