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HOW TO USE INVENTORY LOADER AND TRACKER ς AN OVERVIEW 
¢ƘŜ ōŀǎƛŎ Ǝƻŀƭ ƻŦ ǘƘŜ LƴǾŜƴǘƻǊȅ [ƻŀŘŜǊ ŀƴŘ ¢ǊŀŎƪŜǊ ƛǎ ǘƻ ŀƭƭƻǿ !ƳŀȊƻƴ tǊƻ aŜǊŎƘŀƴǘ ǎŜƭƭŜǊǎ ǘƘŀǘ ŀǊŜ ǳǎƛƴƎ !ƳŀȊƻƴΩǎ LƴǾŜƴǘƻǊȅ Loader 

or listing items singularly, the ability to accomplish this task easier, quicker, and with the added bonus of having a digital record of 

their inventory as well. 

You enter inventory through the Enter Inventory Form which will populate the database with your inventory. Once you are ready to 

upload a batch of items to Amazon, perform an Inventory Query to filter the records you wish to upload, follow to steps to paste and 

format these records into an Excel, save as a Text file, log into Amazon and use the upload multiple items link to upload the file you 

just prepared. 

As you sell items, come back to Inventory Loader and Tracker to check them as sold, enter the date sold, amount sold for, and 

quantity sold to keep track of your sales and profits and what is left in your current inventory. 

If you donate items at any time, come back to the Inventory Loader and Tracker to check the item as donated, date donated, and 

quantity donated. This will help aid in tax preparation by calculating the value of your charitable donations. It will also remove the 

items from your current inventory list. 

At any time, you can view how many items are in your current inventory and the value of the items in your inventory (listing price and 

the price you paid for the items). You can also print and view reports of all items sold and donated to date as well as a custom date 

range you define. 

A chart of your profit and quantity sold by month is available in the Sales Charts Menu. You define the date range of the data you 

would like to see. 

SECURITY OPTIONS THAT NEED TO BE SET ς CLICK HERE FOR VIDEO 
When you open an Access Database, you will receive a security warning asking you if you would like to enable this content. A 

message bar will pop up when you open the database. The same will happen in Excel and you will follow almost the same steps. 

 

When you click on Options, you will get the following screen: 

 

http://www.eaglez.net/download/accesstrust.wmv


You can either choose to enable this content each time you open the database, or you can add the program to your trusted locations 

list and never have to worry about enabling this particular program again.  

To add the program to your trusted locations: 

1. Click on Open the Trust Center 

2. Click on Trust Center Settings 

 
3. Click on Trusted Locations and Add New Location 

 
 



4. Browse to the location of the database (usually in your My Documents folder). 

5. Check Sub-Folders are also trusted and click OK 

 

 

 

 

 

 

 

 

 



MENUΩS 

Main Menu: 

 

ENTER INVENTORY ς Click to enter your inventory 

INVENTORY QUERY ς Click to filter records of the inventory you have entered based on day entered. This is the first step to prepare 

your multiple upload file for Amazon. 

CHECK ITEMS SOLD ς Shows current inventory next to a check box. Check the box to record the inventory as sold and then enter the 

date you sold the item, quantity sold, and the price each item was sold for. TIP: If you have multiple items of one type of inventory 

but sell them for different prices each, enter each item on a separate line. Otherwise, you will not be able to enter different sale 

prices for each one. 

CHECK ITEMS DONATED ς Shows current inventory next to a check box. Check the box to record the inventory as donated and then 

enter the date you donated the item and the quantity donated. 

VIEW REPORTS ς Click to go to the Reports Menu to print/view to date reports of your current inventory, sold inventory, and 

donated inventory as well as customized reports based on dates you enter of sold inventory and donated inventory. 



SALES CHARTS ς Click to go to the Sales Charts to view customized charts of profit and quantity sold. 

USER GUIDE FOR INVENTORY LOADER AND TRACKER ς  A reminder for where to find the user guide. 

EXCEL FILE ς INVENTORY LOADERς A reminder for where to open the Inventory Loader Excel file that will help you prepare your 

multiple items upload to Amazon.  

EMAIL CUSTOMER SUPPORT LINK ς Click to email customer support if you need help or have any questions/suggestions. 

 

REPORTS MENU - CLICK HERE FOR VIDEO 

 

RUN UPDATE BEFORE OPENING A REPORT. Click here for Video 

Very important step! This helps calculate fields necessary for accurate inventory reporting. If update is not run, you will 
not have the correct quantities and sales figures. The button runs a series of update queries all in a row. If you do not 

http://www.eaglez.net/download/reportschecksolddonated.wmv
http://www.eaglez.net/download/runupdate.wmv

































