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LCBO SECTION 1

BEFORE YOU
BEGIN

I
HOW TO USE THIS GUIDE

This Guide was designed to help you work within the Web PO system. It details and explains
the various steps which comprise a purchase order’s lifecycle within the Web PO system. The
Guide is divided info six sections.

SECTION 1 - BEFORE YOU BEGIN introduces the objective of WEB PO System and highlights
important information Suppliers need to know about the system, including a flowchart
summarizing the purchase order process, and how to get technical help in using Web PO.

SECTION 2 — GETTING STARTED AND THE BASICS provides the basics to getting started with
Web PO, how to login, basic navigation of the site, how to change your password, how to
update your personal profile.

SECTION 3 — WEB PO SUPPLIER ADMINISTRATION details the role and responsibilities for
Supplier Administrator users only, as well as highlights specific functions and how to perform

them within Web PO.

SECTION 4 - VIEWING PURCHASE ORDERS AND ALERTS is for all users and provides an
overview of various web screens which require viewing during the Web PO process. These
include viewing PO alerts, a purchase order’s details, a purchase order’s history and even how
you can sort and view a list of purchase orders by applying various filters.

SECTION 5 - PURCHASE ORDER ACTIONS is for users with specific permissions and Supplier
Administrators only and explains how to take specific required actions during the Web PO
process. These actions include how to confirm an order, how to make a change request, how to
indicate that PO goods are ready to ship.

SECTION 6 — APPENDICES is for all users and provides important reference information as well
as a listing of the various alert definitions a user might receive.

| LN



LCBO SECTION 1

BEFORE YOU
BEGIN

-
INTRODUCTION TO WEB PO

Welcome to the WEB PO System. This system was designed to provide comprehensive

Purchase Order visibility to all LCBO Suppliers, Carriers, Freight Forwarders and LCBO
stakeholders. The Web PO application will create a user-friendly web-based portal that
will replace the current Auto fax PO distribution method with a web solution.

The Web PO solution is a more efficient and cost effective means both of submitting,
receiving and reviewing purchase orders and of requesting changes to orders.

The solutions will also:

e Allow the LCBO more real-time interaction with our suppliers, carriers and
freight forwarders

e Allow parties to respond more quickly to changes in the purchase order process by
allowing change requests to be entered on-line

® Reduce manual data entry which will save time and improve accuracy

| [N



LCBO SECTION 1

BEFORE YOU
BEGIN

.
SUPPLIER AND LCBO RELATIONSHIP

Suppliers will have the ability to acknowledge POs, request a change to ship date, request
changes to quantities and indicate the date the supplier has the goods ready for pick up.
EDI suppliers will continue to acknowledge purchase orders as they do today. Reference the
flowchart on the following page.

B Reference: SECTION 3 — WEB PO SUPPLIER ADMINISTRATION.

Suppliers must appoint an Administrator who must be an authorized Supplier representative.
The Supplier Administrator is responsible for the setup and maintenance of other users within
your organization, including the type of access to assign to their users. By designating an
authorized representative as an Administrator for the new WEB PO System, a Supplier
expressly consents fo execute agreements solely by electronic transmission.

. ______________________________________________________|
WHEN YOU FIRST SIGN-ON TO THE WEB PO SYSTEM:

Suppliers, once approved for access to the WEB PO System, will receive an email:

“Welcome to LCBO Web PO - You have been successfully registered”
The email will provide a link to the WEB PO System and a login ID that must be used as
your user name to log onto WEB PO. A separate email will detail your temporary password.

Reference page 7.

When signing in WEB PO for the first time, you will be required to accept the Terms and
Conditions for Access to Trading Partner Web-Based Applications. Reference page 7.

A Supplier Administrator can give one of two different permissions to Web PO users:
® Read only (R/O) permission grants a user the ability to read the details of a PO and print.
® Read/write (R/W) permission grants a user the ability to both request PO changes
and update POs within Web PO.

Only the Supplier Administrator has the ability to change user’s access.

| EN



LCBO SECTION 1

BEFORE YOU
BEGIN

|
WEB PO SYSTEM BUSINESS PROCESS

The flowchart is designed to help the user better understand the process flow within the
Web PO system.

CHANGE REQUESTS
Revise PO -
Accept change request—ss Status REVISED
(@] Generate .
m Purchase Order - Rac:EvgglagtDatus
O Status NEW
i |
Receive alert if PO
revised or cancelled
Request Charge to
Quantity or Ship/Arrival
Date Prcr to Pickup
Rejected — Statues REJECTED Merts — emsail
l for on scre
Alert for new PO =
Onece purchase order is opened, it reverts to whatever
status it had previously been in. PO reguires only ons
coifirmatiarn.
L .
1]
a
o
=]
W
Ogpen Purchase Caonfirm Purchase ot
Crder - Status Order - S?;ad)l;tigﬁsg:{pTO
WAITING OM Status USSHIP
WENDOR CONFIRMED
Receive alert if not
confirmed in 3
business days
Prooduct is
Physically Picked
Up
= - Status PICKED
b Alart if freight up
= forwarder hias: not
8_ picked upin 6
73] business days from
E Ship date
|_
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SECTION 1

BEFORE YOU
BEGIN

I
NEED HELP?

HELP—You can get help by clicking HELP on the toolbar on any screen. The Help window
displays the currently selected help topics.

CONTACT US - Clicking CONTACT US on any screen displays contact information for
procedural support by email and for technical support by email or by phone.

LCBO | webpo

January 15, 2010

CONTACTUS  HELP  LOG OFF

Home Page

i Bulletin Board
Bulletin Boarnd

Alert List

Purt hase Mrilers
S et Web PO User Guides available on Icbotrade.com

My Profile

Change Passworl

SUPPORT - If you have questions that are not addressed by this Guide, please contact
the Helpdesk.

SUPPORT EMAIL TELEPHONE

Technical Assistance 24/7

techsupport@LCBOsupport.com

1-866-284-8311

Procedural Support

webpo@Icbo.com

N/A

Ho
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SECTION 2

GETTING STARTED
& SCREEN BASICS

|
HOW TO LOGIN TO WEB PO—FIRST TIME USERS

All users will receive two emails titled ‘LCBO WEB PO —New Account. One email details
that you have been successfully registered and provides you with a URL address for the WEB
PO System, and a username. A separate email is sent to you that specifies your temporary
password, which you must change as soon as you log in.

How to log in:

STEP 1. Click on the URL provided
from the LCBO email. The ‘Welcome
to WEB PO Portal’ screen appears.

B Save the URL to your ‘Favourites’
% in your web browser.

STEP 2. Enter your User Name and
Password (case sensitive) provided to
you by the LCBO administrator.

STEP 3. Click LOGIN to enter WEB PO.
A pop-up screen is shown detailing Terms
and Conditions For Access to Trading
Partner Web-Based Applications.

STEP 4. You must agree fo the Terms and
Conditions to log onto the Web PO.

Click the Agree box, and then click the
Proceed box . You will be prompted to

change your password and enter a new one.

After clicking PROCEED, you are now
required to change your password (see
next page.

Welcome to Web PO Portal

LCBO

User Name: _|

Password:

Forgot Fasswordy?

Tor Technical Support, please contact 1-066-204-0J11.

TERMS AND CONDITIONS FOR ACCESS TO TRADING PARTNER WEB BASED APPLICATIONS

The following terms and conditions govern the use of the Liquor Control Beard of Ontario (LCBO") Trading Partnes
‘Web-Bazed Applications (“Applications™), including the Mew llem Submission Systerm {(NISST. the In-Store
Experience Programs System, the Merchandising Promotions Tracking Systermn (MPTS" and the Web-based

Purchase Order System ("WebP07).

In these terms and conditions, “Trading Partnes™ means the LCBO trading pariner (such as, for example, an agenl,
supphier, freight forwarded or camier) who s authorized by the LCBO to access an Application, and "User” means an
indridual who uses a Trading Parlner's user name and p § for an Application, By using an Agplication, the
Trading Partner agrees to be bound by the following terms and condibions.

A Terms and Conditions Applicable to Every Application %

T agree T da not agree

oo Wems |

You must scroll down through
.1 the entire TERMS AND
O CONDITIONS before you
Z can agree and proceed.

7
|



LCBO SECTION 2

GETTING STARTED
& SCREEN BASICS

|
CHANGE PASSWORD —FIRST-TIME USERS

STEP 1: Enter Old Password.
STEP 2: Enter New Password.

STEP 3: Enter new password
a second time within Confirm
Password field.

STEP 4: Enter a verification
word in New Verify Word
field. (Remember and keep
word in a safe place as it is
used to help recover your lost
or forgotten password).

Step 5: Enter verification

word a second time within
Confirm Verify Word field.

Step 6: Click the SAVE box.

If password change is successful, a pop-up box appears
stating “Your password has been changed’. Click OK.
User is taken to the Bulletin Board screen.

While logging in, if you enter incorrect login
data, an error message will show the reasons
you can not log in. At this point, re-enter the
correct User Name and Password.

Once logged in, if the user is inactive for more
E’ than 20 minutes, the system will automatically
O logoff the user. If this occurs, the user will have
Z to login again following the steps above.

Welcome to Web PO Portal

LCBO

.
Usar Name: [BlackZally

Old Password: * i-

e ——
New Password: * [essssssss

Cuonfirm Password: * | ---------

Mew Werify Word: * |eses

Confirm verify word: * |asss

* Indicates a mandatory ficld

MNew password must contain at least cight characters, beginning with at least
two upper-case letters, followed by at least one digit and ending in two or

more lower casc letters,

Forgot Password?

Tou must change your password before you can proceed.

Fnr Technical Support, plrase contact |-ARR-Z&D-R311.

Tour password has been changed.

0K b

T

S i & A o A i o

[ [e2)



LCBO SECTION 2

GETTING STARTED
& SCREEN BASICS

L
AFTER YOU LOGIN—BULLETIN BOARD

After a user logs in, the Bulletin Board will be displayed. It provides updates on LCBO purchasing
policies and procedures and important announcements.

LCBO Web PO

January 15, 2010 CONTACTUS HELP LOG OFF

Hume Paye

Bulletin Board
Bulletin Board

Alert List

Purchase Orders
Burchase Ocdortise Web PO User Guides available on Icbotrade.com

Administratiovn
My Profile

Change Password

User:

John Doe

Clue Day Wines &
Spirits

Last Modified; 09 DEC Z009 17:28:14

Do not use back button. t®ﬁ|7_

Dates are shown in a date-month-year format with the date being a 2 digit
numeric, the month being a 3 letter alpha, and the year being a 4 digit numeric
(e.g. 01-Jan-2009, with a leading zero shown on the date of the month, if the date is
before the 10th day of the month). Times are shown in a 24-hour format, as hh:mm

I DATE-MONTH-YEAR Format

o

O

Z (e.g., 13:15, 09:30 - with a leading zero shown where needed).



LCBO SECTION 2

GETTING STARTED
& SCREEN BASICS

-
NAVIGATION & SCREEN BASICS

From the Bulletin Board (or from any page or screen), users can navigate through the entire site
using the standard menu found on the left-hand side on every screen.

In order to use the Web PO system effectively, you should familiarize yourself with the basic
elements of the menu as seen below. Simply click on any given menu item to navigate to that
page or screen.

January 15, 2010 CONTACTUS HELP LOG OFF

Home Page
: @ Bulletin Board
Bulletin Buard
@ Alert List

Purchase Orders
Purthase Order Lisl @
Administratiop o
My Profile
@ Chanye PassWord

Clue Day Wines &
Spirits

Bulletin Board — Provides pertinent information users are required to know
Alert List — Provides alerts of information which need to be viewed and/or acted on and then closed

Purchase Order List - Provides users with the ability to select and then view the history and
details of a purchase order

R

My Profile - Provides users with the ability to view and change the details of their
individual profile

()

Change Password - Allows users to change their password at any time
Contact Us — By clicking this, a box pops up providing key contact information
Help - By clicking this, a box pops up providing help and support for the Web PO system

Logoff — Allows users to logoff from the Web PO system at any time

0O®O0®

The “Back” button or arrow on the Explorer tool bar has been disabled



LCBO SECTION 2

GETTING STARTED
& SCREEN BASICS

-
NAVIGATION & SCREEN BASICS

CONTACT US - Clicking CONTACT US on any screen displays contact information for
procedural support by email and for technical support by email or by phone.

HELP — Click Help on to display the currently selected help topics.

HOW TO LOG OUT/LOG OFF - Click LOG OFF, located at the top righthand corner of any screen.
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GETTING STARTED
& SCREEN BASICS

|
READING AND UPDATING YOUR PROFILE

LCBO Web PO

User may update personal and contact information in January 15, 2010
Web PO by accessing My Profile, located in the menu. Home rage

Bullctin Board

Bulletin Board

Alert List

Purchase Orders

Purchase Order List

STEP 1: Click on My Profile in the main menu Woaa
bar on any screen. Doing this will take you to sy prafite

the My Profile screen (below). Chianye Passwurd
User:
John Coe
Blue Bay Wines &
Spirils
STEP 2: Once on this LCBO Web PO
screen, you can edit:
Home Fage
ubletin Naard Iy rrofile
e First Name Alart Liak
Pwrchase Dirders Qrgamnicaten Type: = Orgasaton:
[ ] Middle Nome Purihase rder List
Admainistration Firgt hyma: * Higsls Hams
sy Prafils Jihn
e last Name e e i
[=271
® Email addressand | rati = commomt__
email confirmation | st A i
LTS TRNE
* Telephone number i R
J u}
e Fax number
e Verification word = '

o Alerts—whether O
user wishes Er—

to receive alerts

STEP 3: Click SAVE once changes have been made. i o i o
If you click on CANCEL, the information entered is
cleared from the fields.

Once saved, a pop up screen will appear
informing the user that the account changes have
been applied. To exit this pop-up screen, click OK.



LCBO SECTION 2

GETTING STARTED
& SCREEN BASICS

I — |
FORGOT PASSWORD 7 SRR
LCBO

Forgot Password
After clicking Forgot Password?@ from the main e
login screen, a ‘Forgot Password' pop-up screen . C— [
will appear.
| 5 CET
LCBO Welcome to Web PO Portal

LCBO

Enter your Verification Word. Click the PROCEED box. B
|==
i {pocac |
m W et
If Verification Word is accurate a pop-up screen will LéBo Wekone o Web O ol
appear. It informs you that an email containing your LCBO

new password has been emailed to the address you
provided when you applied for access to Web PO.
Click the OK box to acknowledge receipt of your new
password. After clicking the OK box, you will be taken
to another screen where you are required to change
your password.

B f you have forgotten your Verification
E Word, call your Supplier Administrator
QO or technical support to reset

Z your password.



LCBO

|
CHANGE YOUR PASSWORD

SECTION 2

GETTING STARTED
& SCREEN BASICS

Users can change their password at any time and from any screen. From any screen, click

Change Password in the menu bar.

LCBO

Home Page
Rulletin Bnard
Alert List
Purchase Orders
Purtliase Order LisL
Administration
My Profile

Change Password

Usar:

Web PO

January 15, 2010

Change Password

ETES

(Julng Due

User ID

Old Massword *

CONTACTUS HELP LOG OFF

Mew Password *

John Doe  —— | MNew password must contain at least eight characters, beginning with at least two upper-case letters,
g'l-!e_gai‘ Wines & d by at lzast one diait and ending in two or more lowsr-case letters,
piri

Zonfirm Password *

STEP 1: Enter Old Password.

STEP 2: Enter New Password.

STEP 3: Confirm (new) Password.

STEP 4: Click SAVE. At this point, with a pop-up

screen the system notifies you that your password
has been changed.

STEP 5: To proceed, user must click OK box (right).

[ Users might be required to
i change their password if
5 an administrator has reset
Z their password.
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GETTING STARTED
& SCREEN BASICS

|
HOW TO PRINT

Many screens within Web PO offer the user the ability to print out the data found on the web

page. The user will easily be able to identify the PRINT box located on those pages which allow
for printing data.

My Profile |Outstanding v|
Change Password .
el A 4 TO PRINT—Click on the PRINT
[ A ¥ box to print in Web PO. This
User: . ) .
Jane Doe brings up the data being printed

Blue Bay Wines 2

i2 in a separate window.
Spirits PRINT b m




LCBO SECTION 3

WEB PO SUPPLIER
ADMINISTRATION

WEB PO SUPPLIER ADMINISTRATION

(For Supplier Administrators only)

INTRODUCTION:

This section of the User Guide will help the Supplier Administrator manage various administrative
functions within the new Web Purchase Order System (Web PO). This section of the guide will only
describe those functions unique to the Supplier Administrator. These functions include the ability to:

e Set up new users

® Decide whether a user is to have read/write or read only capability (Read/write capability
allows one to submit requests for purchase order changes)

e Receive alerts and/or assign alerts to other users with read/write access

e Search and view all existing Web PO users within or associated with the Supplier
Administrator’s organization

® Reset a user’s password
o Activate and deactivate users

e Delete users



LCBO SECTION 3

WEB PO SUPPLIER
ADMINISTRATION

ROLE OF THE "WEB PO SUPPLIER ADMINISTRATOR’

(For Supplier Administrators only)

The Administrator must be an authorized Supplier representative. The Administrator is
responsible for the set-up and maintenance of other users within the organization, including
the type of access to assign to their users. By designating an authorized representative as
an Administrator for the new WEB PO System, a Supplier expressly consents to execute
agreements solely by electronic transmission.

There are two types of access or permissions a Supplier Administrator can grant WEB PO users:
Read/Write or Read Only.

1. Read-Write (R/W) access grants permission to users fo read, request changes to and confirm
purchase orders and should only be assigned to users within your organization that are
able to legally bind the Supplier and execute agreements on behalf of the Supplier.

2. Read-Only (R/O) access grants the ability to only view purchase order information and
print; no PO change requests are possible.

E’ A Supplier Administrator
O may grant Read-Only
Z permission fo an Agent.



LCBO SECTION 3

WEB PO SUPPLIER
ADMINISTRATION

NAVIGATION

After login, the Supplier Administrator can navigate to those screens where they can perform
their unique tasks. All of their tasks are found within the User List area of the main menu bar.
Only a Supplier Administrator can see this heading within the menu bar.

.

LCBO Web PO
H P
R Bulletin Board
Bualleiin RBoard
Alert List
. o Purchase firders
STEP 1: From the main menu on the left side of
h B Il B B d | k U I_ Purchase Order List
the bulletin board screen, click on User List. SR
} LisEr List
My Profile
Change Massward
UIEr
lame Do
Blys Bay Wrad &
Spirts
STEP 2: The User List screen appears. LCBO Web PO
This screen is used for both sefting up Dacembar 9, 2009
new users and searching for or editing Home Page User List
existing user information. ] S T
Alart List Orgamzabicn Trpe:
Purchase Orders i ondo iy
Group:
Purchase Order List
endor Adinen -

Bddministration rganication

Uiser List Blug Day Wings & Spacts W
HMy Frofile wser Hame;
.. . Lis&r
i Only Suppliers Jane Ose
— Blus Ba

O Administrators are able
Z to enter this screen.



LCBO SECTION 3

WEB PO SUPPLIER

SET UP A NEW USER ADMINISTRATION

To register a new user, the Supplier Administrator must assign Read/Write or Read Only access
to users; please reference the section ‘Role of the Web PO Supplier Administrator’.

STEP 1: Click on the User List screen.

LCBO Web PO
Decarmbar 9, 2009 COMNTACT LIS HELR  LOG OFF
Home Page ser Last
Bulletin Board
Alert List Drgamzaticn Troe:
Purchase Orders Uendce g
Group:
Furchase Order List
vendor Adinen -

Administration Qrgararation

User List Blud Dy Winds B Spants A8

My Profile Wier Hame:

Changr Passward EEARCH 5
Uger
Jame Dos
Blus Ba

STEP 2: Click on NEW USER at the bottom of the screen.

STEP 3: The User Profile screen appears. Enter all new user’s information. Mandatory fields are noted
with an asterisk.

Select desired Group from the drop-down menu on the screen (either Vendor Admin, Vendor R/W
User, Vendor R/O User).

LCBO Web PO

December 9, 2009 CONTACTUS HELP LOG OFF

Home Page

Bulletin Board User Profile
Alert List
Purchase Orders Qrganization Type: * organization:
Purchase Urder List Wendor (¥ Blue Day Wines & Spirts (%
Administration First Hame: * Middle Name:
User List Zetin
Last Name: * Language: *
user Profile . . e
Smith English »
My Profile .
¥ E-mail: * Confirm Email
Change Password john.smith@supplier.com |iohn.smith@supplier com
Telaphane: Fovi
User: =g
Yuns Dios 111-222-3333
Blue Bay Wines & Group: *

, bt 4 **Supplier Adm. assigns new
) user appropriate permissions.

User raceives alerts:

Active:

* Indicates & mandatory hisld:

caeL D




LCBO SECTION 3

WEB PO SUPPLIER
ADMINISTRATION

SET UP A NEW USER

STEP 4: If the new user is to receive alerts, check the box.

ALERTS — If a Supplier Administrator is the only user registered, then the Supplier Adminisirator needs
to be the recipient of alerts sent from the Web PO application. In this case, the User receives alerts
box must be checked. At least one user per supplier must receive alerts from the Web PO application.

To divert the alerts, the administrator will need to set up at least one other user so that this other
user can receive the alerts instead of the administrator. In this case, Supplier Administrator users
will need to uncheck their own User receives alerts boxes.

LCBO Web PO
Decomber 9, 2009 CONTACTUS HELP LOG OFF
Home Page
Bulletin Board User Profile
Alert List
Purchase Orders ©rganization Type: * Qrganization:
Purchase Urder List Vendor ¥ Blue Bay Wines & Spirits (%
Administration First Hame: * Middle Name
User List o
Last Name: * Language: *
user Profile - n
Soith Englizh =
My Profile

Eemail: * Confirm Email
Chango Password john.smith@supplier.com john.smith@supplier com

Telephane: Fax:
Naoa P 111-222-3223

Blue Bay Wines &
Spirits

User:
Group: *
Vendor R/W User |

User 10:

User receives alerts:

< Alerts

Active:

* Indicates a mandatory field

e Qowa ]

ACTIVE—The Active tick-box indicates whether the user is an active user or not. A tick means

user is active; no tick means user is inactive. An administrator can use this field to either revoke
or re-instate a user.

CANCEL—The Cancel button allows the Administrator to abandon any changes to the user
record. Once clicked, it returns the administrator to the User List screen.

NOTE: I
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WEB PO SUPPLIER
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[ LCBO Web PO

Home Page

SET UP A NEW USER

Bulletin Board Tiser Profile
STEP 5: Click the SAVE box to retain Mottt
. . Purchase Orders Grganization Teps: * Srgamzabme;
entered Informqhon' Purchase Order List Vergor |8 Blug Bay Wings & Sprty 8
Administration Firk Num: = Mdlls g
User List P
P wast Harmes * Language: +
hbered E-mail: * :F:'\:'\Jﬁl:l:'l :'\nall
A . f . LA NOS ENFInD bl johnsmith@supplier.oom sehin.emith@sugpler com
- Teloghans Fox
Pop UF:) S.Creen appears informing goor bt
the Administrator that the new user i Sor wines Group: *
Verrdor R/W User (v
account was created, and that an e

email has been sent to the new user.

User receives alerts:
©

Actives
* Indhcates a mandatery held.
Save —) CrE—

STEP 6: Click the OK box.

—hegag
] CE
LCBO Web PO
[ lewayiléze
Hamie Page
Bulletin Board User Profile
r Alert List
- _ Parchase Orders Crganipatssn Type: ®
Purchass Order List
Adaaiistration '."" Nama: *
The administrator returns S s
to the User Profile screen. o Profte =
Change Password e
The Web PO system generates a User ID D i
which populates the User ID field within the P
new user’s profile. &
O T

E The system sends new users an e-mail which provides them their User ID.
O A second email is then sent providing users with a temporary password
Z  that must be changed when they first login to Web PO.
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SECTION 3

WEB PO SUPPLIER
ADMINISTRATION

SEARCH FOR EXISTING USER INFORMATION

The Supplier Administrator has the ability to search for and edit existing user Information.

LCBO

Hume Paye
Bulletin Board
Alert List
Purchase Orders
Purchase Order List
Administration
User Lisl
My Protile

Change Password

User:

Jane Doe

Blue Bay Wines &
Spirits

Web PO

January 27, 201U
User List

Orpanization Type:
[Vendor ¥

vendor Ad
Wendor RAD Lizar
Wendor RAW User
llspr Name:

| J| SEARCH »

NEW USER »

STEP 1: Select the group (either Vendor
Admin, Vendor R/O User or Vendor R/W

User) from the Group drop-down menu.

STEP 2: Enter the name (optional) or part
of the name in the User Name field on the
User List screen.

For example, entering “Jo” could find
users with the following names: Joe Smith,
Joanne Peters, efc. — a listing of records
containing some combination of the letfters
originally entered.

If nothing is entered into the User Name field, search will provide a listing of all users.

NOTE: The Organization Type and Organization fields are pre-selected with no options to perform.

STEP 3: Click
the Search
button. The
Search results
screen appears
with a list of
users.

LCBO

Hame Fage
Bulletin Board
Alere Lige

Purchase Orders

Purchase Urder List

dor W Uger |84

Adminisbration
Organization

User List

My Prafile isar Nire:
Change Fassword }

Blus D4y Winss b Spirts (&

CONTACT VS HELP  LOWG OFF

SEARCH "

ik o b Vndus BJW Ligar

If your search for users does not yield results, then check the search filters to ensure they are correct.
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WEB PO SUPPLIER
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SEARCH FOR EXISTING USER INFORMATION

STEP 4: Click
on the desired
user name
within the
results screen.

The system will
display the User
Profile screen for
that user, ready
for editing.

LCBO

Hame Fage
Bulletin Bsard
Alert Ligt
Purchase Orders
Purchase Order List
Adminisbration
User List
Hy Profile

Change Password

Ugar:

Jana Doe ’
-
- :

Spuinity

Web PO

January 14, 2010

User List

Qrganization Tyoe:

Vandar 8]

Graup

Yreder LW Ugpr &
Drganization

Blug Bay Winds b Spirits W]

Wser Nafre:

CONTACT US

HELP LOG OFF

dubn Guw Gandaha GG T Vader BT Usar Tas
Jaba Emith B LT Vendas B0 Ligar Vag

LCBO

Home Page
Bulletin Doard
alert List
Purchase Nrders
Purchase Order List
Administration
Usor List
User Profile
My Prafile
Change Padimord

e

Jane Do

Blus Day Wines b
SRirts

Web PO

Janwary 14, 2010

User Praofile

Organizatsh Typé: *

Frst Hama; ™
Juhn

Lait Naree: *

Doe

E«mail: *

Jabin, doedbdabay com
Talophans
123-4%6-700d

Greup: *

Wender BAW User (=

Ussr B

User receives alerts:
]
Ackrvg:

* Indicates & mandstary fisld

Organiiathsn:

Midille Haimes:

[T ——

Condirrm Ermgd
jobn,dee@bloebardcom

Fax

123-456-70%0

FERET PASSNORD




LCBO

EDIT EXISTING USER INFORMATION

SECTION 3

WEB PO SUPPLIER
ADMINISTRATION

LCBO web PO
Jauary 14, 2010 CONTACT US  HELP  LOG OFF
Home Fage
STEP 1: From the vulletin Baard User Profile
: Alert List
User Profile screen, ibsh ek coblas editps sttt
click within the T ey T
1 ser Lis ELL
particular user e
field box you My protie i Cout sl
WlSh to ed". L .,lru:lll':ll".Iiﬁl.l.:!p:sr.uull- ;ul.::.-..-.!u.svmpune_. com
‘wlnphans: Fae:
#:::L Dram 111-222-3733
|;:I|:::I|:e\- wines & _E-uuu; .
Mandatory fields i Vendr W User 9]
User 10
are noted with
Gn Osterisk. EIJ_:ICF receives alerts:
Actve:
=
* Indicates & rnandstory hiald,
RERET PASSMED
i The assigned User ID is shown (greyed out) but is
'C_) disabled so it can’t be changed. This is the ID that a
user uses to login to Web PO. FROHEL
Z 9 Vendor RAW User
User ID:

STEP 2: If the user is to receive alerts, the User receive
alerts box must be checked. A list of the various alerts
and their definitions can be found in the last section of
this Guide.

STEP 3: The Active check-box indicates whether the user
is an active user or not.

A check-mark means user is active; no check-mark
means user is inactive. An administrator can use this
field to revoke or re-instate a user on the system.

User receives alerts:

Active:

* Indicates & mandatory field:

ETEE T

Group: *
Vendor RAY User (w»
User ID:

User receives alerts:

Active!

* Indicates a mandatory field:

ETEE T
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WEB PO SUPPLIER
ADMINISTRATION

EDIT EXISTING USER INFORMATION

LCBO

Mome Fage
Bulletin Board
Allert List
Furchase Orders
Purchase Urder List
Adrministration
User LisL
user Profile
My Prolile

Change Password

Lzar
lana Dhas

Web PO

Jomary 14, 2000

User Profile

drganizaton Type: *

First Namps: *

(Bl

Lasl Name; *

Smith

E-rail: *

|y sritloll s wp phar o
Telephans:
111-222-23307

Girganization:
Middle Fame:
Lﬂlluudljsi s

Confirm Crnail

Juhinemith@supphercom

Fa:

CONTACT LS

HELP LOG OFF

Blue Bay Wines &

Spirtts il

[Wendur Row Uger b

User 10

User receives aberts:

=]

Aictive:

=

* Indhcates & mandatory held

cacel i EEE

* Indicates a mandatary field:

DELETE *

RESET PASSINORED

STEP 4: Click Save button to retain edited or revised data. Once data has been saved, the system
takes the administrator to the User - List screen. Nothing can be saved unless mandatory fields
have been entered. Data in non-mandatory fields (e.g., Telephone) need not be initially entered,
enabling the administrator to return in the future to do so.

OR

Click the Cancel button to abandon any changes to the user record. Once clicked, it returns the
administrator to the User - List screen.

OR

Click the Delete button to remove a user’s profile completely from the WEB PO System. Click OK
in the pop-up message box to confirm the delete request.

OR

Click the RESET PASSWORD fo reset a user’s password. If clicked, users will be notified via e-mail of
their new password, at which point they will have to change this password and create a new one.

25
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LCBO SECTION 4

VIEWING PURCHASE
ORDERS AND ALERTS

VIEWING ALERTS

Alerts are sent to the user to notify or remind them of action that has or has not been taken. They
are to be viewed, and after viewing must be closed.

LCBO Web PO

STEP 1: To view alerts, click Hems:Poge S

Bulletin Board

Alert List from the main menu @ e e
On Gny Screen. < urrhase Nriers

Purchase Order Ust WELCOME TO WEB PO

Administration

My Profile

Change Password

User:

John Doe

Blue Day Wines &
Spirits

This action will bring about the Alert List.

LCBO Web PO

January 15, 2010 CONIACT US  HELP  LOG OFF
Home Page
FRulletin Roard Alerts
Alprt List Fiiter: @ open O Closed O all @:‘
Purchase nrders - .
Purrhase nrder |1st sublect Alert Date PO Number Buyer mw Closel
Administration i_ﬂ(a;"" SReeFenonok 12 Jan 201U UBiUS: 30 102-U0UZ59Y0pU3 g:;::tasd‘ LT ‘ =
ry Profile - ancelled PO 14Jan 2010 16:15:32 102-00036508P03 :}'J’i:tg’“ WiFms e ]

Change Password

Q’

STEP 2: View Open, Closed or All alerts by selecting the appropriate filter on the alerts page.

STEP 3: Once having viewed and read an Open alert, you must close the alert by clicking the
Closed check-box relating to the alert.

STEP 4: Click the CLOSE ALERT button on the Alerts screen to close one alert at a time or click CLOSE
ALL button to close all alerts.

NOTE: A list of the various alerts and their definitions can be found in the last section of this Guide.
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VIEWING PURCHASE
ORDERS AND ALERTS

VIEWING ALERTS

In order to continue you must either Close the alert(s) or Cancel.

STEP 5:
@CLOSING INDIVIDUAL ALERTS:

Once you have clicked the
CLOSE ALERT button on the
Alerts screen, a confirmation &re you sure you want to close the selected alert(s)?
pop-Up message appears.

Click the CLOSE ALERT button
to confirm. You will be returned
to the Alert List screen.

CAMGCEL

OR

@ CLOSING ALL ALERTS:.

Once you have clicked the
CLOSE ALL button on the Are you sure you want to close all alerts?
Alerts screen, a confirmation
pop-up message appears. CLOSE AL

Click the CLOSE ALL button to
confirm. You will be returned to
the Alert List screen.

@ If you Cancel, the alert(s) will remain open and you will be returned to the Alert List screen.




LCBO

PURCHASE ORDER LIST

SECTION 4

VIEWING PURCHASE
ORDERS AND ALERTS

The first action taken as part of the Web PO process is the LCBO's email notification to a Supplier
that a PO has been issued. From here, the LCBO seeks a confirmation of the PO from the Supplier.
This confirmation process is tracked and documented within the Web PO system. For the Supplier,
the first step in the process is to go to the Purchase Order List.

STEP 1: Click
Purchase Order
Listin Menu

Bar under the
Purchase Orders
heading on

any screen.

The Purchase
Orders List
screen appears.

The Purchase
Orders List
shows a listing
of all the POs
of a given
supplier.

LCBO

Home Page
Rulletin Buarid
Alert List
Purt hase frlers
Purchase Order List
administration
My Profile

Change Password

User:

Tk Done

Bluc Bay ‘Wincs &
Spirits

(@ WELCOME TO WEB PO

Web PO

Tanuary 15, 2010

CONTACT IS  HELP  1OG OFF

Bulletin Board

LCBO

Home Page
Bulletin Board
Alert List
Purchase Orders
Purchase Order List
Administration
riy Profile

Change Password

User:
John Doe

Blue Bay Winas i
Spirits

Web PO

lanuary 15, 2010

CONTACT US  HELP  LOG OFF

Purchase Order List

PO Nurnber Duate Type

Order Date -
Date Fram Date To
fatus - 1 Appointmient #
Outstanding ~ —
Fort of Exit i vendor
- All - =3 -

e ah sts we  Shp & Port - Rec
Etubar | oolor Datd) Shi00AtS | AIRALUALS: SHGUS| LGMIOE ypireress | gute! BRRLE yngell  A°H0R oy
102-0002599% 02 Dac 2008 05 Jan 2010 Change ez FOD F30%4 10z
Rejected P FOR

102-0003455% 14 Jan 2010 25 Fab 2010 Haw ines fo FOR Fanss [EE onieiem v
Bluw By o0

102-000363%6 14 Jan 2010 14 Jan 2010 Hew Wines & -';B F30594 102 CONFIRM ’
Gpirits
Dlue Bay o0

102-00026597 14Jan 2010 14 Jan 2010 Revised Wineslk 00 Fa094 P conree v |
Spirits
Blue oy pop

102-0002639% 14 Jan 2010 23 Feb 2010 Mew Wines & oo Fauya w0z m P
Epirits
Blug Bay oo

102-U0026611 14 Jan 2010 2% Feb 2010 Revised Wines& oo F3094 102 m i
Bpiries
BlosBay oo

102-00036612 14 Jan 2010 2% Fab 2010 Ravigad Wi FI094 102 m P

102-0003RK13 14 Jan 2010 25 Feb 2000 Revizad Fands 102 CONFIRM ’

102-0003AA14 14 Jan 2010 25 Feb 2010 Revined Fan%4 102 CONFIRM 0

102-00036617 15Jan 2010 26 Fab 2010 Haw e Faoo4 w:
Gpirits

= Next Last | o2

Da not use back button.




LCBO

PURCHASE ORDER LIST

@ To View

a Purchase
Orders List
which exceeds
the view on the
screen, click
either Next,

Last or the page
number(s) of

the screen(s)
you wish fo view.

SECTION 4

VIEWING PURCHASE
ORDERS AND ALERTS

LCBO

Home Fage
Hulletin Board
Alert List

Purchase Orders
Purchase Order List

Administration
My Peafile

Change Password

Lisar
1nhn Do

Blue Bay Wines &
Spirits

©

Web PO

January 15, 2010

Purchase Order List

PO Number

Date fram i
m
Shatus 2
Gutstanding R
Port of Exit
= B s -

COMTACT U5 MELP  LOG OFF

Crate Type
Crder Date -

Date To

Appointment #

Wendor

7 = = Shp & Port Rec

on

2 Firse = praiots oz ke @

- Blus By
e i e “hange F i
102-00UZ5999 00 Dec 2009 U5 Jan 2010 Raincied WS L Fa0s4 102
s Bay o
102:0003695% 14 Jan 2010 23 Fab 2010 Haw fia! Fansd 102
102-00076596 14 1an 2010 14 1an 2010 Haw oroe Fanas 102
FoL
- : : ¥ pan ; ;
102-D0036597 14.Jan 2010 14 138 2010 Revisad o Fanga 102
102-00096558 14 Jan 2010 25 Fab 2010 daw . F2 Fa0ad 102
FoB
102-00076611 14 Jan 2010 25 Fab 2010 Ravitad en F2R Fana+ 102
Spirits
Mlus By oo
102-00036612 14Jan 2010 25 Feb 2010 Revised Wines& Lob 3034 102
Spirits "
BlueBay Lo
102-00096613 14 Jan 2010 25 Fub 2010 Ravised Wines & Foe Faos+ 102
Spirits
= sewn BlusBor g "
102-U0UL614 14 Jan 2010 25 Feb 2010 Revised Winess Cob Fa0g4 T
Spirits
[
102-00036617 15 Jan 2010 26 Feb 2010 Hev  Wines& Fop Faos 102
Spirits
| Firse s Prawlous TR ]
v not use back bulton,
Elue Bay
; L FoB CONFIRM
102-00036614 14 Jan 2010 25 Feb 2010 Revized lines & FOR F2094 10z LI F =R
Spirits
Blue Bay
! FoB COMFIRM
102-00036617 15 Jan 2010 26 Feb 2010 Hew Wines 8 Fop F2094 T2 LI
Spirits

Do not use back button,

PRINT PURCHASE ORDER LIST

i Web PO

LCEO

f
i

mamEun

# FE A i 88 B F B BB A
L

P - a1
[ Jowoea i =

To Print a Purchase
Orders List, click the Print
button. Then click the printer
icon in the top toolbar.

This print action prints all
pages contained in the list
of orders.
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VIEWING PURCHASE ORDER—FILTERING

SECTION 4

VIEWING PURCHASE
ORDERS AND ALERTS

In viewing POs, users can narrow their search for a specific purchase order(s) on the Purchase Order List.
The more refined the search, the quicker the response.

On the Purchase
Order List screen,
there are 7 fields
or categories to
work within to
refine or filter a
listing of purchase
orders.

LCBO

Heme Page
Bulletin Board
Mlmrt Ligk
Purchasn Ordors
Purchase Ordor List
Adminigiration
User List
My Frafile

Change Password

User
ane Dos

Blue Bay Wines &
Spirtts

‘ Web PO

January 22, 2010

CONTACT IS HELP  LOG OFF

Purchase Order List
PO Ruriber Rate Trpo
o003E595 Srder Dats *
Date From 3 DCrarter Ton 3
Status Appeintment &

All w
Part of Exdt Wendar

&l -

i
©)
z

@ To Search by PO

Option 1 - To search
by PO, users can enter
the purchase order
number into the PO
Number field.

Once you have entered
the purchase order’s
warehouse prefix (e.g.,
102 - ) plus the next first
4 digits (e.g., 0003),

a drop-down list will
appear from which you
can scroll-down and
select your desired PO.

This list becomes more
refined as more digits
are entered.

Witiog Ehs

. fob Faohe e [

PO numbers consist of a 3 digit warehouse prefix, and then a string of 8 digits representing a
PO (e.g., 102 - 00012345). In the future, as the number of POs issued increase, the number of
leading zeros found in a PO will decrease.

LCBO

Web PO

Home Page
Bulletin Board
Alert Lisk

W’
Purchase Order List

Administration

User List

January 22, 2010

Purchase Grder List
PO Hufmiber

102090, ;osao@
Diate FAOZ-DOD31181
10

1070003

rofile uestAB2-0003655
raflani 102-0003S59E
Change Password 152-00034597

Ugar
Jams Die

Blue Bay wines &
Epirits

Part of 102-DOD3S5TY

10200036614
1611 (10136.61F
UZ'WI.ILI.D]‘
102:0003661%

Date Trpe
Order Date

Date Toy

Appontment £

CONTAET US

HELP  LOG OFF

102:0003689% 14 Jan 2000 2% Fal

102-000363%7 14 Jan 2000 14 Jan 2000

102-00034555 14 Jun 2010 23 Fab 2010

102-00034E11 14 Jin 2010 2% Fab 2018

102:00026612 14 Jan 2010 2% Fab 2010

102-00036613 14 Jan 2010 3 Fab 2010

38614 14 Jan Z0L0 33 Feb 2000
102-00036618 13 Jan 2010 T4 Fab 2010
12 GONMGES 15 a6 2010 % Fab 2010

1640003615 14 Jan 2016 35 Fub 2008

> Next: Last =1

Do not use back button,
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SECTION 4

VIEWING PURCHASE
ORDERS AND ALERTS

VIEWING PURCHASE ORDER—FILTERING

@J To Search by PO

Option 2 —To search
by PO, users can
first enter the 8 digit
number into the

PO Number field
following the 3 digit
warehouse prefix
and then click the
SEARCH button.

@ Date Type-

The Order Date
(i.e., the date the
PO was created)

is the default when
referencing all POs.

Users can also
search POs based
on either Arrival
Date or Ship Date,
depending on
location of supplier.

NOTE:

Bulletin Board
Alert Lisk

User List

My PFrofile

Change Password

Jane Doe
Bluwe Bay Wings &
Spints

| web Po
lanuary 22, 2
Furchase Order List
Hurrber - Rats Typ
00038595 @J der D w
[ o ¢ it T
= | =2
Status Appointrient
All ~

PO NumbEr OrderDate ShiPate ArrvalPate Stats ¥endor ot ROE appee KEC acuon History

FoB 404
A2k Pait4

In the above example, the user enters 00036595 and clicks SEARCH.
The PO number including the 3-digit warehouse prefix is shown in the
PO List of Details (102 - 00036595).

LCBO

bt Lisk

..... hage Orders

user List
My Prafile
Change Password

ane Do
Blise Bay Wines &
2

i Web PO

Purchase Order List
PO Kutnber e Type
0O03£595 Crder Dt -
[} m - Drate T = Og
L Appintment
1 P

Besides Date Type, Canadian sourced POs can also be searched by the Arrival Date -
which is the scheduled arrival date of product at the LCBO warehouse. Regarding all
non-Canadian sourced POs, they can also be referenced by their Ship Date - which is the
scheduled date suppliers will ship product.
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SECTION 4

VIEWING PURCHASE
ORDERS AND ALERTS

VIEWING PURCHASE ORDER—FILTERING

@ @ Date From

= = & Date To -
These fields work together
and refer back to the type
of date selected in the Date
Type filter. With both these
fields, enter either specific
dates or select a range in
dates from the adjacent
pop-up calendar.

LCBO

Home Page
Aalletin Board
Alert List
Purihave Orders
Purchase Order Lis
Adimdnisbration
User List
My Prafile

Change Password

Web PO

Purchase Grder List

P Number Date Trpe
Drde e
d M\ aks Frarm Dake To
i 3an-2010 i | 16-Jan-2010
Satus AppoErirnent #
O standen g
Part of it
i @‘-
g I

C C N

|mwmm¢mmm,§mﬁm
Blus Day fon ==

L
II OX-0003635F 14 Jua 2010 I8 Fab 2010 = ond) m.-::-\. at FOB F1054 j
p v

@ Status — There are 10 different status types which enable users to filter and further refine

their PO search.

Status — The default for the Status filter is Outstanding. There are 5 types of Outstanding (green
and italic) statuses: New, Revised, Waiting on Vendor/Supplier, Change Rejected, Cancelled.

(Reference the following page for a complete list of outstanding statuses.)

@ Appointment Number — NOT CURRENTLY IN USE

@ Port of Exit — Select from drop-down menu either All or a particular Port. Or, you can also enter
beginning letters of desired Port into field and options will begin to appear; you can then choose
desired Port from drop-down options by clicking desired Port.
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VIEWING PURCHASE
ORDERS AND ALERTS

VIEWING PURCHASE ORDER—FILTERING

STATUS - There are 5 different Outstanding statuses which enable users to filter and further refine
their PO search.

OUTSTANDING
STATUSES

New LCBO submitted a purchase order and the Supplier has not yet viewed it in the
portal. Once viewed, status automatically changes to Waiting on Supplier.

Revised LCBO has submitted a purchase order change and the Supplier has not yet viewed
it in the portal. Once viewed, status automatically changes to whatever the
previous status was.

Waiting on Supplier has opened, but not confirmed the PO.
Supplier

Change Rejected | LCBO rejected the Supplier change request.

Confirmed Supplier has agreed to quantity of product ordered and all relevant dates. At this
point, the Web PO system is waiting for the supplier to indicate that the goods are
ready to be shipped.

® Waiting on LCBO means Supplier has submitted a change request(s) and is waiting for
LCBO to accept and re-issue or reject.

¢ Cancelled means that the LBCO has cancelled the order.

® Ready To Ship means that the Supplier has advised the Web PO that the goods are ready to
be shipped.

| Other Status Types which are not classified as Outstanding are as follows:
(Lll—; ® Picked-up means that the PO goods have changed possession from supplier to transporter.
Z

® Received means that the product(s) is received at the warehouse.
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VIEWING PURCHASE
ORDERS AND ALERTS

VIEWING PURCHASE ORDERS - SEARCHING POs

SEARCH FUNCTION:

1. Users can also search for purchase orders using the Search function. Simply input information into
one or more of the filters and click Search.

If the results of the search are not what was intended, users can reset searched cells and start over by
clicking RESET, which will return the user to the default screen.

LCBO Web PO

January 15, 2010 CONTACTUS HELP LOG OFF
Home Page

T Purchase Order List

= Date Type
Alert List PO Number
| order Date v|

Purthase Orders

Purchase Order List Date From = Date To -
Administration l——lﬂ-Jan-ZD‘lD 16-1an-2010

My Frofil =

T Status Appointment #
Change Password -- Al -- > | |
Fort of Exit wendor

LaeEs E Ban W & =ui T
T ae [~ &l - ¥ Blus Bay Winss & Spirils - 0002465
Blue Bay Wiies &
Spirits

e e R T e | e ] Ee e I I
PO Number Order Date Ship Date Arrival Date Status Vendor .
Bluc Bay oo
102-00036595 14 Jan 2010 25 Feb 2010 Mew Wines & Fon
Spirits
Blue Bay  op
102-00036596 14 Jan 2010 14 Jan 2010 Mew Wines & Fon
Spirits
Dlue Bay Lo
102-00036597 14 Jan 2010 14 Jan 2010 Revised IWines & ron
Spirits
Cancelled —Pjuwwmn womme nws oot @ el
Blue Bay oo
102-0003659% 14 Jan 2010 25 Feb 2010 Mew Wines & FoR
Spirits
Blus Bay oo
102-00036611 14 Jan 2010 25 Feb 2010 Revized IWines & FoR
Spirits

2. Whenever a field or line item is highlighted in pink, this tells the user that the highlighted PO is cancelled.

E If you come to the Purchase Order List and find that there are no
O outstanding purchase orders, check your drop-down menus to see
Z if the filter seftings are what you want.
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SECTION 4

VIEWING PURCHASE
ORDERS AND ALERTS

VIEWING PURCHASE ORDERS - PO HISTORY

STEP 1: From
the Purchase
Order List users
can view the
complete history
of any purchase
order in the listing
by clicking on
the PO History
box adjacent to
the particular
purchase order
line item.

STEP 2: The

PO History
screen details the
statuses, changes,
transactions, efc.
in the lifecycle of
a given purchase
order.

Home Fage
Bulletin Board
Alert List

Purthase Orders
Purchase Order List

Administration
My Frofilc

Change Password

User:

John Doe

Blue Bay Wiles &
Spirits

January 15, 2010

Purchase Order List
PO Number Date Type

Order Date ot
Date From Date To

10-Jan-2010 2 [16-1an-2010 B

Status Appointment #

B E— i |

Port of Exit wendor

& Bay Willes & Spirils - 0002465

PO Number Order Date Ship Date Arrival Date Status

tor 5P D o appt# JEC  action History
102-00036595 14 Jan 2010 25 Feb 2010 Mew e b v | o Y

102-00036596 14 Jan 2010 14 Jan 2010 Mew

102-00036557 14 Jan 2010 14 Jan 2010 Resivsl: [Misas s Faos4 0
102-00036599 14 Jan 2010 25 Feb 2010 Wines & FOB F3034 -‘ »
Spiite
HILEE = z
102-00036611 14 Jan 2010 25 Feb 2010 Reulzad Wn\es& o8 F2054 i02 POHSTORY  »
irits

Home Page
Bulletin Doard
Alert List
Purchase Orders
Purchase Urder List
PO Details
PU History
Administration
My Protile

Change Password

Usar:
John Doe
Blue Bay Wines &

Spirts

lanuary 15, 2010 CONTACT US  HELP LOG OFF

PO History

PO & Cirder Date
102-00036595 14-Jan-2010
PO S_IONS

|Ready to Ship

PO Changes and Change Requests
OrderDate  Ship Date Status

Transactlon Date Transaction Type

Current Version of PO

14 Jan 2010 25 Feh 2010 Ready to Ship 14/001/2010 3:45:55 PM

PO Status History

Status Transaction Date

15/01/2010 3:5

Feady to Ship i6:09 PM
15/01/2010

‘onfirmed

1PM
fow 14/01/2010 3:45:56 PM

All the details associated with a purchase order are listed and sorted in descending order of transaction
date. The PO History screen also provides a purchase order’s current status as found in the PO Status field.
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VIEWING PURCHASE ORDERS - PO HISTORY

January 15, 2010

CONTACTUS HELP LOG OFF

STEP 1: Click

Home PFage

the PRINT button
prints the entire

Bulletin Buard
Alert List
Purchase Orders

Purchase Order List

PO History
PO £ Order Cate
102-00036595 14-)an-2010
PO Status
Ready to Ship

transaction

PO Details
. ; PRINT v
history for the P History
Administration
H PO CI d CI R !
order displayed. S Prnl anges ol Chavge Ragunste
.. Order Date Ship Date Status Transaction Date Transaction Type
ThIS mcludes C]” i
14 Jan 2010 25 Feb 2010 Ready to Ship 14/01/2010 3:45:55 PM Current Version of PO

User:
subsequent pages |
not visible on A
the screen.

PO Status History

Status Transaction Date

Ready to Ship 15/01/2010 3:56:09 PM
rconfimed 15/01/2010 2:12:41 PM
New 14/01/2010 3:45:50 PM

Web PO

A hitp:/hwebpouat, glogitck.com/WebPO/report/Report.aspx  Microsoft Internet Explorer

= @ = [T 1k &% & | & & [34% ~ @v - B8l "
To print, click on B
the printer icon in
1he I‘Op tOO|b0r’ PO History - PO # 102-00036595
PO Changee and Change Requeste
Order Nate Ship Nate. Statue Trancactinn Nate Trancaction Typs
14-Jan-2010 25-Teb-2010 Ready to Shp 14 Jan 2010 15:45:55 Current Version of 'O
PO Status History

Status Iransaction Uate

Ready v Ship 15 Jan 2010 15.50.09

Corfirmed 15 Jan 2000 141741

New 14 Jan 2010 15.45.50 -

Unkreowen: Zore
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SECTION 4

VIEWING PURCHASE
ORDERS AND ALERTS

VIEWING PURCHASE ORDER DETAILS

STEP 1: From the
Purchase Order
List screen, mouse
over a given PO
and the selected
PO line item
turns green.
Click highlighted
(greened) line
item and PO
Details screen
for the selected
PO appears.

PO Details
Screen

LCBO

Web PO

Home Page -
Bulletin Board Purchase Order List
Date Type
A i PO Nurmber P
s | |Order Coate ~
Purchase Orders
Purchase Urder List Date From Date Te
Administration |10-2an-2010 ] |16-3an-2010 |2
My Profile Sabis . ?
Change P J [ an w e
User: port of Ext vendar
1ahn Doe [=- - i
Blue Bay Wines &
Spants.

Blue Bay
10200006595 14 Jan 2010 25 Fab 2010 Haw Winae
Spiries
Ll Bay
102-D003ES36 14 Jan 2010 14 Jan 2010 Hew  Wines &
Epirins.
Llue Bay
102-00036597 14Jen 2010 14 Jan 2010 Reviawd Wines &
Spints

Hume Page
Bullelin Buard
alert List

Purchase Orders

Purchase Urder List

U Letails
'O History
Administration
My Prafils

Chanye Passwarl

User:

John Do

Blue Bay Wines &
Spirits

PO Details

PO £ 102-00N03A5964

Srider Ty Topuord

PO Stalus: Mew Appuintment £

Receiving Warehouse. 10Z wendor Mame. Blue Bay Wines & Spirits

Order Date. 14-)an-2010 currency: CAD

schedulad Ship Date: 14-Jan-2U010 Previous Ship Late:

leason:
Port ot Cxi. VALPARAISO Port ot Cntry: TORONTO, ON
Nuyar Code: PO

Freight Furmarder Name: OVERSEAS SHIPMENTS Trade Terms: FOB

Supplier Yendor No. 0002465

FF Contact Name. OVERSEAS SHIPMENTS Total Quantity. 1040
Waight. 1b628 K&

Carrier Name! Containcr Size! 4U Foot Container

Shipping Terms: FOB

Equipment Type: Mormal

Payment Terms. NFT N30 DATS ON RECFIFT

order Instructions,

02330009TESS 235663 BLUE BAY CHARD  O11X004 440 12X T30 ML

RAINOOITHSN F4RRTN RLLIF RAY MERLOT 0ISKON4. GO0 123 750 ML

Doon il vse hack Lt lon.




LCBO

SECTION 4

VIEWING PURCHASE
ORDERS AND ALERTS

VIEWING PURCHASE ORDER DETAILS

PO DETAILS SCREEN

From the PO Details screen the user can perform a number of actions including: CONFIRM a PO,
perform PO Change Requests (REQUEST DATE CHANGE, REQUEST QTY CHANGE ) and

indicate that PO goods are Ready fo Ship.

Hume Paye
Bullelin Buard
alert List
Purchase Orders
Purchase Urder List
U Betails
'O History
Administration
My Profile

Change Passworil

User:

John Dos

Blue Bay wines &
Spirits

lanuary 15, 2010

PO Details

PO &

PO Stalus:

Receiving Warehouse.
order Cate.

schedulad Ship Lats:
leason:

Port ot Dz

Freight, Furmarder Marme:

FF Contact Mame.

Carrier Namie!

Shipping Terms:

Payment Terms.

order Instructions.

02330009TESS

RAINOOITHSN

239663

FARRIN

107-NON3AS9A Orider Ty
Mew Appuintment £
10z Wendor Name.
L4-]an-2010 Currency!
14-Jan-2010 Previous Ship Late:
VALPARAISO Port ot Cntry:

Muyar Coda:
OVERSEAS SHIPMENTS Trade Terms:

Supplier vendor No.

OVERSEAS SHIPMENTS

waight!
Lontaincr Size!

FOB Equipment Type!

NFT N30 DAYS ON RFCFIPT

ROQUEST DATE CHANGE »

CORTIRM

BLUE BAY CHARD  011X004 440

EEXH

BLLIF RAY MERLOT 015X004. AON

3R.A3

Total Quantity.

PO HISTORY

123 TS0 ML

123 750 M0

CONTACT LS

HFLF

LOG OFF

Temport

Blue Bay Wines & Spirits
CAD

TORONTO, ON
PO

FOB

0002465

1040

1bbdd Kis

4U Foot Container

Mormal

Doon nol wse hacke st boe.

LEBIZ




LCBO SECTION 5

PURCHASE ORDER
ACTIONS

|
HOW TO CONFIRM A PURCHASE ORDER

(For Read/Write Users and Supplier Administrators Only)

INTRODUCTION

Supplier Administrators and users with Read/Write access have the ability to confirm purchase orders.
Once users are satisfied with the details of an order, they can confirm the order.

B If a PO has not been confirmed within 3 days of being posted, an Alert is produced and emailed
to the Supplier and LCBO. The Alert will be emailed everyday until the suppliers confirms the PO.

l CANCELLED PURCHASE ORDERS

E A Supplier cannot cancel a purchase order. If the Supplier and LCBO cannot reconcile a
O change request, then LCBO will cancel the order thereby changing the status of the purchase
Z order in WEB PO to Cancelled.



LCBO

SECTION 5

PURCHASE ORDER
ACTIONS

HOW TO CONFIRM A PURCHASE ORDER

STEP 1: From the Bulletin
Board screen (or from any
screen), click Purchase Order
List from within the main menu.

Purchase Order List screen

I Once confirmed, a refreshed

LCBO Web PO

January 15, 2010

Home Page

Bulletin Board
Bulletin Board

Alert List

A wacome o wea o

Change Password

Uszar:
Wi appears showing a status of arE
'6 Confirmed and an Action of
Z Ready to Ship.
STEP 2: LCBO web PO
Opfl on I N From January 15, 2010 CONTACTUS  HELP  LOG OFF
. Home Page _
W”h”’] fhe Purchase il B Purchase Order List
. [ £ PO Humber D_ct': Tipe
Order LISt Screenl I'u:h:s:lulfd:rs bl hs
CliCk the CONFIRM N:"'ill'lfi':;:i:rlﬂrriiﬂ Date From - Date To -
button to confirm y Profie _——
Change Password Qutstanding -
a PO' part of Cxit vendar
o fiflse w
This submits the o e o
conflrmat(lion fo PO Number OrderDate Shin Date Arrival Date Status Yendor SHEE B0 gty MEC O Action History
I_CBO an SeTS 102-0002599% 08 Dec 2009 0% Jan 2010 Change e 231 Fo 2094 102 g
the PO’S SthUS to 102-00026955 14 Jan 2010 29 Fub 2010 Haw F3054 102 Mm
CONFIRMED. PO oo | orsTor s |

Once confirmed, a refreshed Purchase Order List screen appears showing a status of Confirmed and an

Action of Ready to Ship .

PRINT » [ FESET

» | SEARCH »

PO Number Order Date Ship Date Arrival Date Status Wendor :

&

Shp & o Bt Action

Appt #

History

102-00036595 14 Jan 2010 25 Feb 2010

e
TrdTerms Exit Whse

Elue Bay FOR

ConfirmedWines & Fao94 inz READY TOSHIP » | POHISTORY
i FOBE
Spirits
Confirmed Ready to Ship



LCBO

SECTION 5

PURCHASE ORDER
ACTIONS

|
HOW TO CONFIRM A PURCHASE ORDER

LCBO

Web PO

Home Page
vulletin Uoard

Alert List

STEP 2:

Option 2: To confirm
a PO from within an
order’s PO Details

screen, click the
CONFIRM button.

Purchase Orders
Purchase Order List
PO Details
PO History
Administration
iy Profile

thange Password

By clicking the
CONFIRM button,
the user commits to
the agreement of
thepurchase order
with the LCBO.

January 13, 2010 CONTACTUS  HELP  LOG OFF

Purchase Order

Lal Purchase Urder Header
PO # 10200038596 Grder Type Import
Sratus, New Appaintmant #
1 vender Narme: Blue Day Wines b Spirits

It VALPARAISC
VERSEAS SHIPMENTS

Freight Forwarder Name:

. QVERSEAS SHIPMENTS

Container Sire

on Lquipment Type

B3] Instructions and Notes

3

recsronre e [ oo — W rowsion— Fo ]

A pop-up window appears

appears giving the user the option

to agree or disagree with the terms

and conditions. :

To download a pdf copy of the
PO agreement, click on Purchase
Order Terms and Conditions
located inside window on screen.

a8l Purchase Order Detail Infurmation
UPC f SEC  LCHO Item #  Description TIHI Qty Case Quole Case Config Action |
U000y TS UL1KOU4 440 ] La% 10 ML FEQUEST QTT CHANGE »
EFI0009 7SS0 2006235 O1SX004. £00 39,93 123 TS0 ML FECLIEST (TT CHANGE »
Do not use back button LGEBIZ
B PP ]

This Purchase Order is subject to and incorporates by reference
the LCBO's Purchase Order Terms and Conditions. Please review
the LCBO's Purchase Order Terms and Conditions carefully, and
then click on the *I Agree” button to indicate that the Wendor
accepts this Purchase Order, including the LCBO's Purchase

Order Terms and Conditions, That action 15 the eguivalent of the
Yendor's signature and indicates the Wendor’'s acceptance of this
Purchase Order and intends to be legally bound by it, If the F
Yendor does not accept this Purchase Qrder, click on the "I Do

Mot &gree” buttan.

| LGEEE

T T Vaaahal W - e © T T—




LCBO

SECTION 5

PURCHASE ORDER
ACTIONS

|
HOW TO CONFIRM A PURCHASE ORDER

STEP 3: By selecting | AGREE, the
PO Status changes to Confirmed.

OR

By selecting | DO NOT AGREE,
keeps the order at a Waiting on
Supplier status.

= e St i |

This Purchase Order is subject to and incorporates by reference

the LCBO’'s Purchase Order Terms and Conditions. Please review

the LCBO's Purchase Order Terms and Conditions carefully, and

then click on the *I Agree” button to indicate that the Wendor

accepts this Purchase Order, including the LCBO's Purchase

Order Terms and Conditions, That action is the equivalent of the
1 Yendor's signature and indicates the Wendor’'s acceptance of this
FPurchase Order and intends to be legally bound by it. If the
Yendor does not accept this Purchase Qrder, click on the *I Do
Mot Agree” buttan,

ke

WL T—

Web PO

LCBO

Jangary 15, 2010

Home Page

Confirmed
PO Status

s !j'l.lr( hase Order
Alert List =
Purchase Orders
I T e

PO Details

PO History

Administration
My Profile

thange Password

Payrment Terms:

Order Instructions

Exit: VALPARAISC

Port of Entry: TOI
Buyer Code:
! OVERSEAS SHIPMENTS Trade Tapms: FOB
Supplier Vendor No. DOUZd6%
ne: GVERSEAS SHIPMENTS Total Guantity: 1040

shipping Terms!

CONTACTUS  HELP  LOG OFF

Purchase Order Header
102 O0NISESE arder Type

Appaintment &

it 15628 KG

Container Sire. 40 Faok Container
on Lquipment Type: Normal
Instructions and Notes

NET 030 DAYS ON RECELFT

recronrecnnce [ cowe— [l rowsion— o ]

a8l Purchase Order Detail
UPC f SEC  LCHO Item #  Description TIHI Oty CasfQuole Case Config Action |
BIO00Y 659 BLUL B 1HOU4 440 2 o 150 ML REQUEST QTT CHANGE »
PEFI009TSS0 208623 BLUE BAY MERLOT 013%004 800 93 12 750 ML FEGLUEST OTY CHANGE »
Do not use back burfn LGEBIZ

Once confirmed, the Ready to Ship button appears on the Purchase Order List
Screen. To change a POs status to Ready to Ship, see page 57.



LCBO SECTION 5

PURCHASE ORDER
ACTIONS

|
HOW TO PERFORM PURCHASE ORDER CHANGE REQUESTS

INTRODUCTION

Suppliers can request purchase order changes (POC) until the PO is shipped. However, the
LCBO has the final say by submitting a POC through the portal.

When the LCBO sends a Purchase Order Change (POC) to the Web PO portal, the
pending change requests will be cleared and the order will be set to its previous status. If more
changes are desired, the Supplier will have to start the change process over again.

When LCBO submits a POC to the Web PO portal, the Confirm button (or Ready to Ship button)
will reappear, returning the order back to the status it was prior to the change request.

It's possible for LCBO to reject only one of several change requests made by the Supplier, and
to send a POC for the balance. This would still update the order on the portal. If LCBO does not
agree with the change, e.g., a quantity change request, the Supplier could Cancel the change
request and issue an agreeable quantity or revert to the previous one.

While change requests are pending, the status of the PO changes to Waiting on LCBO.
If the Supplier would like to cancel the change request at any time, they must click Cancel

which will clear the change request. The screen will revert back to the PO Details screen and
will also return PO Status to its previous status.



LCBO

SECTION 5

PURCHASE ORDER
ACTIONS

FLOWCHART OF PURCHASE ORDER CHANGE REQUESTS

CHANGE REQUESTS

Request Change to
. Quanlity or Ship/Arrival
Date Prior to Pickup

Accept change request =

Rejected - Status REJECTED

Revise PO —
Status REVISED

/

Receive alert if PO
revised or cancelled

v

Once purchase order is opened
status it had previously been in.

, it reverts to whatever

PO requires only one

confirmation.

Flowchart of change request process. To view entire chart, see Web PO System Flowchart

in the Before You Begin section of this Guide.




LCBO SECTION 5

PURCHASE ORDER
ACTIONS

|
HOW TO REQUEST A DATE CHANGE

Users can request a change in the date at any time from when the user first opens a New or
Revised order until the order has reached Picked Up status, at which time the order is locked to
the Supplier from further change requests.

LCBO | web o

STEP -| . From lanuary 15, 2010 CONTACT IS  HELP  1OG OFF

the moin Ho;::l:::enuam Bulletin Board
Alert List
menU On Gny Purt hase Nrilers [
screen, click o oiei (@) WELCOME TO WEB PO
Administration r—
on Purchase o
Order L"St‘ change Password
Uzar:
ok Dine
Blug Bay Wines &
Spirits
L.CBO Web PO
January 15, 2010 CONTACTUS HELP LOG OFF
e O Purchase Order List STEP 2: From within
tee it P 2 the Purchase
Purchase Orders
Purchase Order List Date From - Date To - Ofdef I_iSf SCI'een,
Administrotion 10-Jan-2010 = 16-)an-2010 = . .
Cershle o P click on the desired
Change Password All ~ pUrChOSe Order |ine
Port of Fxit vendar . . .
T v item to bring up its

PO Details screen

_mglm- (following page).

Shy
PO Number OrderCate Ship Pate Arrival Pate Status Yender oRP ™ RO Appts JE€ Action History
Blue Bay A
10200006595 14 Jan 2010 25 Feb 2010 Hew Wines & :I\:: FI0%4 1oz CONFIFM v | POHSTORY »
Bpirits

102-00006596 14 Jan 2010 14 Jan 2010 Haw

e rans4 e v | PomsToRY 0
the e PN o > | romsTons »

107-00036597 14 Jan 2010 14 Jan 2010 Roui
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SECTION 5

PURCHASE ORDER
ACTIONS

|
HOW TO REQUEST A DATE CHANGE

STEP 3: The PO Detail screen appears. Then click Request Date Change,

at which point the screen changes.

LCBO

Hame Page
Bulletin Board
Alert List
Purchase Orders
Purchase Urder List
PO Details
PO Histary
Administration
My Profile

Change Password

Requested
Date Change

FU Details

3}

PO # Order Type! Trmpart
PO Sta Wating on Vendor Appointment #:
Receiving Warehouse: 102 endor Name: Blue Bay Wines & Spirits
Qrder Date. 15-Jan-2010 Currency: CAD

Scheduled Ship Cate

Purchase Urder Header

Fravious Ship Date

Heason:
Part of Cxit' VALPARAISO Part of Crtry: TORONTS, ON
Buyer Code; PO3
Freight Forwarder Name, &\ Trade Terms: FOB
Supplier Vendor No. 0002465
FF Contact Name: OVERSEAS SHI Total Quantity. 800
ght: 11900 KG

Carnier Narme!

Shipping Terms

1] Instructions and Notes
Payment Terms: NET 030 DAYS ON RECEIRT
Order Instroctions:
=] Purchase Order Detail Information
UPC f SCC LCBO Item # Description TIHI Qty Case Quote Case Contig Action
OREIN009TES0 2aRE2S BLUF BAY MERLOT 0154004 800 3893 12% 750 ML m

Contaner Sizel

Equip

Consohidate LTL

: Normal

C'o nat use back button.

LGBIZ
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|
HOW TO REQUEST A DATE CHANGE

SECTION 5

PURCHASE ORDER
ACTIONS

After clicking the Request Date Change button, the Request Date Change button then changes to
Cancel Date Change and the current Ship Date or Arrival Date is copied to within the Previous
Ship Date or Previous Arrival Date field. The Confirm or Ready to Ship button disappears for the

duration of the change request.

LCBO Web PO

January 13, 2010

Home Fage

Cancel
Date Change

Rulletin Board P‘? Details
2 Purchase Order Header
Alert List
Purchase Orders PO 2 102-00036596 Order Type: Import
Purchase Order List PO Status: New Wi i

PO Details Receiving Warshouse. 102 Vendor Name. Blue Bay Wines & Spirits
PO History Order Date! 14-1an-2010 V7 Currency: CAD
Administration Scheduled Ship Date: |1d-Jan-2010 o 'e Bravious Ship Date: L4-Jan-2010
My Profile Reason: |Packaging delay w
change Password
Part of Exit: VALPARALSO Part of Entry: TORONTO, ON
Duyer Code! P02
B Freight Forwarder Name: OVERSEAS SHIPMENTS Trade Terms: FOB
Supplier Vendor No. U002465
FF Contact Name' OVERSEAS SHIPMENTS Tatal Quantty’ 1040
Weight: 15628 KG

Carrier Name.

Shipping Terms:

()

Payment Terms.

Grder Instructions.

FoOn

NET 030 DAYS ON RECEIPT

Container Size. 40 Foot Container

Equipment Type:

Instructions and Notes

CONTACT US HELP LOG OFF

Rarmal

/

»

(2] Purchase Order Detail Information

UPC f SCC LCBO Item £ Description TIHI Oty CaseQuote Case Conlig Action
08330003TETS 233863 BLUE BAY CHARD:  0LIXO04 440 39,93 12% 750 ML REQUEST OTY CHANGE »
EIIVOUFTII0 BLUE BAY MERLOT 0ISA004 600 Cin) 12X 750 ML FEQUEST OTT CHANGE »

LEGBIZ

D nat use back button,

STEP 4: Select a proposed new date by clicking on the calendar button adjacent to the Ship Date button.

STEP 5: If you would like to cancel the date change request at any time, you must click CANCEL
DATE CHANGE which will clear the change request.

If you click the CANCEL DATE CHANGE button, then, the screen will revert back to its previous
PO Details screen and will also return PO Status to its previous status.
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PURCHASE ORDER
ACTIONS

|
HOW TO REQUEST A DATE CHANGE

STEP é: You must select a Reason from the drop-down menu in order to complete the change request.

LCBO Web PO

January 15, 2010 CONTACTUS  HELP  LOG OFF
Home Page 8
PO Details
Bulletin Board —
L2 Purchase Order Header
Alert List
B S PO #. 102-0003659% Order Type. Import
burchie Ordar List PO Status: Waiting on Vendor Appointment &
S AT Recenang Warehouse: 102 Vendor Name! Blue Bay Wines & Spints
PO History Order Date. 14-Jan-2010 /4 Currency: CAD
{
Admintstration Scheduled Ship Date: |18-Jan-2010 mA Frewious Ship Dste: 14-Jan-2010
My Profile Reason: | Packaging delay i
Change Password
Port of Exit: Port of Entry: TORONTO, ON
FForwarder issue Buyer Code! P03
Freight Farwarder Name' |mechanical Breakdown Trade Terms: FOR
Production Delay
e Supplier Vendor No, 0002465
FF Contact Name. OVERSEAS SHIPMENTS Tatal Quantity
Weight
Carrier Hame: Container Size: 40 Feot Container
shipping Terms. FOB Equipment Type: Normal
12] Instructions and Notes

Payrment Terms. NET 030 DATS ON RECEIPT

Order Instructions,

s cune eesr I vovororr — Rrear |

=] Purchase Order Detail Information
urL f sCe LEBO Item & Description TIHMI [ty Case Quote Case Config Action
DE3F0003763% 239663 BLUE BAY CHARD 0113004 440 3855 122 T30 ML FEGUEST 017 CHANGE »

23300097550 248629 BLUE BAY MERLOT 0153004 600 38.9% 123 730 ML REQUEST Q1T CHANGE »
Dre not use back button, LGB'Z

The following is a listing of reason codes found in the drop-down menu:

. Packaging delay

. Content delay

. Vintage Rollover delay
Plant shut-down

Carrier/Forwarder issue

S R IS

Other (Supplier enters reason — space is limited to 50 characters)
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HOW TO REQUEST A DATE CHANGE

SECTION 5

PURCHASE ORDER

ACTIONS

LCBO Web PO

LOG OFF

January 15, 2010 CONTACT US  HELP
Hume Page .
PO Details
Bulletin Board s
& Purchase Order Header
Alert List = 228 -
Purchase Orders Pl 102:00036834 OrdlacTyps: lmport
PO Status! Wating on Vendor Appointment #

Furchase Order List
PN Details
PO History

Administration

STEP 7: Click Submit
Change Request
which will post the
change request for

LCBO to respond.

My Profile

Change Password

3|

Receiving Warshouss:
Order Dat
Scheduled Ship Date.

Reasan

Freight Forwarder Narme:!

Shipping Terms:

Payment Tarms!

Order Instructs

FF Contact Name! OVER

Carrier Name:

102
14-Jan-2010
18-Jan-2010 3

Packaging delay »

/Forwarder issue

Production Delay
Oith

SEAS SHIPMENTS

FoB

NET 030 DAYS ON RECEIPT

-'::l.fl:ﬁ_ DATE CHINGE  »

Verdor Name: Blus Bay Wines & Spirits
Currency: CAD

Previous Ship Daste: 14-Jan-2010

Port of Entry: TORONTO, ON
Buyer Coder P03

cal Breakdown Trade Terms: FOD
Supplier Vendor No. 0002465

Tatal Quantity: 1

Weight! 15620 KG
Container Size: 40 Fout Container

Equiprient Type: Normal

Instructions and Motes

o

SUBMIT CHAMGE RECUEST »

Purchase Order Detail Information

onsron— Romr ]

UPC f SCC LCBO Item & Bescription TIMI gty Case Quote  Case Config Action

Dre ot use back buttan.

LEBIZ

STEP 8: After submitting your change request, this
pOp-Up screen appears.

To continue you must either agree or disagree with

the stated terms by clicking on the appropriate box.

By clicking | Agree button, the status of the PO
changes to Waiting on LCBO (see next page).

Zonn

By clicking the "Submit Change Request” button, the Vendor is
submnitting an offer to the LCBO to change a Purchase Order. Mo
Al change to the Purchase Order is cffective unless and until the
| LCBO acuepls the changes proposed by the Vendor, The LCBO is
deemed to have accepted the changes proposed by the Vendor
Y only upon issuing a revised Purchase Order corresponding to the
88 changes proposed by the Vendor,

Bravinne Shin Nater @ dan-snig

1]
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PURCH
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|
HOW TO REQUEST A DATE CHANGE

After a change request
has been submitted
and agreed upon by
the supplier, the

status of the PO
changes to Waiting
on LCBO.

LCBO

Home Page
sulletin Board
Alert List

Purchase Orders

Web PO

January 15, 2010

PO Details
£ Purchase Order Header
PO #. 102-00036596 Orde

PO Status. Waiing on LCBO

PO Detalls

PO History

Administration
My Profile

Change Password

Recsiving Warshause: 102 vendar

Order Date. 14-Jan-2010

Scheduled Ship Date: 18-Jan-2010 Previpus Ship Date: 14-Jan-2010
Resson. Packaging delay
Port of Exit VALPRAISD Port of Entry: TORONTO, ON
Buyer Code. P03
Fraight Farwarder Mame™ OVEREEAS SHIPMENTS Trade Terms: FOB

Supplier Ven

FF Contact Name: OVERREAS SHIPMENTS Total &

Carrier Name Cantain

Shipping Terms. FOB

£ Instructions and Notes
Payment Terrns, NET QB0 DATS ON RECEIPT
Order Instructions.
CANCEL DATE CHENGE  »
£ » Order Detail Inf

Appomtment &

Currency: CAD

dar No. 000465

Equipment Type. Normal

CONTACT /S HELP  LOG OFF

r Type. Import

Name: Dlue Bay Wines i Spirits

wantity! 1040
Weight: 15620 KG

or Sizel 40 Fant Container

Requested Lo

UPE f SCC  LCBO Ttem # escription TTHI  Change oty Reason
oty
E320009TeSY 233663 BURE BAY CHARD 011X004
NAIIOO0FTESN T4RATS RLEF RAY MERLOTO1 SH004

3:;‘: Case Config Action

EERE I RS VLN FECUEST (T CHANGE »
CEREINE SR LU R FECUEST OTT CHAMGE »

Do not use back button.

LGBIZ

PO changes are

highlighted in yellow.
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PURCHASE ORDER
ACTIONS

L
HOW TO REQUEST A QUANTITY CHANGE

Users can request a change in the order quantity at any time from when they first open a New or
Revised order until the order has been picked up, at which time the order is locked to the user from
further change requests. Also, the user can request more than one quantity change at a time.

Web PO

January 15, 2010

LCBO

CONTACT US  HELP  LOG OFF

Home Page

PO Details

A Purchase Order Header

Bulletin Board
Alert List

Purchase Deders
Purchase Order List
PO Details
P History
Administration
My Profile

Change Password

PO £
PO Status

Receiving Warshouse!

Order Datel 15-Jan-2!

Scheduled Ship Date:

Reason:

Port of Exit.

Fraight Farwarder Narme

FF Contact Name:

Carrier Narme:

102-00036617

Qrder Type: Import

Waiting an Vendor

e Blue Bay Wines

y: CAD

26-Feb-2010 Previous Ship Date:

VALPARAISO Port of Entry: TORONTO, ON
Buyer Code: P03
IWERSEAS SHIPMENTS Trade Terms: FOB

Supplier Vendor No. 0002465
OVERSCAS SHIPMINTS

Tokal Quantbty. 000

1920 KG

Container Size: Concolidate LTL

& Sprits

Shipping Terms: FOB Cquiprnent Type: Mormal
=} Instructions and Notes
Payment Terrms: MET D30 DATS ON RECEIRT
srder Insteuctions
recies e unce o QN cor—— [l vorror — Rt ]

£ Purchase Order Detail Infarmation

UPC j SCC LCBD Item & Descriplivn TIHI Oty Case Quote Case Config Action o
DOaI000TTES0 BLUL BAY MLRLOT 013%004 D00 ausa 12K TS0 ML FEGUEST QT CHANGE »

Do not use back button.

LGBIZ

STEP 1: From within the Purchase Order Details screen, click Request Quantity Change.
At this point, the Request Quantity Change button will change to Cancel Quantity Change.
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PURCHASE ORDER
ACTIONS

L
HOW TO REQUEST A QUANTITY CHANGE

Payment Terms, NET 030 DAYS ON RECEIPT

STEP 2: After clicking s innpR
Request Quantity EITmmn om—

Ch Onge/ n PUt a (2] Purchase Drder Detail Information
. Re ted .
proposed new q ua nhty. UPLC f SCC  LCBO Item # Description ﬂ c?ll:a:i;;le Ea Reason é‘:::; case Config Action
002000097550 240625 BLUC DAY MERLA Bl 000 | Packaging delay vl 2099 12k 7s0ML

STEP 3: The user must select a Reason code from drop-down menu to complete the request.

LCBO Web PO
. . January 15, 2010 CONTACT US HELP  LOG OFF
The following is a e —
listing of the various el peud sy s
1 Purchase Orders Pl # 10200036417
reasons found in S Po st
the drop-down menu: PO Detals

PO History
Administration

1. Packaging delay Hr Prom

Change Password

2. Content delay ’ e —

Frewght Forwarder Marme. OVERSEAS SHIPMENTS

3. Vintage Rollover R :
delay Weght: 11920 KG

Carrier Name Containgr Size: Consalidats LTL

4. Plant shutdown st Tems 7o P

Instructions and Motes

)

Payrent Terms, NET 030 DTS ON RECEIRT

5. Carrier/Forwarder

issue CrE CITHE CI—
6. ther (Suppher 3 Purchase trder Detail Tnformation

Requested o

Case

UPL / SCC LCUOD Item #  Description  TLHI Change Heason Case Config Action
enters reason — ‘ e Quste
PE3F0009TSI0 248627 BLUE BAY MERLOTO13X004 | 750 800 | Packaging delay 3893 12% 750 ML

space is limited

LOBIZ
to 50 characters)

Lo not use [}

down
Minchanical Breskdown |
Production Delsy
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L
HOW TO REQUEST A QUANTITY CHANGE

STEP 4: Click SUBMIT
CHANGE REQUEST
to submit change
request.

SECTION 5

PURCHASE ORDER
ACTIONS

LCBO

Home Page
Bulletin Buard
Alert List
Purchase Drders
Purchase Order List
PU Details
PO History
Administration
My Profile

Change Password

Web PO

January 15, 2010

PO Details
(2]
PO & 10200036417
PO Status: New
Receiving Warehouse: 102
Order Date: 15-Jan-2010
Scheduled Ship Date: 26-Feb-2010

Reason

Port of Exitt VALPARAISD

Frewght Forwarder Marme. OVERSEAS SHIPMENTS

FF Contact Name OVERSEAS SHIPMENTS

Carrier Name

Shipping Terms: FOB

&

Payrent Terms, NET 030 DTS ON RECEIRT

Order Tnstructions

recesT 0ATE Crinice » [ suemr oot recuesT » [ conmee o W ecnstorr o lemnt o |

E3

Flwhn‘n neder Detail Infarmation

CONTACTUS  HELP  LOG OFF

Purchase Order Header
arder Type: Impart
Appontment £
Vendor Name: Dlue Bay Wines b Spirits
Curreney: CAD

Previcus ship Date:

Port of Entry: TORONTD, ON
Bauyer Code PO3
Trade Terms: FOB
Supplier vender No. DUDZ46%
Total Guantity. 500
Weght: 11920 KG
Cortainer Size: Conselidats LTL
Equipment Type: Normal
Instructions and Motes

/
{

UFL [ SCC  LCUD Item #  Description  TLHL

0B3I0009TTI0 148625 BLUE BAY MERLOTOL3M004 |7 u

quested o

Case
I:Mn uty Heason guote Co¥e Config Action
o0 Packoging deley | 3653 12073000
Corftent dele) 1
Do rot use (| itave Rollover dal LOBIZ

akdown
Production Delay
Crher

I To cancel the change request at any time, click CANCEL QTY CHANGE which will clear

the change request.

O The screen will revert back to its previous PO Details screen and will also return PO Status

Z to its previous status.

following pop-up screen appears.

Zonn

@ S——

By clicking the "Submit Change Reguest” button, the Yendor is
subrnitting an offer to the LCBO to change a Purchase Order. Mo

. TH i change to the Purchase Order is effective unless and until the
STEP 5: After submitting your change request, the B v s eeee
deemed to have accepted the changes proposed by the Vendor

| only upon issuing a revised Purchase Order corresponding to the
88 changes proposed by the Vendor.

ag

To continue you must either agree or disagree with
the stated terms by clicking on the appropriate box.
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HOW TO REQUEST A QUANTITY CHANGE

SECTION 5

PURCHASE ORDER
ACTIONS

If the supplier agrees to the terms and conditions regarding the change request, then the request is
posted for the LCBO to respond. In the meantime, its status changes to Waiting on LCBO. Again,
the highlighted yellow references the change request in the purchase order.

LCBO

Web PO

January 15, 2010

CONTACT IS HELP  LOG OFF

Home Page
Bulletin Roard
Alert List
Furchase Orders
Purchase Order List
PO Delails
PO History
Administration
My Profile
Cthange Password

User

Blue Bay Wines &

Highlighted
area references
the change
request

PO Details
[£]

PO #
PO Status)

Recsiving W

102-00036617

Date’ 1

Scheduled Ship Date

Reason.

Puort of Exit:

Freight Farwarder Narne:

FF Contact Mame:

Carrier Narme:

Shipping Terms.
Al
Payment Terms:
Srder Tnstruckions:
=]

26-Feb-2010

VALPARAISD

OVERSEAS SHIPMENTS

OVERSEAS SHIPMENTS

FOB

NET 030 DATS ON RECEIP

Furchase Urder Detail Information

Purchase Order Header
Order Type: Trport
Appointment £
Wendor Mame. Blue Bay Wines & Spirits

Currency: CAD

Port of Entry: TORONTO, ON
Buyer Code. P03
Trade Terms: FOBR
Supplier Yendor No. 0002465
Tatal Quantity. 800
Weight' 11920 KG
Container Size: Consolidste LTL
Equipment Type. Normal
Instructions and MNotes

T

FEQUEST DATE CHANGE » pomstorr  » WERNT s |

UPC / SCC  LCBO Item &  Description

TI HI

"}::nn.- =0 non fc'l""?"” a093 129 7SO ML

Hequested Case

ch&u’ue ,';g Reason e Case Confiy Action

LOBIZ

Do not use back butten.

B Change Requests are only
E requests until LCBO has

O approved the changes by

Z updating the WEB PO portal.



LCBO

SECTION 5

PURCHASE ORDER

ACTIONS

_________________________________________________________
HOW TO VIEW PURCHASE ORDERS AFTER A PO IS REVISED

LCBO

Hume Paye
Dulletin Doard
Alcrt List
Purchase Orders
Purchase Urder List
administratinn
User List
My Profile

Change Massword

User:

Jane Doc

Dlue Bay Wines &
Spirils

Web PO

Dacember 10, 2009

Furchase Order List

PO Humber

Date From
=
Status '
orstanding ¥
Purl ul Exil
|l B

COMIACT VS  HELHP

LOG OFF

Date Tyne
Order Date -

Date To

Apnointrent &

Wendur

ECTETY CETEEY TR

BU Number Urder Date Ship Date Arriv.

102-0002399% 08 Dec 2009 03 Jan 2010 \o Revised Wines & Egg F3094 10z
A Spirits

status vendor (0%, 2% apere S acton

Blue Bay

History

POHSTORY  »

'0 If PO change request is approved by LCBO, then, status changes to Revised.

LCBO

Home Page
Bulletin Board
Alert List
Purthase Orders
Purchase Order List
Administration
User List
My Prafile

Change Password

Web PO

December 10, 2009

FPurchase Order List

P Number

Diate Fram '@
Status )
Outstanding |
Port of Exit

-- all -- v

CONTACTUS HELP LOG OFF

Date Type
trder Lizte ~

Date To

Appointment #

wendor

Shp &  Port Rec
PO Mumber Order Date Arrival Date hse
L. rder Ship Date Arri Status Yendor L o o Exilt Appt # Action History
Blue Bay FOB E
Revised Wines & Fo F3094 10z POIIGTORY  »
spirts T8

102-000239%% 08 Dec 2009 03 JJ.,’\»)Z_O}_\

@ To see the details of a revised PO, user must click on PO line item. This will bring up the
PO Details screen.



LCBO

SECTION 5

PURCHASE ORDER
ACTIONS

. ________________________________________________________
HOW TO VIEW PURCHASE ORDERS AFTER A PO REVISED

Home Fage

Decamber 10, 2009

CONTACTUS HELP LOG OFF

PO Details
. Bulletin Board =
o PR o) Purchase Order Header
'@ Any PO change |00 o #: 10200025999
— . % PO Status’ Reviced Appennitrne
will now be el b .
seen hlghhghfed PO Histary rreney. CAD
. ” Administration - b O
In Ye Oow on User List
N By Brafile
rhe PO Deralls L:nnn: Favsaard Part of Exit VALPARAISO Port of Ertry.  TORONT N
screen Rewes Baanay Code: 1=
' e OVERSEAS SHIFHENTS Trade Terms: FOB
FF Contact Code. FOD222 supplier 4 Yo 0002465
FF Contact Hame: OVERSEAS SHIPMENTS Tol eh 770
Carrier Cods NNGhe 10734 EG

Carrisr Hams

Contamar Size. 20 Foot Containsr
&3] Instructions and Notes
HET 030 D4

Payment Tarms. S ON RECEIPT

Order Instruchians:

REGHEST OATE CHOVE » powstonr » Nt |

&3] Purchage Order Detail Information
UPC / SEC  LCBO Ikem #  Description  TIMI Gty 6 e Case Config ction

LCBO

Web PO

December 11, 2009

CONTACTUS  HELP LOG OFF

Home Page

3 = t
Bdlotin Banrd Purchase Order List
i PO Numher Date Typs
dlactt orider Dare v
Purchase Orders
Purchase Drder List Crale Fruin Dale Tu

Administration

liser List

platus Appointrnent #
My Prufile utstanding w
Change Massword tg
Port of Fxit wendaor
| == Al -- -
User:
Jane Doe
Bilue Bay Wines &
Spirits

CITREY CTTEY R
]ZUMM&E Urder Date Ship Date A History

POHSTORY  »

status vendor [ SHPE ot Apprs S action

10Z-00025999 08 Dec 2009 035 Jan 2010 F3094 10z

@ If the LCBO rejects a change request, then, a status of Change Rejected will be seen
within the PO line item on the Purchase Order List screen.
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_______________________________________________|
HOW TO INDICATE GOODS ARE READY TO SHIP

SECTION 5

PURCHASE ORDER
ACTIONS

(Mandatory for all orders that have a lead time greater than seven days)

STEP 1: Click the “Ready to
Ship" button once the order
has been prepared and is
ready to be shipped.

Once clicked, the Ready
to Ship button disappears,
leaving the purchase order
in Ready to Ship status.

The status cannot be reversed
and is submitted electronically

to LCBO.

The Ship Date shown will be
the latest Request Ship Date.

LCBO

Home Page
Bulletin Board
Alert List
Purchase Orders
Furchase Order List
PO Details
PO Mistory
Administration
My Profile

change Fassword

Web PO
January 19, 2010
PO Datails
PO 8 102-00036617
PO Status rne

Receiving Warehouse: 102

drder Date. 15-Jan-2010

edubed Ship Date: 26-Feb-2020
Rlesson
Port of Exit VALPARAISD

FEQUEST DATE CHANGE +

der Name: OVERSEAS SHIPMENTS

RSEAS SHIPMENTS

CONTACT S HELP  LOG OF)

Furchase Order Neader

a00

Weight 11920 KG

Size: Consolidate LTL

v Niner

/

\ It Type: Marmal
Instructions -ndu

eertoce » Wromeronr » Wrmet v

=) Purchase Order Detail Information
UPC f SCC LCBO Item & Description TIHI @ty Case Quote Case Config Action
besousorrote | sewvzs | sk ermemwor loscwons] i FURPR -.co1 v o |
Do not use back button LOBIZ

Web PO

January 19, 2010

LCBO

CONTACT US  HELP  LOG OFF

Home Page
PO Details

Rulletin Board

Alert List
PO # 102-00036617

Purchase Orders 102 "

PO Stabus. Road

Purchase Order List

Purchase Order Header

This screen shows the new
status of READY TO SHIP.

151802010

PO Details Receiving Warehouse. 102
PO History Order Date:
Administration Scheduled Ship Date: 26-Feb-2010

Reasan

My Prafile

Change Password

Instructions and Notes

JATS ON RECEIFT

FECUEST DATE CHANGE »

Purchase Order Detaill Information

CITE

UPFC / SCC LCHO Iem &  Description  TIHI Oy  Case Quate  Case Config

Action
FEQUEST QT CHANGE »

L@BIZ

Confirmed orders can
also be indicated that
they are Ready to Ship
from within the PO List
screen.

Only confirmed orders
can be changed to
Ready to Ship. Change
requests can still be
made during this status.

57
|
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SECTION 6

APPENDICES

I
REFERENCE

VIEWING INFORMATION NOT SHOWN ON THE SCREEN

The amount of detail that comes with a purchase order doesn't all fit on a1024 x 768
screen. In order to accommodate all the information, a feature called Collapsing Panels
will help negotiate this challenge (Figure A). In figure below, notice the two up carets and
one down caret on the left side of each light green header. Clicking on these icons will
either collapse or expand the respective sections. An up caret collapses a view and a
down caret expands a view.

LCBO Web PO

CONTACTUS  HELP

January 15, 2010

Pur Order
(V)

LOG OFF
Home Page
Bulletin Board

Purchase Order Header
alert List

Purchase Orders

PO &

102-00036596

Order Type:

Trnpurl

Purchase Order List PO.Status!. Now Appointment #:
PO Details Recaiving 'Warshouse! 102 Vendor Mame: Blue Bay Wines & Spirits
PU History Drder Liatel 14-Jan-Z010 Currency! A
Administratinn Srcheduled Ship Date:  14-1an-7010 Previnus Ship Mate:
My Profile Fmiscin.
Change Password
Mort of Exit: VALPARAISO Port of Entry: TORONTO, ON
User; Buyer Code: PO3
Julins Due + S . "
Blus Bay Wines f Freight Forwarder Name! OWERSELS SHIPMENT: Irade lerms: FOB
Spirits

FF Cunlacl Name:

Carrier Namea:

ghipping 1erms:

[=]

Payment Terns:

Order Instructions:

OVERSEAS SHIPMENTS

MWCT 020 DAYS ON RCCCIFT

REQUEST DATE CHANCE »

supplier vendor M.

Tulal Quantity:

Weight:

Container Size!

Equiprment |ype:

Instructions and Motes

Purchase Order Delail Infurmativn

nnnz4as

1040

15628 KG

40 Foot Container

Normal

CONFIRM 3 POHSTORY  » PRINT x

LCBO Item # Description TIHI Qty Casc Quote Casc Config Action
083300037639 233663 BLUE BAY CHARD 011X004 440 38,93 12X 730 ML ROQUEST QTY CHANGC v
002300027550 240625 CLUC BAY MCRLOT 01SX004 40O 20,22 12K 750 ML FEQUEST QTY CHAMGE »

Do not use back button,

LGBIZ
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]
ALERT DEFINITIONS

SECTION 6

APPENDICES

Alerts are sent to Suppliers through an automated email to the Alerts screen within the Web
PO application. The following chart provides a breakdown of the alerts and the method of
communication used to deliver them. “X” denotes the method used to communicate with the user.

New PO

X

Once

ALERT TYPE EDI SUPPLIER NONEDISUPPLER[ |

DESCRIPTION EMAIL | SCREEN | EMAIL | SCREEN [ FREQUENCY | TMING

Hourly

CLOSE ALERT
WHEN
N/A

Overdue Confirmation
— 3 business days

X

Repeat
until actioned

Daily

Vendor clicks on
Confirm

When status
changes to Con-
firmed, Picked-
Up, Cancelled,
Ready fo Ship,
Received or when
user closes alert

Revised PO

Once

Hourly

N/A

FF order and Pick up
Overdue 6 business
days - Vendor Read
(only send the alert
for FCL POs (equip-

ment size 20 or 40).

Repeat
until actioned

Daily

Status changes
to Picked Up,
Cancelled, or
Received. When
user closes alert,
alert is closed
for that day but
is recreated if
not Picked-Up,
Cancelled or
Received.

FF Order and Pick-up
Overdue 6 business
days - Vendor not ready

Repeat
until actioned

Daily

Status changes
to Picked Up,
Cancelled,
Ready to Ship, or
Received. When
user closes alert,
alert is closed
for that day but
is recreated if
not Picked-Up,
Cancelled or
Received.

Cancelled PO

Once

Hourly

User closes alert

59
|
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SECTION 6

APPENDICES

|
QUICK REFERENCE

QUICK REFERENCE

APPLY FOR WEB PO
ACCESS

1. Go to Icbotrade.com. Select TPAR (Trading Partner Access Request) under the
heading Web-based System. The TPAR page will appear. Follow the steps to
complete the form.

-OR-

2. Click http://www.lcboaccess.com/trading_partner_access_request/

LOGIN TO WEB PO Enter the url address LCBOWebPO.com in the browser address field. Click <Enter> or
click Go button. The WEB PO login screen will be shown.
Tip: Save the WEB PO address to your Favourites.

ALERTS Provides alerts of information sent via email which need to be viewed and/or acted

on by users and then closed.

For example: Alerts are sent when a new purchase order is issued; for Overdue
confirmation - 3 business days; for revisions, etc. Check out a list of Alerts in the
Suppliers WEB PO User Guide.

SEARCH FOR A PO

Use the search options on the Purchase Order List screen. Change the Status field to
AlLL, and click the Search button. A list of all Pos will be shown in the results screen.

CONFIRM PO To inform the LCBO that you have confirmed a specific PO from the Purchase Order
List screen click the Confirm button on the PO ‘line entry. (Under the Action heading)
Confirm a PO within the PO Details Screen by clicking the Confirm button.

REQUEST CHANGES | If you require a change to the order quantity or shiF date, select the PO Detail

TO PO screen and follow the steps detailed in Section 5 of the Supplier Guide. The LCBO

will review your request and either action or decline. An alert will be emailed to
you requiring you to act on the information provided.

READY TO SHIP

Goods are ready to ship once the order has been prepared and is reod?/ for
delivery. Click the Ready to Ship button from the PO Details screen to inform the
LCBO that the goods are ready to ship.

Note; You still need to contact the forwarder to make shipping arrangements!

NEED HELP

Check out the online help on WEB PO; or reference the Supplier WEB PO User
Guide. For more procedural Help, email webpo@Icbo.com.

For technical support by e-mail or phone:

techsupport@LCBOsupport.com or 1-866-284-8311




