
 

Tagging-system 
 

 

With this feature you get a simple, visual way to stay organised and aligned in your screenings.  
It helps your team see progress, responsibilities, and collections instantly. So, everyone is on the same page. 

This is a 100% internal tool designed to support clarity and structure in your workflow. 
 

Why do we need a tagging system? 
 
Tagging enables you to group and navigate your screenings effortlessly, whether you’re managing a single 
product line or hundreds across different markets and collections. 

It helps you stay coordinated, work faster, and maintain a clear overview, no matter how complex your 
portfolio becomes. 
 

Smarter structure with tagging  

• Stay aligned: Keep everyone working in the same structured way across teams and projects. 
 

• Stay organised: Apply standardised tags (e.g. “Collection”, “Progress”, “Designer/Product Family”) 
for a clear and consistent overview. 
 

• Work faster: Filter, find, and follow progress instantly. Making collaboration smooth and efficient. 
 
 

  



 

 

Step-by-step guide to creating Screening tags 
 

1. Click the initials icon 

 

 

2. Click 'Screening tags' 

 



 

3. Click 'Create your first tag' 

 

 

4. Select the color 

 



 

5. Click the 'Name' field. 

 

 

6. Write a name in the field. 

 



 

7. Click 'Create tag' 

 

 

8. Click 'Screenings' 

 



 

9. Click 'Chair Daisy - Leg - Lacquer' 

 

 

10. Click 'Edit' 

 



 

11. Click the 'Assign tags...' field. 

 

 

12. Click 'Category: Dining Chair' 

 



 

13. Click 'Update base data' 

 

 

14. To add a tag on multiple screenings: Click 'Screenings' 

 



 

15. Click 'Bulk edit' 

 

 

16. Click the 'Assign tags...' field. 

 



 

17. Click 'Category: Dining Chair' 

 

 

18. Click 'Save Changes' 

 



 

19. Click 'Screenings' 

 

 

20. Here you can see it is now added 

 

 

 

 

Note: Tags won’t appear in reports or exports; they’re purely for your team’s own overview. 



 

TAG NAMING SUGGESTIONS 
Here’s a suggestion to how you can organise your tags and name them.  

 

 

 

 

 


