
How to Export Inventory in Foodtrak 

1. Create Inventory as normal (Mid month or EOM)  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2. Choose either (Profit Center Full for creating new form) or (Template Mid Month or EOM) 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Fill in the header information as normal.  

 
A) If it is Period Ending (EOM) be sure to select the “Period-End Inventory  

B) Don’t forget to enter your cost center in the description field 
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4. Once the item are listed in the form click “File and Export” 

 
 



5. After clicking the Export button, click export to excel. The Export Inventory to Excel File Dialog box 

will open. (Be sure to follow the steps in “How to Save Files in Citrix”) Navigate to your desired 

location,  

6. Once the export is done you will see this dialog  

7. In order for you to use this function you must have Microsoft Excel installed on the local work station 

and any other machine you want to use the spread sheet on. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



8. All the fields in the spread sheet version of the inventory are locked except for the Quantity field. 

 


