
STANDARD OPERATING PROCEDURE 

Import Non-Sellable Ingredients into Toast IQ 
Inventory 

Field Detail 

Owner Anum Qassam 

Source Loom walkthrough: "Import Non-Sellable Ingredients into Toast IQ" (11 min) 

Applies to Inventory onboarding of a customer location in Toast IQ / Toast Retail 

Tools Cowork (Toast Inventory Ingredient Import skill), IQ Inventory Onboarding 
Agent (desktop app), Toast Web 

Est. time 30–45 minutes per location (plus up to 10 min for the price spot-check) 

1. Purpose 
Turn a customer’s invoices and ingredient data into non-sellable ingredient items in their Toast 
inventory location, with correct per-unit costs, primary units, suppliers and categories. 

2. Before you start 
•​ Customer files: invoices, order guides, price sheets or ingredient exports (CSV, Excel 

or PDF). 
•​ Intro-call notes: create and review categories together with customer if possible, 

discovering any custom categories preferred 
•​ Customer location GUID. 
•​ Access: Toast Web login, Okta login and Okta Verify set up on your device. 
•​ A running customer folder to save every file Cowork and the tool generate. These feed 

the final customer report. 

3. Procedure 

Step A — Generate the import file in Cowork 
1.​ In Cowork, go to Customize and find the shared skill 

Toast-Inventory-Ingredient-Import. 
2.​ Open the skill, click the three dots (⋯), and choose Try in chat. 
3.​ Drag and drop all of the customer’s invoice and ingredient files into the chat. 
4.​ Optional: add a short instruction, e.g. “Please generate the import file using the 

ingredient data attached.” 
5.​ Add anything learned on the intro call that changes how data is read, such as bottle size 

or a non-standard category framework. 
6.​ Send it and let Claude run. 
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Default: If no bottle size is given, the skill assumes 1-liter bottles. The skill also applies a 
standard category framework unless you give it a different one. 

Step B — Review the output (timebox: 10 minutes) 
Claude returns two files: the ingredient import CSV and a review.csv listing every assumption it 
made. 

1.​ Open review.csv and confirm the assumptions feel reasonable. Most common: no size 
on a bottle (1 L assumed), or multiple prices for one item (Claude picked the most recent 
one). 

2.​ Open one of the customer’s raw files and spot-check a few unit prices against the import 
file. Liquor should show a per-liter price. 

3.​ If a price fails the sniff test, ask Claude in the same chat why. (In the video, one item 
used a more recent invoice price, which was correct.) If you disagree with Claude's 
assumptions, feel free to ask it to regenerate the files with a different assumption in 
place. 

4.​ Save all Claude-generated files to the customer folder. 

Step C — Install / open the IQ Inventory Onboarding Agent 
1.​ In Applications, make sure you have only one, most recent copy of the IQ Inventory 

Onboarding Agent. Delete older copies. 
2.​ If installing, open the DMG and copy the app to Applications. 
3.​ If macOS blocks the app as untrusted, contact Anum Qassam. It may need extra steps 

to allow it to install. 
4.​ Sign in. It needs two sets of credentials: first your Toast Web login, then your Okta / 

computer login.  
Watch out: The second login is your Okta login (not ToastWeb!). Without both, the tool will 
not work. 

Step D — Connect the location and upload the CSV 
1.​ Confirm the tool is set to PROD (top right), then go to Onboard → Ingredients. 
2.​ Location: enter the customer’s GUID, connect, and refresh the data. Wait for it to finish 

(fewer existing items = faster). 
3.​ Upload: drop in the ingredient import CSV from Step A. The tool reads the file and infers 

fields. 
4.​ Map fields: confirm the import area is correct. Primary unit and Item cost must be 

mapped appropriately.  

Step E — Resolve suppliers on Review & match 
1.​ On Review values and matches, look at the blocking issues (shown as “Fix N blocking 

value issues”). 
2.​ The most common issue is Unrecognized suppliers. Click Create next to a supplier. 

Creating it once resolves every row that uses it. 

Step F — Create categories in Toast Web 
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If categories show as Unrecognized, create them in Toast Web. Ideally do this before every 
ingredient import. 

1.​ In Toast Web, go to Items → Settings → Item categories. 
2.​ Create the suggested categories for the customer’s concept (e.g. Ingredients, Prepared 

Food, NA Beverage, Alcohol). They can be edited later. 
3.​ Add custom categories for anything specific to the customer, such as a retail category for 

cigars or a Brandy category under Alcohol. 
4.​ Create a catch-all category called Review Please for items you can’t place. 
5.​ Click Create Categories. 

Step G — Finish categories in the tool and import 
1.​ Return to the tool and refresh so the new categories appear. 
2.​ Assign categories to any rows that were not matched automatically. 
3.​ For leftovers: filter to UNASSIGNED, select all rows, set Category to Review Please, 

and click Apply to N. 
4.​ Once no blocking issues remain, click Continue to run the import. 
5.​ When the import job completes, download the Excel and save it to the customer folder 

as the ingredient import output (e.g. in an Ingredients subfolder). 

Step H — Verify 
1.​ In Toast Web, open Items → Item catalog. 
2.​ Set View items to Non-sellable. 
3.​ Confirm the item count matches the number of rows imported (74 in the video) and that 

items show the expected cost and category. 

4. Troubleshooting 
Issue What to do 

Unit price looks wrong Ask Claude in the same chat why it chose that price. Correct it in 
the CSV if needed. 

Supplier doesn’t exist Click Create on Review & match. One create fixes every row for 
that supplier. 

Categories don’t exist Create them in Toast Web (Item categories), then refresh the 
tool. 

Items with no clear category Bulk-assign to Review Please category and follow up with the 
customer. 

App won’t install (untrusted) Contact Anum Qassam. 

Login fails Check you used Toast Web credentials first and Okta 
credentials second, with Okta Verify set up. 

5. Files to keep 
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•​ Customer source files 
•​ Ingredient import CSV and review.csv from Cowork 
•​ Ingredient import output Excel downloaded from the tool 
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