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Customers will create New Batch ID in IL before AW can receive in items. (AW can create Bach IDs if needed)  

Items will be added by American Warehouse to an Inventory Lab batch as they are received, and the shipment info 

will be entered into a simplified version of the shared Google Sheet. (see below) 

RECEIVE NEW ITEMS 

ENTER SHIPMENT INFORMATION IN SHARED GOOGLE SHEET 

We will set up a new simplified shared Google Sheet with “Inventory” tab.   

1. Inventory/Receiving Tab - This tab will be filled in as shipments are received by American Warehouse.  

a. AW will scan Carrier Tracking Number for each shipment.  

b. AW will scan all UPCs in each shipment.  

 

If a UPC is not found in IL, AW will mark “Not in IL” in the Notes field.   

If an item is damaged AW will note it in Notes.  
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ADD ITEM TO BATCH IN INVENTORY LAB 

Link to Creating and Managing a Sub Account:  

https://support.inventorylab.com/hc/en-us/articles/360058540154-Creating-and-Managing-a-Sub-

Account 

 

● Log in to Inventory Lab - Customer will assign AW a new sub-account for to log in to Inventory Lab. 

● Click on the “List” button on the top menu to got to the “List & Prep” screen 

 
● Locate the open batch that is within the current date. Example if today’s date were 4/21/2020 you 

would open the batch labeled. Batches End Each Thursday to ship out Friday. 

 

AW-2021-04-22. 

 

 
  

  

https://support.inventorylab.com/hc/en-us/articles/360058540154-Creating-and-Managing-a-Sub-Account
https://support.inventorylab.com/hc/en-us/articles/360058540154-Creating-and-Managing-a-Sub-Account
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● Scan Item UPC in search box - The default search option is Amazon + Unlisted if it has been set to any 

other option... Change it back. 

 

 
● If unable to find the item from the unlisted using the UPC from the actual box, please proceed to this 

step. Find the item using the LEGO set number.  

 

● Find matching search result - The Search results are organized under two headings. Please choose the 

matching search result from under the “Unlisted Inventory Matches” heading. Click on the “Use this MSKU” 

button to select the matching result.

 
Note: If there are no results for the item’s scanned UPC under the “Unlisted Inventory Matches” heading, 

then you will need to search for the item by LEGO Set Number. 

 

Step 1.  You will need to open a new tab and go to  

https://inventory.inventorylab.com/unlistedinventory/index.  

 

Step 2. Identify the LEGO set number. This is the number you can find normally in the front side of the box. 

See samples below: 

 

https://inventory.inventorylab.com/unlistedinventory/index


    Ameraware Prep Center / Inventory Lab Workflow 

 

Ameraware_562021 

 
In the above photo, the set number is 76110. 

 

 

 
In the above photo, the set number is 42074. 
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In the above photo, the set number is 41456. 

 

 

Step 3. After identifying the set number, enter the LEGO Set Number into the search box as shown below. 

Then hit enter or click “Search” to search for the item.  

 

 
 

 

 

Step 4. Click the “Copy” icon next to the ASIN.  

 
Step 5. This ASIN should replace the UPC that you have used to initially search for the item. 
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You can now go back to the batch and search by ASIN.  

 

 

● Adding Items to Batch 

○ Adding multiple units of the same ASIN - When adding an ASIN with a quantity greater than 1 

unit, enter the unit in the “Unlisted Quantity” field. Then hit the “Add to Batch” button.

 
  

○ Scenario 1: ASIN has not yet been added to the current batch - When the ASIN has not yet been 

added to the current batch, you will go directly to the add item screen. You will just need to click on 

the “Add to Batch” button to add the item to the batch. 
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○ Scenario 2: ASIN has already been added to the batch from another order, and you are 

adding additional units with the same ASIN 

 

After hitting the “Add to Batch” button, if you see the message below, click on “Yes” to “merge 

expiration dates”. 

 

 
 

 

● Item not found in Unlisted Inventory.   Alert us and we will fix and provide the ASIN. 

 

● Once the item has been Added to the batch the label will print automatically 

 

● How to print a label Manually 

○ From the main list and prep screen select “Batch” from the pulldown next to the search. Input the 

ASIN and hit the Search button. 
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● From the “Hamburger” menu select “Print seller label”. Input the quantity of labels desired and hit 

“Print Label (Seller Label)” 

 
 

LABEL ITEM AND SHELVE IT FOR SHIPMENT IN NEXT BATCH 

After applying the FNSKU label(s), shelve the item(s) until Friday, when they will be shipped with that week’s 

shipment. 
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FBA SHIPMENT  

● Log in to Inventory Lab. 

● Click on the “List” button on the top menu to got to the “List & Prep” screen 

● Select the open batch from the week that has just ended - Under “Open Batches”, click on the batch 

which ended on Thursday of the current week. For example, on Friday April 23rd, open the April 22 batch 

with the name AW 2021-04-22. 

 
● Select the Shipment you wish to work on by clicking on the row from the shipments. 

 

ENTER BOX CONTENTS - SCAN GUN WORKFLOW 

● Select the (I) icon on the box list and hit the “Start” button to begin capturing box contents from the scan 

gun   
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○ NOTE: Using any other function on the computer will pause the scan gun. You will be required to 

start (by hitting resume) it again. 

 
● Scan each FNSKU label and add it to your current box. 

○ You will hear a standard “beep” if the item belongs in the currently selected shipment. You will also 

see the item going into the box visually. 

○ You will hear a “gong” if the item is not in the shipment. You will also see a red error message on the 

screen 

 
● Make a new box. 

○ When the box is full, make a note of its weight and dimensions somewhere. (I usually write it on the 

box with a sharpie) All weights/dims will be entered at the end of the process. 
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○ Select the “New” button in the boxes column to create a new box. 

 
○ Go back to the (I) icon and hit “start” on the new box to resume packing. 

 

ENTER BOX CONTENTS - MANUAL WORKFLOW 
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● Locate the ASIN from the list (CTRL+F) and paste in the ASIN for your browser to find it 

 
● Hit the Assign button next to the item 
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● Select the correct box number from the box number pull down, adjust the quantity, and hit assign 

 
This same workflow can be used to remove items from boxes in the event you make mistakes by adjusting 

the assigned quantity in the assign pulldown menu. 

 

TRANSMIT BOX CONTENTS TO AMAZON AND ENTER WEIGHTS/DIMENSIONS 

● When a shipment is fully packed the transmit boxes button will become active 

 
Note: Sometimes it fails to refresh. If this happens simply refresh your browser and it will become 

active if all items in the box are packed 

● Enter Box weights/dims  

 
● Select “Submit All” 
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● In a minute or two, you will see a pop-up indicating that the Box Contents were successfully transmitted.  

 
Note: If you see a red “Error” pop-up instead, please screenshot it and e-mail it to us, and we will 

resolve the error. 

OPEN THE SHIPMENT IN SELLER CENTRAL, PURCHASE SHIPPING LABELS AND COMPLETE THE 

SHIPMENT. 

○ Note: It can take up to 10 minutes for box weights/dims to transmit to seller central. If you plan to 

purchase shipping immediately skip the step in Inventory Lab for entering weights/dims and enter 

them directly into seller central instead by clicking on the “Skip this step” button. Then you will 

need to enter weights/dimensions in Seller Central 

○ This step will follow the same process that you normally use. 

INVENTORY LAB HELP LINKS 

● Setting up a Rollo Printer for use with Inventory Lab 

https://support.inventorylab.com/hc/en-us/articles/360060514113--New-Set-Up-a-Rollo-Printer-Using-

IL-Print 

 

● Box Content Scanning - Private Workflow (we will always use Private Workflow) 

https://support.inventorylab.com/hc/en-us/articles/360000110934-Box-Content-Scanning-Private-

Workflow 

 

● Manual Entry of Box Content 

https://support.inventorylab.com/hc/en-us/articles/360000099753-Providing-Box-Content-Private-

Workflow 

 

● Editing Quantity of an Item in a working shipment (after Box Contents and Weights/Dimensions 

have already been transmitted) 

https://support.inventorylab.com/hc/en-us/articles/115002491433-Editing-Quantity-of-an-Item-in-a-

Working-Shipment 

 

 

https://support.inventorylab.com/hc/en-us/articles/360060514113--New-Set-Up-a-Rollo-Printer-Using-IL-Print
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