
 
 
STG Retail Tip: Using the Hold Feature 
The hold feature is available in transactional documents (receipts, vouchers, slips, and adjustment 
memos). While a document is on hold, you can create another document, carry out other activities, or even 
exit Retail Pro. 
  
For example, if you begin to ring up a sale for a customer and she has forgotten her checkbook in the car, 
you can put the receipt on hold while the customer leaves the store. Instead of waiting or losing the data 
you have entered, you can ring up other transactions and then take the sale document off hold when the 
customer returns. 
  
Holding does not update the document or affect inventory. 
  
  
To hold a document and then to take it off hold: 
1.             Select HOLD (<Alt+H>) from the main toolbar. The held document will temporarily be 
assigned a sequential document number and will be stored in the document file. 
  
2.             To make the document active again, select HELD from the main toolbar, highlight the document 
you want to work with and then choose UNHOLD from the side toolbar. The document will now be 
assigned a permanent document number. This may be different from the temporary document number 
assigned, since it will fall into sequence with the last document updated. 
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STG Microsoft RMS Tip: Using the Hold Feature 
To place a transaction on hold 
1.       After you ring up the item(s) on the transaction screen, press Ctrl-F12. The Hold Transaction 
window appears. 
2.       In the Comment box, enter an applicable comment by which the transaction can by recalled (i.e. the 
customer's driver's license number or name), and then press Enter. 
3.       After you place the transaction on hold, you can recall it any time. 

 

Note: Whenever you place a transaction on hold, Store Operations will display a notification icon at the top 
of the transaction screen. 
 

 

 


