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INSTRUCTIONS FOR IMPORTING MONTHLY LIQUOR 

STORE PRICE / COST CHANGES 

 
IMPORTANT!!  BEFORE YOU BEGIN YOUR PRICE UPDATES MAKE SURE 

YOU BACKUP RMS 

 
DOWNLOADING FILES - YOU MAY DOWNLOAD THE FILES AS SOON AS 

THEY ARE POSTED TO THE WEB SITE, BUT YOU CANNOT IMPORT THEM 

UNTIL AFTER THE LAST DAY OF THE MONTH. 

 

STEP 1. CREATE A FOLDER ON THE DESKTOP CALLED IMPORT FILES – THIS 

CAN BE DONE BY RIGHT CLICKING ON THE DESKTOP AND SELECTING NEW 

FOLDER.  THEN YOU CAN RENAME THE NEW FOLDER TO IMPORT FILES.  

YOU ONLY NEED TO CREATE THIS FOLDER ONCE. HERE IS WHERE WE 

WILL DOWNLOAD THE CURRENT MONTH’S FILES. 

 

STEP 2. LOAD YOUR WEB BROWSER (INTERNET EXPLORER) AND TYPE IN 

WWW.COMPUTEREXTENSIONS.COM  IN THE ADDRESS BOX.  AFTER THE 

PAGE LOADS CLICK ON THE LINK THAT SAYS MT LIQUOR STORES. 
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http://www.computerextensions.com/


STEP 3. CLICK ON THE LINK FOR YOUR LIQUOR STORE AND ENTER IN USER 

NAME AND PASSWORD.  CALL GREG IF YOU DO NOT KNOW YOUR USER 

NAME OR PASSWORD. 
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STEP 4. RIGHT CLICK ON THE CURRENT MONTH’S FILE AND LEFT CLICK 

ON SAVE TARGET AS.   
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STEP 5. IN THE SAVE AS WINDOW SELECT DESKTOP ON THE LEFT SIDE OF 

THE WINDOW AND THEN SELECT IMPORT FILES IN THE CENER WINDOW.  

WHEN SAVE IN SAYS IMPORT FILES, CLICK ON SAVE. 

 

 
 

NOTE: FOR WINDOWS 98 YOU MUST CHANGE SAVE AS TYPE TO ALL FILES 

BEFORE YOU CLICK ON SAVE. 

 

 

 

 

IF YOU HAVE DONE EVERYTHING CORRECTLY, YOU NOW HAVE THE 

IMPORT FILE DOWNLOADED INTO A FOLDER ON YOUR DESKTOP CALLED 

IMPORT FILES.  NOW YOU ARE READY TO IMPORT THE FILES INTO 

MICROSOFT RETAIL MANAGEMENT SYSTEM USING THE IMPORT 

PROGRAM. 
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USING THE RMS LIQUOR IMPORT PROGRAM 

 
THESE INSTRUCTIONS FOR USING THE IMPORT PROGRAM WILL ONLY 

CHANGE THE MONTANA POSTED PRICE AND THE COST IN RMS.  THE 

IMPORT PROGRAM HAS SOME ADVANCED FEATURES THAT THESE 

INSTRUCTIONS DO NOT GO INTO. 

 

STEP 1. MAKE A BACKUP OF RMS STORE OPERATIONS 

 

 

STEP 2. LOAD RMS STORE OPERATIONS MANAGER AND CLICK ON 

UTILITIES * ADD-INS * LIQUOR PRICING IMPORT UTILITY. 

 

 
 

THE IMPORT PROGRAM WILL ASK YOU IF YOU HAVE DONE A BACKUP.  

SELECT YES IF YOU HAVE ALREADY DONE YOUR BACK UP.   
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STEP 2. FROM LIQUOR PRICING IMPORT UTILITY SELECT IMPORT PRICE 

FILE. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

         IMPORT PRORGRAM       PAGE 6 

 

 

 



STEP 3. IN THE CHOOSE PRICING FILE WINDOW SELECT DESKTOP ON THE 

LEFT SIDE OF THE WINDOW AND THEN SELECT IMPORT FILES IN THE 

CENER WINDOW.  HIGHLIGHT THE MONTH YOU WANT TO IMPORT BY LEFT 

CLICKING IT AND LEFT CLICK OPEN. 
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STEP 4. YOU WILL NOW SEE THE ITEMS WITH CHANGED COST WINDOW.  

THIS WINDOW SHOWS YOU ALL THE CHANGES THE IMPORT PROGRAM IS 

GOING TO DO TO YOUR PRICING.  YOU CAN MAXIMIZE TE SCREEN BY 

CLICKING THE BOX NEXT TO THE X IN THE UPPER RIGHT CORNER.  WHEN 

YOU ARE SATISFIED WITH THE CHANGES, LEFT CLICK ON IMPORT PRICES 

ON THE LOWER RIGHT CORNER 

 

 
 

A SMALL WINDOW WILL ASK IF YOU ARE SURE YOU WANT TO CONTINUE. 

LEFT CLICK YES. 

 

YOUR PRICES ARE NOW UP TO DATE.   

 

YOU SHOULD STILL SPOT CHECK A FEW ITEMS TO MAKE SURE THEY ARE 

RINGING UP AT THE CORRECT PRICE. 
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