
 
 
STG Retail Tip: Adding UPC’s to Inventory  
UPC’s In Inventory 
If you are not currently scanning UPC barcodes at checkout, maybe it is time to start Scanning UPCs will 
speed up the checkout procedure, especially during that busy season or when you are running sales.  
  
Please note that in order to be able to scan UPC barcodes, 2 things need to happen.  First of all, the items 
you are scanning must have an UPC barcode on them.  Secondly, the UPC number has to be added to that 
specific item in Retail Pro inventory section. 
  
 The following steps will show you how to add UPC codes to your rows of inventory. 
  

1. From the main screen in Retail Pro select MERCHANDISE at the top.   
  

2. From the side menu select the INVENTORY button.    
  

3. A list of your inventory items will appear.  Highlight the item that you want to add the UPC 
barcode to and select the “lookup” tab at the bottom of the page. Then select the EDIT option from 
the top menu.  

               
                                                       
              



4. Click in the UPC field next to the item you selected, then scan the barcode or enter the UPC 
numbers manually.  

 

  
  

  
5.   Click on the save option from the top menu.   
  
You can edit multiple items without saving each one.  Moving from one record to the next 
automatically saves edits to the first record. 
  
In Item View, press <Ctrl+F2> to enter continuous edit mode. Press <Ctrl+F2> again to exit 
continuous edit mode. This mode is only available in list view. Congratulations, you can now scan 
items. 
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STG Microsoft RMS Tip: Storing Additional Information 
Creating New Labels 
You can create a label template without using an existing label style. We recommend, however, that you 
first practice using the sample label styles included with Store Operations in C:\Program Files\Microsoft 
Retail Management System\Store Operations\LABELS. 
Use the following tutorial to learn about all the label objects and their associated functions. 

 

To create a new label template: 
1. On the Utilities menu, click Label Designer. 
2. On the Label Editor window, click the New button. 
3. In the Description field, enter the name by which the label template will be referenced. 
4. For the Units heading, select the applicable unit of measurement (Twips, Inches, Cm). 
5. Use the Label Properties fields (e.g., Label Height, Label Width, Rows) to define the label format 
    used for printing. When you enter the Label Height/Width, you will see the layout on the right side of 
    the Label Designer window. 
6. On the Label Designer toolbar, click the Insert Object button. You will see a Caption box appear 
    on the label layout. 
7. Click on the Caption field you just inserted onto the layout. You can then edit the Object Properties. 
8. In the Name field, enter the name (e.g., Barcode) by which the object can be referenced. 
9. Using the Type drop-down list box, select the type of object you are creating.  
    For this example, select Barcode. 
10. On the layout screen, use your mouse to click-and-drag the barcode object to the desired position. 
 

 
 
11. In the Label Height and Label Width fields, enter the applicable measurement. 
12. To add another object, click the Insert Object button again. You will see a Caption box appear on 
       the label layout. 
13. Click on the Caption field you just inserted onto the layout. 
14. In the Name field, enter the name (e.g., Item Lookup Code) by which this object can be referenced. 
15. Use the Type drop-down list to select Field. 
16. Use the Caption drop-down list to select Item LookUp Code. 
17. On the layout screen, use your mouse to click-and-drag the Item Lookup Code object to the desired 
      position. 
18. Under the Object Properties heading, use the applicable fields to adjust the object's height and width. 
19. Click the Font button to define/modify the font name, style, color, and style. 
20. Use the alignment buttons to align the text. 
21. To add another object, click the Insert Object button again, and follow steps 13-20 to create a 
       Price object. 



 

 
 
22. To add another object, click the Insert Object button again. 
23. Click on the Caption field you just inserted onto the layout. 
24. In the Name field, enter the name (e.g., Text) by which this object can be referenced. 
25. Use the Type drop-down list to select Text. 
26. Use the Caption field, type the text as it will appear on the label (e.g., "Always the Best Price!"). 
      Tip: Ensure that your Text field is slightly larger than the selected font size; otherwise, the text will not 
      print. 
27. On the layout screen, use your mouse to click-and-drag the Text object to the desired position. 
28. Under the Object Properties heading, use the applicable fields or your mouse to adjust the object's 
      height and width. 
29. Click the Font button to adjust the font name, style, and size. You can also use the alignment 
      buttons to position the text. Note that your text field should be slightly larger than the font size; 
      otherwise, the text will not print correctly. 
30. To add another object, click the Insert Object button again, and follow steps 13-20 to create both a 
       Store Name Object and Description object. Make sure to select the Type and Caption fields that are 
       applicable to the object you are creating. 
31. To add a picture to the label, click the Insert Object button again. 
32. Click on the Caption field you just inserted onto the layout. 
33. In the Name field, enter the name (e.g., Picture) by which this object can be referenced. 
34. Use the Type drop-down list to select Picture. 
35. In the Caption field, click the Browse button. 
36. On the Open window, specify the applicable graphic File name, and then click Open. 
37. On the layout screen, use your mouse to click-and-drag the graphic object to the desired position. 
38. Under the Object Properties heading, use the applicable fields to adjust the object's height and width. 
39. To add a picture to the label, click the Insert Object button again. 
40. Click on the Caption field you just inserted onto the layout. 
41. In the Name field, enter the name (e.g., Box) by which this object can be referenced. 
42. Use the Type drop-down list to select Box. 
43. On the layout screen, use your mouse to click-and-drag the graphic object to the desired position. 
44. Under the Object Properties heading, use the applicable fields to adjust the object's height and width. 
 

 
 
45. To save this label template, click the Save button on the Label Designer toolbar. 



46. On the Save As window, enter the description in the File name box.  
      You must save this label file in C:\Program Files\Microsoft Retail Management System\Store       
       Operations\LABELS. 
47. Click Save. 
      You can now use this template in the Label Wizard to generate labels. 

 

 

 

 


