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Tips N Tricks 

How do I add a new product that is already in my catalog to a 3E Online 

inventory location? 

 

You can add new products to a 3E Online inventory location with a few simple 

steps.  

First, log in and navigate to the Inventory Tab. Then select "Manage Inventory" 

from the drop down list.  
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Once the Manage Inventory screen appears, select the location where the 

product needs to be added. Locations can be selected from the location tree 

panel on the left side of the page. 

 

Select the search option that is preferred and then click “Go” to view the search 

results. Selecting "All Products" will provide a complete list of products in the 

corporate catalog and the status of the products at the selected location. 

Products with a marked check box indicate products that are already at the 

specified inventory location and products with empty checkboxes are products 

that are not at the selected location. These products can be added by clicking on 

the checkbox.  
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Selecting "Products Not In Inventory" will provide a list of all products available in 

the corporate catalog that are not in the selected inventory location. Prior to 

adding a product to an inventory location, it is always a good idea to ensure you 

are not adding a product that already exists. This will ensure that duplicate 

inventory items are not created.  
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Press the "Go" button to populate a product list based on your criteria selections.  

 

From the search results, use the check boxes to select the product(s) you wish to 

add. A check mark and a red flag will appear to indicate that a change has been 

made. The selected product(s) will be added to your inventory automatically. 

 


