
HOW TO: MANUALLY ADD, UPDATE, OR DELETE A LINE CHECK ITEM

In addition to the option to import your line check (See How To – Upload Your Line Check
List Via The Import Feature), you can manually add items to your line checks.

1. Log onto Virtual Manager Log at www.virtualmanagerlog.com

2. Scroll to bottom of page, click on Store Administration

3. Click on Line Check Items in the Line Check List section

4. Click Add NEW Line Check Item..

5. Enter all information.  You can assign this line check item to one or multiple line checks.  Note that
the only required field is Item Name – all other fields are optional.  If the station you need to assign
this item to has not yet been created, you may click the Add Station link to the right of the Station
section.  This will take you to the Add Station feature, but all data entered will not be saved.  The Add
Line Checklist link will work the same way. Click Accept when finished.

www.virtualmanagerlog.com


6. Your new line check item is now displayed.

7. To make changes, click the Edit link for the item you wish to change.

8. To delete a line check item, click View, click Delete.


