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Etail Systems Tip Sheet 
 

Objective: To successfully upload products using a CSV file. 

 

The following tells you how to achieve this;- 

 

The files you’ll need to successfully create a Product CSV are as follows:- 

- An export of your product(s) from COMS 
- Product CSV Specification 
- Department ID export (see page 6) 

It’s always easier to upload a product via COMS first (please request this walkthrough if needed), then 
we can export that product via a CSV file & you can see how your product information looks in this new 
format. 

When you open the file, it will look something like this: 

 

A helpful document to assist you in completing your CSV is our Product CSV specification. Please ask for 
this if you don’t have a copy. It explains what each column means, the type of character that goes in it 
(numerical, text etc), maximum character limit & more. 

This walkthrough won’t go into great detail about each column as the spec does that, but the more 
complicated options will be explained. 

Adding your product 

Your product may just be one single item, with no variations or types. This will be slightly easier to do 
for you. Many people will have products with certain variations, which will all be separate lines in the 
CSV. Here, you’ll need to input all the variants in a specific way. 

The general rule is, input new information exactly how it appears in the file already. 

e.g. Under ‘ClientRef’, you can’t just put ‘FS70621N’, you must put ‘ref:FS70621N. 

Adding variations of a product 

NB: As this can be quite complicated, we’ve written a separate walkthrough – please ask for the 
‘Adding filters to your products’ walkthrough. 

Prices & VAT 

It’s useful to put up to 4 decimal places in your selling prices. You should be entering your prices 
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excluding VAT (unless you’ve been told otherwise), & then COMS works out your prices 
with VAT for you. This helpful as if VAT changes, we can alter your prices to reflect this. 
The price you’re selling items at should go in here (unless it’s on offer, please read on). 

 

If an item is on Special Offer, this will override the Selling Price. Use the SpecialOfferPrice column to add 
a special offer price. You can also have Special Offer Start & End dates – please refer to the spec for this 
information. 

You don’t need to enter an RRP, but if you’d like your prices to be comparable to it, then you can. Just 
enter it in the RRP column. 

Prices can easily be edited via a Stock & Price CSV file, which is a simplified version of this main file. 

NB: If you are selling to Trade & need Price Breaks, Alternative Prices for different sites or Alternative 
GTINs, please let us know. 

Stock Levels 

You need to enter the quantity of an item you have in stock in the QuantityInStock column. Stock levels 
can easily be edited in a Stock & Price file. 

Shipping 

You can flag certain products to have Free Shipping or Priority Shipping – please see the spec for more 
information. 

You can add Weight information to your product, which is needed if you’re going to be shipping by 
weight. You can add this under the Weight column. NB: The type of weight you’re shipping by e.g. grams 
or kilograms will need to be set up in COMS. Please let us know so we can do this for you. 

Member Loyalty Points 

You can set the amount of loyalty points a customer will get against each product. 

If you would like to implement a loyalty point scheme for your customers, please get in touch. 

Product Information 

You’ll need to enter your product details in the ‘LongDescription’ column (unless we’ve told you 
otherwise). Fill this with as many keywords and phrases as you can (in sentences & paragraphs, as it’ll 
be seen by the customer), as this is a great opportunity for SEO. 

Below is where the Product Description appears in COMS. 



Adding your products 

(via CSV) 

 

 

Etail Systems Tip Sheet Number 3.01 v1.3 

Last Updated 29
th

 September 2014            P a g e  | 3 

 

If you’d like to format your text e.g. bullet points, please ask for the ‘Adding an article’ walkthrough, as 
this will guide you through some simple HTML you can use. 

Keywords 

Search Keywords are words that you think people will type into the search box on your site to find a 
product.  

Meta Keywords are words that you think people will type into a search engine to find that product. 

Using common misspellings and plural/singular versions of words, as this will help people find your 
products. 

Images 

You can’t actually upload images via a CSV file – what you can do is put all the file names (e.g. 
21album.jpg) in the correct column. Please ask which columns apply to your site.  

You then need to put all those images into one file & send it to us - www.dropbox.com is a great site, 
and it’s free. Or you can put them on a memory stick/disc & post them to us. We’ll then batch upload 
them for you & the system will find the image name & link it with that product. 

Please ask what the size of your images needs to be, as this varies for each site. 

Departments 

You can assign all your product to departments from a CSV, just use the pipe symbol ‘|’ to separate the 
list of department IDs.  

To get your department IDs, you need to export them. Go to Sites  Depts & whichever sort of tree you 
use (left is department tree, right is the tabbed tree) you’ll see a ‘CSV Download’ button. 

http://www.dropbox.com/
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Once your file has downloaded, open it & you’ll see a column called ‘DepartmentID’. 

 

These are the numbers you need to add to the DepartmentID column. An example of what a 
DepartmentID column looks like in the Product CSV file is below: 

 

Associated, Recommended & Related Products 

You can assign associated, recommend & related products via CSV – to do this, you 
just need to put the ClientRef of the products you want to associate with this listing in 
the desired column, using the pipe separated lists as for the departments. See below 
for an example: 
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You can rename associated, recommended & related products in COMS (the name stays the same in the 
CSV, but it’s shown on the site as whatever you wish to call it) – some examples are ‘Other items you 
may like’, ‘Customers also bought’ & ‘Featured products’. Please ask if you’d like to rename these 
options. 

Please see the Product CSV for information on other columns.  

NB: If you’re adding new products, please use a new CSV file each time. It’s fine to keep one row of 
product information in for reference if needed. 

Other information 

Although you can’t add this in the Product CSV file, you can show in COMS how much margin you’re 
making on a product, if you have Suppliers set up. Please contact us for more information. 

If you need help with your Product CSV file, please call 0844 482 0908 or email 
support@etailsystems.com.  
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