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To get started...
• Get access to your back office database computer (DB computer)
• Navigate to the Management Dashboard on the DB computer
• Confirm the iPourIt Upload Program is running in the lower right hand corner 

of the screen
• Prepare a list with details for all of the new beverages you want to add
• The following are resources we recommend for gathering accurate beverage 

details:
• Directly from the maker’s website
• Untappd.com
• winelibrary.com
• Social media (Facebook, Instagram) 
• Google search
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Step #1
Management Dashboard

Use the menu on the left of your 
Management Dashboard to navigate 
to the “On Tap” page
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Step #2
On Tap 

From the “On Tap” page, select the tap 
number where you’d like to add the new 
beverage.

Click on the tap number (circled in blue) 
to select and navigate to the “On 
Deck/New Keg” page
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Step #3
Change Keg on Tap

Choose “On Deck and Benched” to select 
an item if...

1. You’ve emailed beerme@ipourit.com 
to have your beverage list put on deck  

2. It’s a beverage that has already been 
on tap in the past

If not, please proceed to step #4
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Step #3
On Deck and Benched

If the beverage is On Deck, select the desired 
beverage from the “Select Keg” dropdown.
 
Add keg size and cost (from your distributor).
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Step #3
On Deck and Benched

Once you’ve selected the On Deck beer 
and input the distributor details, you’ll 
need to set the price for the beverage.

You can calculate price by the pint, by the 
ounce, or desired margin.

Once the price is set, hit “OK” to put the 
beverage on tap.
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From the “Change Keg On Tap” page, select “Search Online or 
Create New” tab.

Start by searching the Brewery/Beer Name to see if the beverage 
already exists in our database.

Enter any combination of the brewery name and/or beverage name 
and select “Search.” Note: use less detailed search terms to see more 
results

You will notice 3 different icons displayed in front of the search 
results:

● The Home icon: the item is being pulled from your system’s 
library because it’s been on tap before

● The iPourIt icon: the item is being pulled from the iPourIt 
database

● The Untappd icon: the item is being pulled from Untappd 
database 

○ Note: you will only be able to see Untappd results if 
you have signed up for our Untappd integration.

Select “Use This” to choose one of the results and populate details 
from the desired source.

Step #4
Search Online or Create New
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After selecting your beverage, you’ll need to enter 
in the “Beer Style”.

Simply start typing the style name and the system 
will auto-suggest styles.

● Note: Select existing from the existing styles 
to keep data clean for reporting purposes.

Next select the “Keg Size” (from your distributor) 
from the dropdown menu select the keg size.

● Note: It is important to put the correct keg 
size to ensure proper keg level measurements 
so no product is wasted. 

Step #4
Search Online or Create New
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Step #4
Search Online or Create New

The next thing you’ll need to enter the “Keg 
Cost” (the price that was paid for the keg). 

● Note: It is important to enter the correct 
cost for proper pricing calculations

To calculate price by gross margin, start by 
selecting the “Calculate by Margin” in orange.

Enter the desired gross margin percentage for 
the keg.

Select “Calculate Per Ounce”.  

You’ll see a breakdown of the selling price per 
ounce and total keg revenue based on the 
percentage you entered below.
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If you did not wish to calculate price by 
margin, you will need to manually enter 
the “Price,” either by ounce or by pint.

Step #4
Search Online or Create New
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Fields such as ABV, IBU and Notes will 
likely be automatically populated from the 
online search. For glassware (optional), 
please refer to the table to the right.

After you have reviewed all fields, select 
“Save Beer And Add To Tap.”  

Select “Update Tap Screen.” This will 
update the screen above the tap, as well 
as notify UnTappd that you’ve put the item 
On Tap, updating all of your menus 
(Untappd integration users only)

Next, please skip to Step #7

Step #4
Search Online or Create New

Flute 4-6 ounces

Goblet 13 ounces

Mug 16 ounces

Pilsner 7-12 ounces

Pint 16-20 ounces

Snifter 6-8 ounces

Stange 6 ounces

Tulip 9-12 ounces

Weizen 22.5 ounce
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Step #6
New Beverage Details

If you aren’t able to find the beverage using 
the “Search Online” option, you’ll need to find 
the beverage name, brewer name, beer type, 
ABV, IBU, and description for the item.

Find the details here:
● Directly from the maker’s website
● Untappd.com
● winelibrary.com
● Social media (Facebook, Instagram) 
● Google search
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To create a new beverage from scratch, enter 
the name of the Brewery (vineyard, winery etc.) 
into the search bar.

Please be sure to:
● Refrain from using abbreviations other 

than “Co.” for Company.
● Be mindful of proper capitalization.
● Avoid special characters (ex: “/”, “-”, “)” “*”, 

“%”, “^”, “$”) - this can cause screen errors.

Step #5
Create New Beverage 
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Step #5
Create New Beverage

If the beverage is part of a series, please add the 
series name before the beverage name 
(ex: Voodoo Ranger: 1985 IPA, Voodoo Ranger: 
American Haze, Voodoo Ranger: Hop Avenger)

Please make sure the name of the brewery is 
consistent with Untappd to ensure that it gets 
linked to the Untappd page.
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Step #5
Create New Beverage

Next select the beverage type - choose 
Beer, Cocktail, Non-alcoholic, or Wine.

Note: It is important to select the 
correct beverage type to ensure that the 
pouring amounts are accurate.
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Step #5
Create New 

Next, enter the “Beer Style”.

Simply start typing and the system will 
auto-suggest styles for you.
● Note: Select existing from the 

existing styles to keep data clean for 
reporting purposes.
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Step #5
Create New 

Next select the “Keg Size” (from your 
distributor) from the dropdown menu 
select the keg size.

Note: It is important to put the correct 
keg size to ensure proper keg level 
measurements so no product is wasted.
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Step #5
Create New Beverage

The next thing you’ll need to enter the 
“Keg Cost” (the price that was paid for 
the keg).
 
● Note: It is important to enter the 

correct cost for proper pricing 
calculations

© 2021 iPourIt Inc. All Rights Reserved. Confidential and Proprietary. IPINewBev0321-1



Step #5
Create New 

To calculate pricing by gross margin, select 
the “Calculate by Margin” in orange.

Enter the desired gross margin percentage 
for the keg.

Select “Calculate Per Ounce”.  

You’ll see a breakdown of the selling price 
per ounce and total keg revenue based on 
the percentage you entered below.
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Step #5
Create New 

Next enter the “ABV” (alcohol by volume).  
Note: It is important to put the correct ABV to 
prevent over-serving. 

Please be sure to enter in the ABV as a 3-digit 
percentage (ex: 6.5% would be entered as 6.50) 
to prevent any issues.

Next you’ll enter the “IBU” (international 
bitterness units).

This will range between 5 and 120 and should be 
entered as a 3-digit number (ex: 70.0 IBU)
 
If it’s non-alcoholic beverage or the IBU is 
unknown, enter the ABV as 0.00 or IBU as 0.0 
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Step #5
Create New 

Next you can select “Glassware” (optional).

This will recommend the type of glass on 
the tap screen.

If your location uses different glassware 
types, you can use this field to suggest the 
type of glass on the tap screen.

If set, the different size glasses will allow 
for different pouring amounts. Please refer 
to the table on the right for sizing.

Flute 4-6 ounces

Goblet 13 ounces

Mug 16 ounces

Pilsner 7-12 ounces

Pint 16-20 ounces

Snifter 6-8 ounces

Stange 6 ounces

Tulip 9-12 ounces

Weizen 22.5 ounce© 2021 iPourIt Inc. All Rights Reserved. Confidential and Proprietary.



Step #5
Create New 

The final field is “Notes”.

This is where you’ll enter in the beverage 
description and tasting notes.

Note: This is displayed on the tap screen. It’s very 
important to double check for errors.
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Step #5
Create New 

Please be sure to review all fields.

Ensure all required fields and dropdowns 
are filled out and selected.

Once the information is correct, continue to 
step #6.
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Step #6
Save Beer And Add To Tap

After you’ve reviewed all of the details, select 
“Save Beer And Add To Tap”.

This will save all the details and put the new 
beverage On Tap (the number that you selected 
in Step #2).

Please remember that all saved beverages will 
be available to quickly add again in the future 
and will also be added to the iPourIt database.
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Step #7
Add Image

You will then be taken to the On Tap page for 
that beverage where you’ll the image field. 

If you added a beer from On Deck or Benched, 
select Download Image and the correct image 
for the beverage should populate. 

If the correct image does not appear, you get 
the message “No Images Found” or you added a 
New Beverage, please reach out to Customer 
Care to upload an image for the beverage.

Once the image has been added, make sure the 
Upload Program is running and hit “Download 
Images” and “Update Tablet” to complete.
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