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Time: Tools: Difficulty: 
10 Minutes + No Tools Required Moderate 

Sircle POS 
Importing Inventory 

 

Step 1 - Creating the Inventory File 
 

The feature provides the business the option to customize inventory . The amount of time to create 
the inventory file will depend on the number of inventory items to be created. For many businesses, 
with hundreds or perhaps even thousands of inventory items, the easiest and quickest means to set 
up inventory is utilizing an excel file and uploading the information. 

 

The creation of this inventory file, may take time, however, it may lead to better accuracy. The 
actual importing of the inventory file should take only a few minutes to complete once the file 
is created. 

 

To import inventory, a Microsoft Excel* file must be created utilizing the file format below. Refer to 
Page 2 and below for more details. There should be no comma in any of the field and header 
should be in lower case in exact order as given here. 

 

Column A item_no: - Create an item number used to look up the item, or alternatively  
use the item UPC barcode. We recommend using the product UPC barcode whenever 
possible, if in future you may have plans to utilize a barcode scanner (not included 
with system) to scan and ring up a sale 

 
Column B item_name – Describes the item. Maximum 50 characters. Recommended less than 15 

characters 
 

Column C cost - Enter cost of the inventory item. 
 

Column D price – Enter the retail price which the item will be sold. 

Column E item_stock - Enter the quantity in inventory 

 
Column F tax_rate1 - Enter True if tax rate 1 applies to the inventory item. Enter False if tax 

rate 1 does not apply  
 

Please Do Not Return This Product To the Store 

 

Need Help? Have Questions? Please call us 
Monday – Friday from 8:30am to 5:30 (EST) 

at 1-866-961-6673 
 

For additional product information, please visit our website: 
www.royalsovereign.ca 
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Column G tax_rate2 - Enter True if tax rate 2 applies to the inventory item. Enter False if 

tax rate 2 does not apply 

 

Column H tax_rate3 - Enter True if tax rate 3 applies to the inventory item. Enter False if 

tax rate 3 does not apply 

 

Column I department_name . Maximum 50 characters. Recommended less than 

15 Characters 
 

Column J re_order_level - Enter quantity if you would like to be alerted to low inventory 
 
 

Example of Excel File Format 
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1. Create the inventory file. Once the file is completed, from the Excel drop down menu, save the file 
in CSV format 

 
 
 
 
 
 
 

2. Depending on which version of Microsoft Excel you are working with, you may be asked 
about multiple sheets. Press the OK button 

 
 
 
 
 
 
 
 
 
 

3.  You may also be asked if you want to keep the file in CSV format.  Press the Yes button. 
 
 
 
 
 
 
 
 
 
 

4.  Your file is now ready to be uploaded to Sircle POS.  Proceed to Step 2 
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Step 2 – Saving Inventory File to Sircle POS 

 
 

There are 2 ways to save the inventory to your system. Both options require you to log into Sircle 
POS Back Office. 

 

•  Option 1 - Utilizing any computer (with internet). Recommended 

•  Option 2– Utilizing the Tablet (with internet) 

 

As you likely created the excel and csv file on a computer, your csv file is likely saved on your PC. This 
allows for quick uploading of the excel csv file using Sircle POS back office. 

 

 

Option 1 – Utilizing a Computer (Recommended): 
 

1. Open your web browser.  Go to http://backoffice.sirclepos.com 
2. Enter the email and password provided, followed by clicking the Login button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

3. Select Import from the main screen option 

http://backoffice.sirclepos.com/


QUICK REFERENCE GUIDE 

Importing Inventory
 

Time: Tools: Difficulty: 
10 Minutes No Tools Required Easy 

Step 2 – Saving Inventory File to Sircle POS 

 

4. Select Import Inventory 
 
 
 
 
 
 
 
 
 
 
 

 

5. Select the Choose File button. 
 
 
 
 
 
 
 
 
 
 
 

 

6.  Select the csv file imported. 
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Step 2 – Saving Inventory File to Sircle POS 

 

7.  Press the View Inventory button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Press the Save and Upload button. Your inventory will now be uploaded to the POS software 
Enter Point of Sale to view the inventory which you have uploaded. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
* All brand names are trademarks of their respective owners 
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Step 2 – Saving Inventory File to Sircle POS 

 

 

Option 2 – Utilizing the Tablet 

 

1. Save the csv file on your tablet. Note: This csv file can be saved to the tablet by utilizing a TF 
card. 

 
2. On your Tablet, open the web browser. Go to http://backoffice.sirclepos.com. Proceed with 

Steps 2-8 as outlined in Option 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Congratulations! You have completed the inventory upload process. For 
more information, please refer to other Quick Reference Guides  

 
 
 
 

 
* All brand names are trademarks of their respective owners 

 
 
 

 

 

http://backoffice.sirclepos.com/

