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Introduction

This reference guide provides stbg-step instructions on how to use LCBO Gatefeaypeverage alcohol vendoend

their agents

Key Terms

Article

Thisrefers to aspecific product oitem listed on a Purchase Order.

ASN (Advance Shipping Notice)

This is an action taken by the vendor in LCBO Gateway, whemdbehas
been picked, packed and made ready for shipment. This generates an Inbot
Delivery document (IBD).

Conf. Ship Date

The Confirmed Ship Date field must be completed by the Vendor. For
Standard/ImportPO typs LCBO will be notified in the event the confirmed shi
date does not match the requested ship date (i.e., mismatched).

Electronic Data Interchange (EDI

Thisis a secure and standardized method for electronically exchanging busit
documents like purchase orders, invoices, and shipping nofteshase order
and payment related EDIs include:

9 EDI 850 can be used by LCBO to inform the Vendor that a PO has b
created.

9 EDI 855 can be used by the Vendoatknowledge andonfirm the PO.

I EDI 856 can be used by the Vendor to submit the ASN.
9 EDI 820 can be used by LCBO for paymetiite®&/endor.

Evaluated Receipt Settlement

(ER$

1
Thisis a streamlined procurement process where no Vendor invoice is requil
Instead, the system automatically generates an invoice based on the Purche
Order (PO) and Goods Receipt (GR) data.

Estimated Delivery Date

1
The Estimated Delivery Daean optionafield that is completed by the Vendor
in LCBO Gateway.
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Legacy Reference Document Provides references document numbers from existing LCBO systems that w
decommissionedFor examplefor direct delivery to store ordershis holds
SOQ #)
[ T 1
LCBO Gateway A secure, centralized portal that provides registered suppliers with access tc

purchase orders, invoices and payments.

Multi Factor Authentication This securityrocesss required for access t0CBO Gatewayserswill accept
(MFA) the invitation, sign in with their credentialdpwnload andset-up the Microsoft
Authenticatorapp, and agree to the LCBO Gateway terms to comilede
authentication.
[ T
POAcknowledgment This is an action taken by the Vendor in LCBO Gateway, indicating they

acknowledge receipt of the PO. It also involves vendor acceptance of the P(
Terms and Conditions.

[ T 1
PO Confirmation This is an action taken by the Vendor where purchase order quantities and ¢
dates are confirmed.

[ T 1

PO Declination This is an action taken by the Vendor of rejecting or declining a Purchase O
(PO).
[ I 1
Req Delivery Date Thisrefers to the date by which LCBO expects the goodsrige at the delivery
location
[ T
Req. Ship Date Thisrefers to the date by whichCBO expects the Vendor to be ship ready.
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Introduction to LCBO Gateway

LCBO Gatewdy asecure, centralized portal that provides registeraghdorswith access to purchase orders, invoices
and payments.

Purchase Order (PO) Management

Within LCBO Gatewaysers can easily view, download, or print Purchase Orders for their records. THa badrch
and filter options allow quick retrieval of POs based on specific criteria swandsr numberdate, andstatus.

The system also offesgsibility toPOStatusesensuring users havevareness o6  OK 2 NRSNIRa LINE INE
Invoice Managemernt

The Invoice Management feature provides access toabicerelatedinformationas well apayment details. Users can
view, download, or print invoices as needed.

Invoices are systematically categorized by statush as open arleared,making it simple to monitor pending payments
and maintain accurate financial records. This structured visibility supports timely foflevand efficient reconciliation.
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Accessig LCBO Gateway

Forfirst time login:

,2dzQf £ NBOSA DS | LCBOagwagk@ildbalchrb yomplerd MultiFadioN RutienticatiofMFA)to
accesd. CBO Gatewa®pen theinvitation email Select theAcceptinvitation link then follow the prompts including:

A Sign in using your email and passwa¥dte: do not use a shared mailbox.

Install Microsoft Authenticator on your phone (download from Apple Star@aogle Play)
On your phoneppen theMicrosoft Authenticator app.

Go back to your computer and scan the QR Code

Accept theLCBO Gatewayeiims

Do Do o Do Do

hyOS O2YLX SGSRE &2dzQff 0SS adz00SaafdzZ té& NBEIAAGSNBR

For subsequent logins, you can
A Simply open the LCBO Gateway portal
A Authenticate via theode sent to youphone

A, 2dQft GKSYy KIF@S | 00Saa (2 GKS LEZNII§
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Purchase OrdeManagement

PO Statuseg& PO Types

The lifecycle of a PO in LCBO Gateway, from creation to closure, highlighting key statuses and actions by both the ver
and LCBO.

When a new PO is created. When a PO is acknowledged by the When a PO is declined by the Vendor.
(Vendor is notified) Vendor. (LCBO is notified)

PO Confirmed Matched/Unmatched PO Revised Matched/Unmatched ASN Posted

When confirmation has been When LCBO updates a vendor
submitted by the Vendor. (LCBO is — confirmation / When LCBO makes — When ASN is posted by the Vendor. —‘

notified when PO is unmatched) changes to a PO. (Vendor is notified)

PO Received PO Invoiced PO Closed

L i i When the PO is closed manually by
When the Invoice is posted by LCBO. When the PO is received and SAP has : )
P v created the Invoice via batch job. LCBO or auto-closed via batch job

(Vendor is notified)

The Purchase Order (PO) types are essential for effective order processingnalod communication within LCBO
Gatewvay. The direct and indirecPO types visible in LCBO Gatewsyin the chart below.

PO Type

Standard PO Domestic procurement within Canada.
ZIPO Import PO Used to procure goods from international Vendors including US/Mexico.

ZDPL Direct PO (Leg) Legacy PO type used to differentiate converted direct POs.
ZWS Wholesale PO Used to accommodate drop-ship scenarios, where goods are shipped directly from the
vendor to the customer.

ropshlp (Wholesale) Used to manage return of goods from the Customer to Vendor.

DTS Direct to Store It refers to direct to store POs where Vendors will ship product directly to LCBO retail
stores.
ZVSO VSO PO Used to procure Vintages Shop Online items.
Alpha Order Used only for the purpose of Transportation Management planning.
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PO Type

ZNM Indirect PO Used for procurement of goods/services not intended for resale (ie. non beverage
alcohol)
ZIPL Indirect PO (Leg) Refers to Legacy PO type used to differentiate converted indirect POs

_ Indirect PO (Blanket Used for indirect procurement involving contracts for recurring service/product delivery
ZIPC LGl Ao Nolh Sigilaifehll Used for indirect procurement relating to construction projects

il b, Used for indirect procurement excluding construction
Construction

How to Search for POs

1. Select theOrdersapp.

LCBO cxwewny  Home ® oD
My Home
My Apps
——
Orders Invoices Payments Support Request

G (A B 63

Updates & Alerts

m O Today

10 Total

2. TheOrdersscreen displays multiple fields you can use to seardliter a PO. The following details explain the
role of each field in simplifying your PO search:

< LCBO awewy  Orders v ® DD
Standard - e
PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:

[5) v [5) [s) [5) [}
Conf. Ship Date: PO Type Incoterm: Port Of Exit: Customer Order No: Delivery Address:

[5) v v [s) [5) [}
Estimated Delivery Date Store:

P (s} m Adapt Filters

Purchase Orders ]

(") PO Number PO Status Customer Legacy Customer Number Legacy Reference Document Vendor PO Creation Date  Req. Ship Date  Conf. Ship Date
Let's get some results
To start, set the relevant filters and
choose "Go".
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a. ThePO Numbefield allows user to search by SAP PO number.
b. ThePO Statusiropdown allows user to select from the range of statuses.

c. TheVendorfield allows user to enter the SAP Vendor number or nddsers may have access to more
than one vendor number.

d. TheCustomerfield allows user to enter the SAP Customer number or name.
e. ThePO Creation Datéeld allows user to filter POs by entering date (for example: Jan 1, 2026).

f. TheReq. Ship DatéRequested Ship Date) field allows user to filter POs by entering date (for example:
Jan 1, 2026).

g. TheConf. Ship Dat¢Confirmed Shipped Date) field allows user to filter POs by entering date (for
example: Jan 1, 2026).

h. ThePO Typealropdown allows user to select from the range of PO types.
i. Thelncotermdropdown allows user to select from the range of incoterms.

j. ThePortof Exitfieldd LISOA FASa (GKS f20FiA2y FTNRY 6KAOK (KS
linked to the Incoterm for export and shipping purposes.

k. TheCustomer Order No(Number) field allows user to search by Customer Order number.

I.  TheDelivery Addresdield allows user to search by delivery address.

m. TheEstimated Delivery Datéield allows user to filter POs by entering date (for example: Jan 1, 2026).
n. TheStorefield allows user to search by LCBO stdi@search, add leading zerdo the store number.

3. ThePO Numbempopup window displays. Select the required PO number or numbers.

4, Select theOKbutton.
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Orders v

< LCBO ssewr

Standard - v

PO Number

PO Number: Search and Select (3) Define Conditions

Conf. Ship Date:

PO Number:
Estimated Delivery Date:

Items (3,490)

(5 PO Number
Purchase Orders
Bl | 100001
PO Numbel
O i [~ 100002

100003

I 100005

[ 100006
[ 100007
I 100008
() 100009

[ 100010

Selected Items and Conditions (3)

100001 x /100002 X | 100003 x

B rideriters

®

iCancel

@ DD
Date:
a
\ddress:
a

) acaptriters

B B8 @ v

lip Date  Conf. Ship Date

Select theGobutton to view the results of your search criteria.

< LCBO cxewsr  Orders v ® DD
Standard”® ~
PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
100001 x 2 more (sl v [} [w)] =)} [w)]
Conf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Order No: Delivery Address:
) v v 5] (=) 5]
Estimated Delivery Date: Store:
(sl (s gt Filters (1)
ﬂ e
Purchase Orders (3) = =) B @\ v
] PO Number PO Status Customer Legacy Customer Number Legacy Reference Document  Vendor PO Creation Date  Req. Ship Date
Customer: Empty Value
100001 Vendor 1
PO Confirmed - Unmatched Mar 25, 2025 Mar 19, 2025 >
Standard PO
100002
B PO Closed Vendor 2 Mar 26, 2025 Apr 5, 2025 >
Standard PO
100003 Vendor 3
_ PO Declined Apr 9, 2025 May 24, 2025 >
Standard PO
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Customize the Search Criteria
Customizing theearchcriteria helps to narrow down or broaden the list of Purchase Orders displayed.

6. TheAdapt Filtersbutton is used to customize the search fields.

< LCBO cwewsy  Orders v ® DD
Standard -
PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
=) v =) [s) [s) g
Conf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Order No: Delivery Address:
=) v M [s) [s) g
Estimated Delivery Date: Store:

=) [al) m Adapt Filters
o e

Purchase Orders o)
() PO Number PO Status Customer Legacy Customer Number Legacy Reference Document Vendor PO Creation Date  Req. Ship Date  Conf. Ship Date
Let's get some results
To start, set the relevant filters and
choose "Go".

10
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7. TheAdapt FiltersLJ2 LJdzL) 6 AYR2 ¢ RA&LX I ead  2dz Oy &St Soi
remove any field from the search criteria.
8. Select theOKbutton to confirm the change.
< LCBO sxewsy ~ Orders v ® a
Standard -
Adapt Filters Reset
PO Number: PO Status: Al v Show Values ()] Date: Req. Ship Date:
=} Search for Filters Q = =
Conf. Ship Date: PO Type: . i ter No: Delivery Address:
3 5 Field Active a a
Estimated Delivery Date: Store: PO Number
= PO Status B Adeptriters
Vendor
Purchase Orders Customer B B @|v
PO Creation Date
() PO Number PO Status : f. Ship Date  Port Of Exit
Reg. Ship Date
Conf. Ship Date
PO Type |
|
(O Incoterm : q
Port Of Exit
Customer Order No
Delivery Address
Estimated Delivery Date
Store
! m ICancel P
Apply Filter Settings
This option allows users to refine tisearch results by applying or adjusting filters.
9. Select theSettingsicon to apply filters and sort settings for the search results.
< LCBO cwewn  Orders v ® DD
Standard -
PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
a v a =} a s}
Conf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Order No: Delivery Address:
a v v s} a s}
Estimated Delivery Date: Store:
[m) a @ Adapt Filters
AR
Purchase Orders I 6 I
(] PO Number PO Status Customer Legacy Customer Number Legacy Reference Document  Vendor PO Creation Date  Req. Ship Date  Conf. Ship Date
|

11
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10. TheView Settingspopup window displays. These are the default settingsu can select the required icon for the
required field to move its position on the Orders screen.

< LCBO cwewsy ~ Orders v ® DD
Standard -
View Settings Reset
PO Number: PO Status: Columns Sort Filter Group Date: Req. Ship Date:
[s) a [s) [s)
((search Q] Hide (Al) Unselected (—J)
Conf. Ship Date: PO Type: ter No: Delivery Address:
@ (C) Columns (19/23) @ @
Estimated Delivery Date: Store: & PO
()] (v) PO Status @ Adapt Filters
(¥) Customer
Purchase Orders @) ey CIs R D owledge Decline SubmitASN | @ @ (@] v
(v) Legacy Reference Document 5 5 .
() PO Number PO Status . PO Creation Date  Req. Ship Date  Conf. Ship Date
(v) Vendor
PO Creation Date I A A v ¥
() Reaq. Ship Date
() Conf. Ship Date
() Port Of Exit
(+) Invoice Number
(v) Total Value
(¥) Incoterm
() Customer Order No
=) PO Type Code
(v) Delivery Address
=) PO Status Code
D cnce
/%
11. Select theStandarddropdown and select th&ave Adutton.
< LCBO suewsy  Orders v ® DD
N
Standard* -
My Views
Vendor: Customer: PO Creation Date: Req. Ship Date;
| Standard v @ 3 5} @
Incoterm: Port Of Exit: Customer Order No: Delivery Address:
v v g 5] 5]
m Adapt Filters
b
=58 @)y
—' Customer Legacy Customer Number  Legacy Reference Document  Vendor PO Creation Date  Req. Ship Date
\ ] “
100001 Vendor 1
(] PO Confirmed - Unmatched Mar 25, 2025 Mar 19, 2025 >
— Standard PO

12
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13. Select theSavebutton. You can also select tig=t as Defaulcheckbox if this view is to be set as default.

< LCBO swewse  Orders v ® oD
a
Standard* -
PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
) v [ [s) () [
Conf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Order No: Delivery Address:
5} v v [s) [5) 5}
Estimated Delivery Date:
a Adapt Filters
AR
Purchase Orders (3,488) r N Decline  Submit ASN ® (= @ B @ v
Save View \\ 5 -
() PO Number PO Status Customer Le @nm Vendor PO Creation Date  Req. Ship Date
Customer: Empty Value View
[ Without Store | I
100001 Vendor 1
m) PO Confirmed - Unmatched e Mar 25,2025  Mar19,2025 >
Standard PO @
100002 ancel
(D) PO Closed ‘m Vendor 2 Mar 26, 2025 Apr5,2025 >
Standard PO

14.

The Saved list displays the changed view.

< LCBO cxrewy  Orders v ® oD
a
Standard* -
PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
) v (o) (s} (o) [}
Conf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Order No: Delivery Address:
[s) v v g a [s)
Estimated Delivery Date:
a B Adaptriters
A
Purchase Orders (3,488) % Acknowledge Decline  Submit ASN @ [= @ 8 @] v
Save View ) -
(_) PO Number PO Status Customer Vendor PO Creation Date  Req. Ship Date
Customer: Empty Value View
[ Without Store
100001 Vendor 1
0 PO Confirmed - Unmatched |} Set as Default Mar 25,2025  Mar19,2025 >
Standard PO
100002 Save Cancel
()] PO Closed - Vendor 2 Mar 26, 2025 Apr5,2025 >
Standard PO

15. TheSorttab is used to sort fields. Select the required option from $uet Bydropdown and select thAscending
or Descendingcon to apply the desired sorting option.
16. ThekFiltertab is used to filter the required filtering options.

13
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17. TheGroup Bydropdown is used to grougesultsbased on categories.

Note: The filters you apply remain saved until you reset them.

< LCBO exewsy  Orders v ° @

Standard -
View Settings Reset

PO Number: PO Status: Columas I Group@' Date: Req. Ship Date:
Se@ :]Q

@ . 3 @
Hide (All) Unselected (=)
Conf. Ship Date: PO Type: der No: Delivery Address:
@ (C) Columns (19/23) @ P
Estimated Delivery Date: Store: @) Pl
a [v) PO Status m Adapt Filters
() Customer
Purchase Orders &) o) e EE ey owledge Decline  Submit ASN B &8 @|v
(v) Legacy Reference Document ) N )
(] PO Number PO Status — PO Creation Date  Req. Ship Date  Conf. Ship Date
(¥) Vendor
PO Creation Date A A v ¥
(¥) Reaq. Ship Date
(=) Conf. Ship Date
(v) Port Of Exit
(v) Invoice Number
(7) Total Value

(v) Incoterm

(v) Customer Order No

(v) PO Type Code

(v) Delivery Address

(v) PO Status Code

m Cancel

14
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Search by PO Number

1. Enter the PO number in tHeO Numbefield and select th&obutton. Alternatively, enter the PO number and
press theEnterkey.

< LCBO cuewy  Orders v ® o

Standard* -+

i asmtus‘ Vendor: Customer: PO Creation Date: Req. Ship Date:
100001 x |:'|'.|I v I a @ @

Contf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Order No: Delivery Address:
(= v v a a s}
Estimated Delivery Date: Store:
s} [l Adapl Filters (1)
A~ LERter |
Purchase Orders (1) = ‘j'] 8B @ v
(") PO Number PO Status Customer Legacy Customer Number Legacy Reference Document Vendor PO Creation Date  Req. Ship Date
Customer: Empty Value
100001 . Vendor 1
PO Confirmed - Unmatched Mar 25, 2025 Mar 19, 2025 >
Standard PO
Search by PO Status
2. Select the required status from thHeO Statusiropdown to search PO by status.
3. Select theGobutton.
< LCBO cxewn  Orders v ® oD
Standard* ~
PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
[w) New PO (1) x v [w) Q [w) Q
Conf. Ship Date: FOL) e Port Of Exit: Customer Order No: Delivery Address:
O Nesremreseewey v (=) ) [s)
Estimated Delivery Date: () PO Received (11)
9 | ) PO Invoiced (12) © sfpiries
() PO Closed (13) ~HR
Purchase Orders () PO Shipped (14) 3
() PO Number PO Status (] PO Acknowledged (2) ner Number Legacy Reference Document Vendor PO Creation Date  Req. Ship Date  Conf. Ship Date
(CJ PO Declined (3)
. Let's get some results
() PO Confirmed - Matched (4) To start, set the relevant filters and
. choose "Go".
(CJ PO Confirmed - Unmatched (5)
(C) PO Revised - Matched (7)
(C) PO Revised- Unmatched (8)

15
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Note: Youcan also select multiple statuses simultaneously by selecting the checkboxes of the requirec
statuses.

16
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How to View PO Details
1. From theOrdersscreen, select the required PO to view details.

< LCBO cxewn  Orders v ° @

Standard* -

PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
=85000007 x 3 v ) I 3 3
Conf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Order No: Delivery Address:
@ v v 3 & &
Estimated Delivery Date: Store:
(s (s a Adapt Filters (1)
AR
Purchase Orders (1) @ =8 @v
~) PO Number = PO Status Customer Vendor PO Creation Date  Req. Ship Date  Conf. Ship Date Port Of Exit
85000007 e
() New PO Vendor 1 Jul 22, 2025 Jul 9, 2025 ON CANADA

Alpha Orders

Invoice Number:

Total Value: 10,899.20 CAD

Incoterm: FOB

Customer Order No:

PO Type Code: ZALP

Delivery Address: DURHAM REGIONAL WAREHOUSE x,Boundary Road 1,Whitby,905-723-3417,905-579-0496
PO Status Code: 1

Estimated Delivery Date:

Store: D102

2. TheGeneral Informationtab for the selected PO displays additional detailsiRkg. Ship DatePayment Term
Total Case QuantityTotal Weight RegDelivery Date Ship Date Match Statusnd PO Acknowledgedheckbox.

< LCBO cueway  Orders v ® oo
a
85000007 .
PO Type: Alpha Orders PO Status

Vendor:  Vendor 1
PO Creation Date: Jul 22, 2025

New PO

General Information Items Action History

e
Purchase Order Details
Req. Ship Date: Pick Up Address: Payment Term: Total Case Quantity:
Jul 09, 2025 NET 30 DAYS(K030) 80CV
Confirmed Ship Date: Delivery Address: Incoterm: Total Weight:
DURHAM REGIONAL WAREHOUSE x,Boundary FOB 784 KG
Road 1,Whitby,305-723-3417,905-579-0496
Estimated Delivery Date: Port Of Exit: Total Value:
Req. Delivery Date: ON CANADA 10,899.20 CAD
. Aug 28, 2025
Ship Date Match Status: Customer Order No: Customer:
Matched Ship Mismatch Reason:
PO Acknowledged:
PO Note:

17
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3. Scroll down to access tHO Line Itemsnd Action Historysection. Alternatively, you can select themsand
Action Historytabs to view thePO Line Itemsection. Thd?O Line Itemsind Action Historydisplay for your review.

< LCBO exremar Orders v

® DD
85000007

Print

~
General Information Items Action History

PO Line Items (2)

=) s @i~
Article Number Status Qty | Order Unit  Price Net Value
10 ABC 1

Line ltem  Description

10.000 | CV 136.24 CAD 1,362.40 CAD >
20 ABC 2

10.000 [ CV 136.24 CAD 1,362.40 CAD >

Action History

Actions (1)

B @
No Action User

Timestamp
1 New PO LCBO

Jul 22, 2025, 12:58:56 PM

Note: Transportation data is not available in LCBO Gateway.

18
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How to Export the PO Details

1. Fromthe Orderssearch results screen, select th&portdropdown.

2. Select theExport Asoption from the dropdown.

< LCBO cwewsy  Orders v @ 8
'y
Standard -
PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
=) v [s} @ s} (=)
Conf. Ship Date: PO Type: Incoterm Port Of Exit: Customer Order No. Delivery Address:
54 v v [5) () [5)
Estimated Delivery Date: Store:
[l (sl B Adapt Filters
AR
pry g
Purchase Orders (77) = B (@ va
| PO Number PO Status Customer Vendor PO Creation Date  Req. Ship Date  Conf. Ship Date Export
100151
) ASN Posted 1 Jul 29, 2025 Jul 28, 2025 Jul28,2025 > 2Tk
Standard PO
101136
B PO Closed 2 Jul 25, 2025 Jul 10, 2025 Jul10,2025 >
Standard PO

3. TheExport Aspopup window displays. Select thaclude filter settingscheckbox to export with the settings.
4. Select theExportbutton to export the Excel file.

< LCBO cwewsy  Orders v ® A&
a
Standard -
PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
[s) v 5} [s) [s) [s)
Conf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Order No: Delivery Address:
[s) v v g g [s)
Estimated Delivery Date: Store:
(ul} (ul} a Adapt Filters
LN AN
Export As
Purchase Orders (77) ® |\EE] B @ v
File Name N X
(") PO Number PO Status Customer Req. Ship Date  Conf. Ship Date
Purchase Orders
100151
0O ASN Posted Format Jul 28, 2025 Jul28,2025 >
Standard PO Microsoft Excel (*.xlsx) \
101136
O SerelEE PO Closed Include filter settings Jul 10, 2025 Jul10,2025 >
101137 Split cells with multiple values
O New PO Jun 27, 2025 >
Standard PO
101138 [ Expon el
New PO Jun 27, 2025 >
O Standarapo INC.(1018556) ’ ’
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5. TheExport Documenpopup window displays the export progress in real time with the PO count. The
Downloaddlialog box displays. Select tpen Fildink to view the Excel file.

< LCBO cwewsy  Orders v ® &
a
Standard -
PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
g v g [s) g [s)
Conf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Order No: Delivery Address:
g v v [s) [s) [s)
Estimated Delivery Date: Store:
(w)) (w)) a Adapt Filters
00
Purchase Orders (77) e ® | E B @ v
Export Document
() PO Number PO Status te  Conf. Ship Date
100151 Fetching data from server...
O ASN Posted 25 Jul 28, 2025 >
Standard PO
101136 o177 .
O PO Closed 25 Jul 10, 2025 >
Standard PO
101137
O New PO 25 >
Standard PO
6. The Excel file will display on the screen. Selec&ihable Editindutton to edit theExcel sheet.
Bl Autosave (@ < Purchase Orders - Protected View (Z) No Label  Saved to this PC v £ Search a - [} X
File Home Insert Draw Page layout Formulas Data Review View Automate Help G
() PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. I Enable Editing I X
Al v Jx PO Number v
A B c D E F G H I J K L b
1 |PO Numbe: - |PO Status ~ Customer - Vendor - PO Creation Date - Req. Ship Date - Conf. Ship Date |- Port Of Exit - Invoice Number - Total Value | - Incoterm |- Customer Order No |- I
100151
2 Standard PO ASN Posted 1 Jul 29, 2025 Jul 28, 2025 Jul 28, 2025 0999 1000 EXW
101136
3 Standard PO PO Closed 2 Jul 25, 2025 Jul 10, 2025 Jul 10, 2025 0999 Multiple(3) 2529 EXW
101137
4 Standard PO New PO 3 Jul 25, 2025 Jun 27, 2025 0988 5100000481 6340.05 CIF
101138
5 Standard PO New PO 4 Jul 25, 2025 Jun 27, 2025 0999 5100000482 6340.05 CIF
101139
6 Standard PO New PO 5 Jul 25, 2025 Jun 27, 2025 0999 5100000483 6340.05 CIF
101140
7 Standard PO New PO [ Jul 25, 2025 Jun 27, 2025 0999 5100000484 6340.05 CIF
101144
8 Standard PO New PO 7 Jul 28, 2025 Jun 27, 2025 0998 5100000488 6340.05 CIF
101145
N Clemdaed AA Ala A L] L AN AnnE lim A7 ANAE nnnn EannnnnEAn raan ne ~r s
SAPUIS Export  Filter - 4 >
Ready % i -—h—+ 100%
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How to Print PO Details

1. Select the PO line item to review more details.

< LCBO suewsy ~ Orders v > @

Standard® -

PO Number: PO Status Vendor: Customer PO Creation Date: Req. Ship Date
100013 x [l ~ [al) a [al [l
Conf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Order No: Delivery Address:
s v h a =y 5
Estimated Delivery Date: Store:
[ =] m Adapt Filters (1)
A

Purchase Orders (1)

(7] PO Number PO Status Customer Legacy Customer Number Legacy Reference Document Vendor PO Creation Date  Req. Ship Date
100013
PO Acknowledged Apr 3, 2025 Apr3,2025 >
Import PO

2. Select the Print button.

< LCBO cxewsy ~ Orders v ® DD
100013 I P e’ i
Legacy Reference Document: PO Status
Cfnlfe meonFo PO Acknowledged

PO Creation Date: Apr 03, 2025

AR
General Information Items Action History
Purchase Order Details
Req. Ship Date: Pick Up Address: Payment Term: Total Case Quantity:
Apr 03, 2025 NET 30 DAYS(K030) 20EA
Confirmed Ship Date: Delivery Address: Incoterm: Total Weight:
LONDON WAREHOUSE,D103 Wilton Grove EXW 240 KG
Road,London,234567890,987654334
Estimated Delivery Date: Port Of Exit: Total Value:
Req. Delivery Date CFS_LIVORNO 680.00 EUR
May 02, 2025
Ship Date Match Status Customer Order No: Customer:
Ship Mismatch Reason:
PO Acknowledged: Legacy Customer Number:

PO Note:
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3. The Print preview displays. Select thavebutton to save an offline copy.
Select thePrinticon to print the PO.

= |y v ¥V Daw v & A | ab Ask Copilot

Issued By:

Pege 1 e
100 Queens Quay East, Sth Flaor Purchase Order ‘
LCBO e anenoe

P21 LCBO BEER DIR-R
Date

[Purchase Order Number Gurrenoy of Quoted Price.
03-Apr-2025 100013 European Euro

Payment Tarms (standard or as negoliated / agreed Lo) / Information:
NET 30DAYS

Shipping Terms -

TO ondor: oo Ship to Location

LONDON WAREHOUSE, D103,

CA' MARCANDA Wilton Grove Road, 355
LOC. SANTA TERESA 272, London. ON, CA
CASTAGNETO

N6A4V3
Livomo , N6A 43,

ShipDate  Apr 3, 2025

This Purchase Order, o 80, is subject retorence the LCBOs Purchase
Order Terms and Conditone fo beverage alcohol procucis which are avaiabie i
new. supplr agentidemaWebPOS ystom him]
‘Quoted Price
Total Shpping )L g Units per case o cace or price
LCBONO.  Quantity Product Name Pallet nit Size (ml) (f - or per ltre of
c: applicable) litres/cask
ases Patem (esicask ) absolute acohol
(if bulk product)
TOTAL 0 0.00
Other Information/instructions.

For shipping instructions, either for placement of the empty container at your loading or consolidation instructions, vendor must
Contact:

For items with <31% ABV, Protection to Min. of 50 Deg. F(+10 Deg. C) and Max. of 59 Deg. F(+15 Deg. C)

LIQUOR CONTROL BOARD OF ONTARIO

‘Ruthorized Signaturels)
Ensure P.0:#is entered on Bill of Loading

4. The Print pane displays. Here, you can select the required layout, pages, amdogtions.
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5. Select thePrint button to print. Select theCancebutton to exit this view.

=¥ v ¥V Daw ~ & AN | ab | AskCopilot = 1 |of4 | ) | (D Qe B | A 2
- ?
Print Page 1
Total: 4 sheets of paper
100 Queens Quay East, Sth Floor Purchase Order

Al Toronto , Ontario
L(/ B O MSE 0C7 AMENDED Issued By:

P21 LCBO BEER DIR-R

Printer

OneNote (Desktop) - Protecte... Vv

—.{i:\}

Date Purchase Order Number Currency of Quoted Price
Copies 03-Apr-2025 100013 European Euro
1 Payment Terms (standard or as negotiated / agreed to) / Information: Shipping Terms -
NET 30 DAYS
Layout _ . .
TO (Vendor): 7002680 Ship to Location:
O rortrait LONDON WAREHOUSE, D103,
CA' MARCANDA Wilton Grove Road, 955
LOC. SANTA TERESA 272 , London, ON, CA
Landscape CASTAGNETO NGA 4v3
Livorno , NBA 4V3
Ship Date Apr 3, 2025
Pages

O Al
This Purchase Order, including any amendments or changes made hereto by the LCBO, is subject to and incorporates by reference the LCBO's Purchase
Order Terms and Conditions for beverage alcohol products which are available at [nttps:/iwww.doi
0Odd pages only new-supplier-agent/demo/WebPOSystem. htmi]

Even pages only

Quoted Price

- Units per case )

Total Shipping ) per case or price
. e LCBONO.  Quantity Product Name Pallet Unit Size (ml.) (if or per litre of
eg. 1-5,8 11-13 applicable) litres/cask

ases Pattern (oulk orenty) @bsolute aloohol

(if bulk product)

Color
Color v TOTAL 0 0.00

Other Information/Instructions
More settings For shipping instructions, either for placement of the empty container at your loading or consolidation instructions, vendor must

Contact:
g system dialog... (Ctrl+Shift+P)
For items with <31% ABV, Protection to Min. of 50 Deg. F(+10 Deg. C) and Max. of 59 Deg. F(+15 Deg. C)

6. TheSuccespopup window displays, confirming the PDF generated successfully. Sel€Xthgton and select
the Backicon to return to theOrdersscreen.

< BLCBO cxewse  Orders v o @

100013 Prim  SubmitaS

Legacy Reference Document: PO Status
PO Type: Import PO
Verdr: PO Acknowledged

PO Creation Date: Apr 03, 2025

AR
General Information Items Action History

Purchase Order Details

Req. Ship Date: Pick Up Address: g Total Case Quantity:

Apr 03, 2025 | @ Success ‘ 20EA

Confirmed Ship Date: Delivery Address: POF genersted Successiully g Total Weight:
LONDON WAREHOUSE,D10: 240 KG
Road,London,234567890,98

Estimated Delivery Date: ‘ m Total Value:
Req. Delivery Date: — 4 680.00 EUR

. May 02, 2025

Ship Date Match Status: Customer Order No: Customer:
Ship Mismatch Reason:

PO Acknowledged: Legacy Customer Number:

PO Note:
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How to Exporithe PO Details

1.

You can either select the required POs you want to export or select the checkbox Rexttmse Ordersheckbox
to select all results displayed on screen at arfe®m the Purchase Orders search results screen, seleEixihart
dropdown.

Select theExport Asoption from the dropdown.

< LCBO guewsy  Orders v @ 8
'y
Standard -
PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
=) v [s} @ s} (=)
Conf. Ship Date: PO Type: Incoterm Port Of Exit: Customer Order No. Delivery Address:
54 v v [5) () [5)
Estimated Delivery Date: Store:
[l (sl Adapt Filters
pry g I
Purchase Orders (77) = o fiE v
| PO Number PO Status Customer Vendor PO Creation Date  Req. Ship Date  Conf. Ship Date Export e
100151
) ASN Posted 1 Jul 29, 2025 Jul 28, 2025 Jul28,2025 > I 2T I
—  Standard PO
101136
3 PO Closed 2 Jul 25, 2025 Jul 10, 2025 Jul10, 2025 >
Standard PO

TheExport Agpopup window displays. Select thaclude filter settingscheckbox to export with the settings.
Select theExportbutton to export the Excel file.

< LCBO cwewsy ~ Orders v ® &
a
Standard -
PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
[s) v 5} [s) [s) [s)
Conf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Order No: Delivery Address:
=) v v g g (=)
Estimated Delivery Date: Store:
(w)) (w)) a Adapt Filters
FRYSN]
Export As
Purchase Orders (77) =] E 8 @ v
File Name N .
[ PO Number PO Status Customer Req. Ship Date  Conf. Ship Date
Purchase Orders
100151
0O ASN Posted Format Jul 28, 2025 Jul 28,2025 >
Standard PO Microsoft Excel (*.xlsx) i
101136
@] SErEEIES) PO Closed Include filter settings Jul 10, 2025 Jul1o0,2025 >
andar
101137 (L) Split cells with multiple valueg
O New PO Jun 27, 2025 >
Standard PO
101138 E=D cancel
O - New PO INC (1016556) 5 Jun 27, 2025 >
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5. TheExportDocumentpopup window displays the export progress in real time with the PO countDdhmloads
dialog box displays. Select tpen Fildink to view the Excel file.

< LCBO cwewsy ~ Orders v @
a
Standard -
PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
[5) v [5) [s) [s) [s)
Conf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Order No: Delivery Address:
[s) v v [s) [s) [s)
Estimated Delivery Date: Store:
(w)) (w)) @ Adapt Filters
(~){z)
Purchase Orders (77) ® | E B (@ v
Export Document .
() PO Number PO Status te  Conf. Ship Date
100151 Fetching data from server...
O ASN Posted 25 Jul 28,2025 >
Standard PO
101136 o177
O PO Closed 25 Jul 10,2025 >
Standard PO
101137
O New PO 125 >
SENTEIRY R
6. The Excel file will display on the screen. Selectihable Editindutton to edit theExcel sheet.
B Auosave ( S Purchase Orders - Protected View (@) Nolabel + Saved tothisPC~  ©  Search & - o x
File  Home |Insert Draw Page layout Formulas Data Review View Automate Help e
@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. I Enable Editing x
Al v i Je ' PONumber v
A B c D E F G H I J K 4 -
1 |PO Numbei - |PO Status - Customer - Vendor - PO Creation Date - Req. Ship Date - Conf, Ship Date |- Port Of Exit - Invoice Number - Total Value |- Incoterm - Customer Order No |- I
100151
2 Standard PO ASN Posted 1 Jul 29, 2025 Jul 28, 2025 Jul 28, 2025 0999 1000 EXW
101136
3 Standard PO PO Closed 2 Jul 25, 2025 Jul 10, 2025 Jul 10, 2025 0999 Multiple(3) 2529 EXW
101137
4 Standard PO New PO 3 Jul 25, 2025 Jun 27, 2025 0999 5100000481 6340.05 CIF
101138
5 Standard PO New PO 4 Jul 25, 2025 Jun 27, 2025 0999 5100000482 6340.05 CIF
101139
6 Standard PO New PO 5 Jul 25, 2025 Jun 27, 2025 0999 5100000483 6340.05 CIF
101140
7 Standard PO New PO 6 Jul 25, 2025 Jun 27, 2025 0999 5100000484 6340.05 CIF
101144
8 Standard PO New PO 7 Jul 28, 2025 Jun 27, 2025 0999 5100000499 6340.05 CIF
101145
A Cbmmdmed BA Al AA n i AG AAAE = AT AAAES AnAA EannAnAEAn ~aan AE ~ie v
SAPUIS Export  Filter - 4 >
Ready 2] — o+ o
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Notifications for Vendors

As a PO progresses through its lifecycle, different statuses also trigger email notificdéindsrs can change their
notification behavior by submitting a support request.

Description

Notification

Revised PO

PO Shippe@Returns)

Cancelled PO

PO Acknowledged Reminder

ASN Reminder

PO Invoiced

Payment Notification

Unmatched PO

Whenanew PQOscreated, a notification will be sent to theendor.

When there are changes the PQ a revised PO notification will be sent to the
vendor.

This notification is triggered when a goods issue is posted for a return to the venc

In the event of an aut@losure of a PO or when LCBO cancels the PQetidor will
receive a PO Cancelled notification.

If a PO acknowledgement is not received, an automated reminder is triggered on
business day after the PO creation date until leador acknowledges the PO.

If the Vendor updates @onfirmed Ship Date on PO, a notification will be triggered
one day prior to that date until the ASN is submitted. [fGomfirmed Ship Date is
provided, theRequested Ship Dateill be used as the reference.

Once the invoice is successfully posteminst the PO, a notification will be sent for
PO Invoiced.

Vendors receive a payment notification once payment has been processed again
the invoices.

If the PGOis inUnmatchedstatus the vendorwill receive a notification under the

followingscenario

The PO status BO Confirmed Unmatchednd the PO has been inactive for 3 days
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PO Actions

The Vendor hathe following actions on any PO

1. SubmitPO acknowledgment and accept Terms and Conditions or decline PO.
2. Confirm quantities and ship and delivery dates.

3. Submit ASN.

Note: CompleteAcknowledgmentbefore Confirmation, andConfirmationbefore triggering theASN
Each step must bitnished in sequence to proceed correctly.
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Acknowledge PO
1. Select theOrdersapp.

LCBO axewy  Home ® oD
My Home
My Apps
——
Orders Invoices Payments Support Request

G i B 6

Updates & Alerts

m O Today

10 Total

2. Sdectthe requiredPO Numbecheckbox or select the checkbox besides PO Number to select all E@sitete
mass acknowledgment

< LCBO cwewsy ~ Orders v p_——

Standard*

PO Number. PO Status: Vendor Customer. PO Creation Date: Req. Ship Date
743533 x 5 v 8ltems @ @ @ @
Conf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Order No. Delivery Address
[s) v v s} () [s)
Estimated Delivery Date: Store
3 @ ) Adaptriters 2)
NI
Purchase Orders (1) @ (@ v
PO Number = PO Status Vendor Customer PO Creation Date  Req. Ship Date  Conf. Ship Date  Port Of Exit
PO Type: Standard PO
743533
O New PO Aug 5, 2025 Aug 1, 2025 0999 >
Standard PO

Invoice Number:

Total Value: 3,132.25 CAD

Incoterm: EXW

Customer Order No:

PO Type Code: ZNB

Delivery Address: DURHAM REGIONAL WAREHOUSE x,Boundary Road 1,Whitby,905-723-3417,905-579-0496
Estimated Delivery Date: Aug 8, 2025

Store: D102
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Select theAcknowledgebutton.

< LCBO cuewsy  Orders v ® oD
Standard*
PO Number PO Status: Vendor Customer: PO Creation Date: Req. Ship Date
743334 x o v ol 5} ol o)
Conf. Ship Date: PO Type: Incoterm: Port Of Exit Customer Order No Delivery Address:
[s) v e () [s) ()
Estimated Delivery Date: Store:
Il & a Adapt Filters (1)
AR
—
Purchase Orders (1) Acknowledge Iuecline Submit ASN ® | B @ v
(v|| PO Number PO Status Customer Vendor PO Creation Date  Req. Ship Date  Conf. Ship Date Port Of Exit
743334
(v) New PO Sep 17, 2025 Aug 1, 2025 0999 >
Standard PO
Invoice Number:
Total Value: 2,500.00 CAD
Incoterm: EXW
Customer Order No:
PO Type Code: ZNB
Delivery Address: DURHAM REGIONAL WAREHOUSE x,Boundary Road 1,Whitby,905-723-3417,905-579-0496
PO Status Code: 1
Estimated Delivery Date: Aug 8, 2025
Store: D102

4. TheAcknowledge Selected Purchase Ordepup window displays. Select theceptbutton to indicate receipt of
the Purchase Orders and provide acceptance of the PO Terms and Conditions. You can also cancel the action by

selecting theCancebutton.

[ S@anuara v

PO Number: PO Status:

Invoice Number:

Total Value: 2,500.00 CAD
Incoterm: EXW

Customer Order No:

PO Type Code: ZNB

PO Status Code: 1
Estimated Delivery Date: Aug 8, 2025
Store: D102

Vendor: Customer: PO Creation Date: Req. Ship Date:
743334 x 5] v 5] ) 5] @
Conf. Ship Date: PO Type: Incoterm: Port OF Exit: Customer Order No: Delivery Address:
[5) v v [s) [5) [}
Estimated Delivery Date: Store:
3 3 B noperites )
(~H#)
Purchase Orders (1) Acknowledge Selected Purchase Orders ldge Decline SubmitASN @ @ =@ @|v
PO Number PO Status Conf. Ship Date  Port Of Exit
The selected Purchase Order(s) is subject to and incorporates by reference the
743334 LCBO's Purchase Order Terms and Conditions [l @uERAe gl i Y RECERI[o=1C
New PO rec of the Purchase Order and acceptance of the Purchase Order Terms and 0999 >
Standard PO Condltloﬂs

Please note that failure to comply with the Purchase Order Terms and Conditions
may result in fees, as outlined in the Fee Schedule for Non-Compliance.

Delivery Address: DURHAM REGIONAL WAREHOUSE x,Boundary Road 1 Whitby,905-723-3417,905-579-0496

a' m ICancel
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TheSuccespopup window displays confirming the Acknowledgment was successful. Sel€aKtheton.
Standard”® -

PO Number: PO Status:

Vendor: Customer: PO Creation Date: Req. Ship Date:
(743334 x| & v a o) a o)
Conf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Order No: Delivery Address:
a v v [} a [}
Estimated Delivery Date: Store:
& 3 B AwnFiesq)
(A=)
Purchase Orders (1) Acknowledge Decline SubmitASN 0 (=)= @ @] v
() PO Number PO Status Customer et e = Req. Ship Date  Conf. Ship Date Port Of Exit
& Success ‘
743334
O New PO Aug 1, 2025 0999 >
Standard PO Acknowledgement was successful for 1 PO Numbers.
Invoice Number:

Total Value: 2,500.00 CAD
Incoterm: EXW

Customer Order No:
PO Type Code: ZNB

Delivery Address: DURHAM REGIONAL WAREHOUSE x,Boundary Road 1,Whitby,905-723-3417,905-579-0496
PO Status Code: 1

Estimated Delivery Date: Aug 8, 2025

Store: D102

6. Select the PO to review the detalils.

Standard* -

PO Number: PO Status:

Vendor: Customer: PO Creation Date: Req. Ship Date:
743334 x a v @ @ 5 &
Conf. Ship Date: PO Type: Incoterm Port Of Exit: Customer Order No: Delivery Address:
) v v =] =] @
Estimated Delivery Date: Store
a 3 B Adaptriters (1)
~L R
Purchase Orders (1) ETI & @)
PO Number PO Status Customer Vendor PO Creation Date  Req. Ship Date  Conf. Ship Date Port Of Exit
743334
PO Acknowledged Sep 17, 2025 Aug 1, 2025 0999
— Standard PO

>
Invoice Number:

Total Value: 2,500.00 CAD

Incoterm: EXW

Customer Order No:

PO Type Code: ZNB

Delivery Address: DURHAM REGIONAL WAREHOUSE,x,Boundary Road 1 Whitby,905-723-3417,905-579-0496
PO Status Code: 2

Estimated Delivery Date: Aug 8, 2025
Store: D102
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7. ThePO Acknowledgedtatus displays.

< LCBO cvewsy  Orders v ® DD
3
743334 0 [T Print
PO Type: Standard PO PO Status
Vendor:
PO Creation Date: Sep 17, 2025 PO ACknOWledged
AR
General Information Items Action History
Purchase Order Details
Req. Ship Date: Pick Up Address: Payment Term Total Case Quantity:
Aug 01, 2025 IMMEDIATE(K000) 0
Confirmed Ship Date: Delivery Address Incoterm: Total Weight
DURHAM REGIONAL WAREHOUSE x,Boundary EXW 223KG
Road 1,Whitby,905-723-3417,905-579-0496
Estimated Delivery Date: Port Of Exit: Total Value:
Aug 08, 2025 PO Delivery Date: 0999 2,500.00 CAD
Aug 04, 2025
Ship Date Match Status: Customer Order No: Customer:
Matched Ship Mismatch Reason:
PO Acknowledged:
PO Note:
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Decline PO

1. Select the required PO number from the list. SelectBeelinebutton.

F a a Adapt Filters (1)
~L R
Purchase Orders (1,473) Acknowledge SubmitASN @ | = Izj—J B (@ v
(") PO Number PO Status Custormer Legacy Customer Number Legacy Reference Document Vendor 4 ation Date  Req. Ship Date
100004
J New PO May 29, 2025 >
Standard PO
100122
O New PO 00746186 Jun 6, 2025 Jun6,2025 >
Standard PO
100200
) New PO Jun 3, 2025 May 28, 2025 >
— Import PO
100201
(v New PO Jun 3, 2025 May 28, 2025 >
Import PO
100202
U New PO Jun 3, 2025 May 28, 2025 >
— Import PO
100209
[} New PO 00746186 Jun 13, 2025 May 30, 2025 >
—  Standard PO
100210
O New PO 00746215 Jun 13, 2025 Jun9,2025 >
Standard PO

Note: You can also select multiple P@Qmbers and perform mad€30 decline

2. Select theReasordropdown and select theequiredoption.

(%) Decline Purchase Qrder(s)?

Are sure you want to decline the selected Purchase Orders?

Reason:*

W

CarmrierfForwarder Delay e

Seasonal Shut Down

Labour Shortages
Insufficient Stock
Product Discontinued
2 Port/Rail Disruption

Other
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3. TheDecline Purchas®rder (s) popup window displays. Select tieeclinebutton.

< LCBO cwewse  Orders v ® DD
. Y
Standard® -
PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
(s New PO (1) x v [u)l o (sl (u)l
Conf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Order No: Delivery Address:
(s} ¥ o7 a () [s)
Estimated Delivery Date: Store:
3 3 a Adapt Fitters (1)
® Decline Purchase Order(s)?
Purchase Orders (1,473) ge Decine sumitasN | @ (=(=) & (@|v
() PO Number PO Status (o Are sure you want to decline the selected Purchase Orders? | yanqor PO Creation Date Req. Ship Date
@) : New PO — May 29, 2025
) lew i a\ ), >
B ndand PO [ Carrier/Forwarder Delay Y y
Comments:
100122 limited to 50 characters
&) New PO Jun 6, 2025 Jun 6, 2025 >

Standard PO

100200
0O New PO
Import PO — e

ancel

Jun 3, 2025 May 28,2025 >

100201
New PO Jun 3, 2025 May 28,2025 >
Import PO
100202
@) New PO Jun 3, 2025 May 28, 2025 >
Import PO
100209
W) New PO 00746186 Jun 13, 2025 May 30, 2025 >
Standard PO
100210
@l New PO 00746215 Jun 13, 2025 Jung, 2025 > v

Standard PO

4. Select theOKbutton.

< LCBO swewsy  Orders v -

Standard® -

PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
@ NewPO(1) x v [s) [s) [s) [5)
Conf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Order No: Delivery Address:
(5 it ™ [5) s} [5)
Estimated Delivery Date: Store:
3 3 B Adaptriters (1)
AR
Purchase Orders (1,473) Acknowtedge Decne SubmitASN | @ (= (T) @ (@|v
[) PO Number PO Status Customer Legar~ B Ae=ment Vendor PO Creation Date  Req. Ship Date
@& Success
100004
&) New PO ) May 29, 2025 >
Standard PO Decline was successful for 1 PO Numbers.
100122 m
O New PO — Jun 6, 2025 Jun6,2025 >

Standard PO

100200

&) i PO New PO Jun 3, 2025 May 28, 2025 >
mpol
100201

@] |mport PO New PO Jun 3, 2025 May 28, 2025 >
mp

100202

@ | e New PO Jun 3, 2025 May 28, 2025 >
mpol
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Confirm PO

1. From the Orders details screen of the PGtatus PQ\cknowledged, select th€onfirmbutton to confirm the PO.
This is available only after the PO has been acknowledged.

< LCBO guewsy  Orders v ® DD
al
743334
PO Type: Standard PO PO Status
Vendor:
PO Creation Date: Sep 17, 2025 PO ACknOWledged
AL
General Information Items Action History
Purchase Order Details
Req. Ship Date: Pick Up Address: Payment Term: Total Case Quantity.
Aug 01, 2025 IMMEDIATE(KO000) 0
Confirmed Ship Date Delivery Address: Incoterm: Total Weight
DURHAM REGIONAL WAREHOUSE x,Boundary EXW 223KG
Road 1,Whitby,905-723-3417,905-579-0496
Estimated Delivery Date: Port Of Exit: Total Value:
Aug 08, 2025 PO Delivery Date: 0999 2,500.00 CAD
Aug 04, 2025
Ship Date Match Status: Customer Order No: Customer:
Matched Ship Mismatch Reason:
PO Acknowledged:
PO Note:

2. Select theCalendaricon for theConfirmed Ship Datéield to select the dateAlternatively, you can enter the
date. Example: Jan 1, 2026.

< LCBO cxewsy  Orders v ° @

743334

General Items

Requested Ship Date: Ship Date Mismatch Reason:

Confirmed Ship Date: * re

Enter Date =]

el
B

< September 2025 >

Sun Mon Tue Wed Thu Fri Sat

3 31 1 2 3 4 &5 6

37 7 8 9 10 11 3

% 14 15 16 1 19 20 Copy PO Qty
[—]

ngyz B2 26 27 |y Qty Conf. Qty Unit Conf. Variance Conf. Reason

40 28 20 30 1 2 3 4
Ultra(618116) 25EA 0 0 v

4 5 6 7 8 9 10 11
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3. Selectthe Ship Date Mismatch Reasalropdown and then select the required reason from the list of options.
Kindly note, this would apply only if the Confirmed Ship Dstkfferent thanthe Requested Ship Date.

< LCBO asrewar Orders v ® o

743334

General Items

Requested Ship Date: Ship Date Mismatch Reason: *

Confirmed Ship Date: * | |
Sep 18, 2025 B Production Delay-Labour

Production Delay-Product Unava

Estimated Delivery Date:

Product Discontinued

Aug 08, 2025 B8
Seasonal Plant Shut Down
| Carrier/Forwarder Delay
Port/Rail Disruption
PO Line Items (1) Copy PO Qty
| Other
Line Item Description Qty Conf. Qty Unit Conf. Vaniance Conf. Reason
10 ABC 25EA 0 0 v
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4. Enterrelevant value in th&€onf Qtyand Conf Reasoffields. Select th€onfirmbutton to confirm the PO.

< LCBO cwewsy ~ Orders v @ oD
a
General Items
Requested Ship Date: Ship Date Mismatch Reason: *
Carrier/Forwarder Delay v

Confirmed Ship Date:*
Sep 18, 2025 =]

Estimated Delivery Date:

Aug 08, 2025 (5]

PO Line ltems (1) Copy PO Qty
Line Item Description Qty Conf. Qty Unit Conf. Variance Conf. Reason
10 ABC 25EA 25 0 Carrier/Forwarder Delay v

Note: TheCopy PO Qtyputton copiesthe requested quantities into theonfirmed quantityfield.

ForDirect Delivery Store OrderandWholesale Ordersthe confirmed quantities must bequal to or
less thanthe original PO quantities.

Please note that fovWholesale Ordersreason cods are not required fodate mismatch.
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5. TheSuccespopup window displays. Select tlaKbutton.

< LCBO awewn

743334

General Items.

Orders v

Requested Ship Date:
Aug 01, 2025

Confirmed Ship Date:*
Sep 18, 2025

Estimated Delivery Date:
Aug 08, 2025

PO Line Items (1)

® bD
a
Ship Date Mismatch Reason: *
Carrier/Forwarder Delay v
]
@& Success W
Confirmation was successful for 1 Item Numbers. e
copy PO Qy

6. The PO Status displays PO ConfirmddmatchedVendors have the ability to semdultiple confirmations if

needed.
< LCBO cyewsy  Orders v ® oD
a
743334 e [ Contirm
PO Type: Standard PO PO Status
Vendor: .
PO Creation Date: Sep 17, 2025 PO Confirmed - Unmatched |
AR
General Information Items Action History

Purchase Order Details

Req. Ship Date: Pick Up Address Payment Term: Total Case Quantity:

Aug 01, 2025 IMMEDIATE(K000) 0

Confirmed Ship Date Delivery Address: Incoterm: Total Weight:

Sep 18, 2025 DURHAM REGIONAL WAREHOUSE,x,Boundary EXW 223KG

Road 1,Whitby,905-723-3417,905-579-0496
Estimated Delivery Date: Port Of Exit Total Value

Note: For dl PO typesany changes made ®PO will movehe POinto PO ConfirmedJnmatched
status

ForDirectDelivery Store OrderandWholesale Ordersthis hasno impact on vendor ability teubmit
an ASN. When the order is picked, packed and ready to gtépendorcansubmit an ASN

Forall other orders, the POMUST be in PO Confirmed Matched statusrder to submit an ASNf the
LCBO approves the request, it will be moved into PO Confirmed Matched status. If not, it will remain in
PO Confirmed Unmatched statustil matched by the vendor.

37



LCBO Gat eway Reference GiLLCBO

Submit ASN

1. Select thePO Statusiropdown and select th®O Revised Matched status.

©

2. Select theGobutton.





























































