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Introduction

This reference guide provides step-by-step instructions on how to use LCBO Gateway for beverage alcohol vendors and
their agents.

Key Terms

]
Article This refers to a specific product or item listed on a Purchase Order.

ASN (Advance Shipping Notice) This is an action taken by the vendor in LCBO Gateway, when the order has
been picked, packed and made ready for shipment. This generates an Inbound
Delivery document (IBD).

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

Electronic Data Interchange (EDI) This is a secure and standardized method for electronically exchanging business
documents like purchase orders, invoices, and shipping notices. Purchase order
and payment related EDIs include:

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

e EDI 855 can be used by the Vendor to acknowledge and confirm the PO.

e EDI 856 can be used by the Vendor to submit the ASN.
e EDI 820 can be used by LCBO for payment to the Vendor.

Evaluated Receipt Settlement This is a streamlined procurement process where no Vendor invoice is required.
(ERS) Instead, the system automatically generates an invoice based on the Purchase
Order (PO) and Goods Receipt (GR) data.

Estimated Delivery Date The Estimated Delivery Date is an optional field 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 will be
decommissioned (For example, for direct delivery to store orders, this holds
SOQ #).

LCBO Gateway

A secure, centralized portal that provides registered suppliers with access to
purchase orders, invoices and payments.

Multi Factor Authentication
(MFA)

This security process is required for access to LCBO Gateway. Users will accept
the invitation, sign in with their credentials, download and set-up the Microsoft
Authenticator app, and agree to the LCBO Gateway terms to complete their
authentication.

PO Acknowledgment

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 PO
Terms and Conditions.

PO Confirmation

This is an action taken by the Vendor where purchase order quantities and ship
dates are confirmed.

PO Declination

This is an action taken by the Vendor of rejecting or declining a Purchase Order
(PO).

Req. Delivery Date

This refers to the date by which LCBO expects the goods to arrive at the delivery
location.

Req. Ship Date

This refers to the date by which LCBO expects the Vendor to be ship ready.
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Introduction to LCBO Gateway

LCBO Gateway is a secure, centralized portal that provides registered vendors with access to purchase orders, invoices
and payments.

Purchase Order (PO) Management:

Within LCBO Gateway, users can easily view, download, or print Purchase Orders for their records. The built-in search
and filter options allow quick retrieval of POs based on specific criteria such as vendor number, date, and status.

The system also offers visibility to PO Statuses, ensuring users have awareness of each order’s progress and any updates.
Invoice Management:

The Invoice Management feature provides access to all invoice-related information as well as payment details. Users can
view, download, or print invoices as needed.

Invoices are systematically categorized by status such as open or cleared, making it simple to monitor pending payments
and maintain accurate financial records. This structured visibility supports timely follow-ups and efficient reconciliation.
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Accessing LCBO Gateway

For first time login:

You'll receive an invitation email from LCBOgateway@I|cbo.com to complete Multi-Factor Authentication (MFA) to
access LCBO Gateway. Open the invitation email; Select the Accept Invitation link then follow the prompts, including:

e Sign in using your email and password. Note: do not use a shared mailbox.

* Install Microsoft Authenticator on your phone (download from Apple Store or Google Play).
*  Onyour phone, open the Microsoft Authenticator app.

*  Go back to your computer and scan the QR Code.

*  Accept the LCBO Gateway Terms.

*  Once completed, you’ll be successfully registered and logged into the portal.

For subsequent logins, you can
e  Simply open the LCBO Gateway portal.
* Authenticate via the code sent to your phone.

*  You'll then have access to the portal.
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Purchase Order Management

PO Statuses & PO Types

The lifecycle of a PO in LCBO Gateway, from creation to closure, highlighting key statuses and actions by both the vendor
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 processing and vendor communication within LCBO
Gateway. The direct and indirect PO types visible in LCBO Gateway are in 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 the Orders app.

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. The Orders screen displays multiple fields you can use to search or filter a PO. The following details explain the
role of each field in simplifying your PO search:

< LCBO awewy  Orders v ® DD
Standard - a
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. The PO Number field allows user to search by SAP PO number.
b. The PO Status dropdown allows user to select from the range of statuses.

c. The Vendor field allows user to enter the SAP Vendor number or name. Users may have access to more
than one vendor number.

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

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

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

h. The PO Type dropdown allows user to select from the range of PO types.
i. The Incoterm dropdown allows user to select from the range of incoterms.

j. The Port of Exit field specifies the location from which the goods leave the Vendor’s country, often
linked to the Incoterm for export and shipping purposes.

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

|. The Delivery Address field allows user to search by delivery address.

m. The Estimated Delivery Date field allows user to filter POs by entering date (for example: Jan 1, 2026).
n. The Store field allows user to search by LCBO store. To search, add a leading zero to the store number.

3. The PO Number popup window displays. Select the required PO number or numbers.

4. Select the OK button.
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< LCBO ssewr

Standard -

PO Number:

Conf. Ship Date:

Estimated Delivery Date:

Purchase Orders

(] PO Number

Orders v @ DD
' PO Number
Search and Select (3) Define Conditions Date:
a
) Hieriters  |dgress:
a

PO Number:

Items (3,490)

PO Number

100001

100002

100003

I 100005

[ 100006
[ 100007
I 100008
() 100009

[ 100010

Selected Items and Conditions (3)

100001 x /100002 X | 100003 x

®

iCancel

lip Date  Conf. Ship Date

) acaptriters

B B8 @ v

Select the Go button to view the results of your search criteria.

< LCBO cxewsr  Orders v ®
Standard”® ~
PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
100001 x | 2 more wl] v (=) a9 (=] [a)
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

DD
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Customize the Search Criteria
Customizing the search criteria helps to narrow down or broaden the list of Purchase Orders displayed.

6. The Adapt Filters button 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

() 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. The Adapt Filters popup window displays. You can select or unselect the required field’s checkbox to add or
remove any field from the search criteria.
8. Select the OK button to confirm the change.

< LCBO sxewsy ~ Orders v ® a
Standard
Adapt Filters Reset
PO Number: PO Status: All v Show Values (]| Date: Req. Ship Date:
= Search for Filters Q = =
Conf. Ship Date: PO Type: ter No: Delivery Address:
3 5 Field Active a a
PO Numb
Estimated Delivery Date: Store: umber
= PO Status B Adeptriters
Vendor
Custs
Purchase Orders ustomer B B @|v
PO Creation Date
() PO Number PO Status f. Ship Date  Port Of Exit
Req. Ship Date
Conf. Ship Date
PO Type
(O Incoterm q
Port Of Exit
Customer Order No
Delivery Address
Estimated Delivery Date
Store
m Cancel
D Z
Apply Filter Settings
This option allows users to refine the search results by applying or adjusting filters.
9. Select the Settings icon to apply filters and sort settings for the search results.
< LCBO suewn  Orders v ® DD
Standard -
PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
[5) v [5) [s] [5) 5]
Conf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Order No: Delivery Address:
[s) v v [s] [s) ]
Estimated Delivery Date: Store:
[ (w1} @ Adapt Filters
AR
Purchase Orders o
(] 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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LC

10. The View Settings popup window displays. These are the default settings. You 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 IQ A vV Y .
() 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
v
D cnce
/%
11. Select the Standard dropdown and select the Save As button.
< 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
AR
()8 @Iv
—' 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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12. The Save View popup window displays. Enter the required name in the View field.

13. Select the Save button. You can also select the Set as Default checkbox 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
Al
Purchase Orders (3,488) r N Acknowledge Decline  Submit ASN ® (= @ B @ v
Save View \\ 5 -
() PO Number PO Status Customer Lef =nt Vendor PO Creation Date  Reg. 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 I 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 [5) [s) (5] [
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 Le; 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. The Sort tab is used to sort fields. Select the required option from the Sort By dropdown and select the Ascending
or Descending icon to apply the desired sorting option.
16. The Filter tab is used to filter the required filtering options.

13
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L.CBO

17. The Group By dropdown is used to group results based on categories.

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

() Vendor

< LCBO sxewny ~ Orders v
Standard -
View Settings Reset
PO Number: PO Status: Columas I Group'
= E@ QG Hide (ALl Unselected (=) g
e ide nselecte
Conf. Ship Date: PO Type: -
@ () Columns (19/23)
Estimated Delivery Date: Store: () PO Number
(sl (¥) PO Status
(¥) Customer
Purchase Orders (v) Legacy Customer Number
(¥) Legacy Reference Document
(") PO Number PO Status e

PO Creation Date

(¥) Reaq. Ship Date

() Conf. Ship Date

(v) Port Of Exit

(v) Invoice Number

) Total Value

(v) Incoterm

(v) Customer Order No

(v) PO Type Code

(v) Delivery Address

(v) PO Status Code

m Cancel
/%

® DD
Date: Req. Ship Date:
[5) [}
der No: Delivery Address:
[5) [}

owledge Decline  Submit ASN

m Adapt Filters

B & @|v

PO Creation Date

Req. Ship Date  Conf. Ship Date

14
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Search by PO Number

press the Enter key.

LC

Enter the PO number in the PO Number field and select the Go button. Alternatively, enter the PO number and

< LCBO sirewsy  Orders v ® oD
Standard” -
- osmtus‘ 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:
5 5] (@) facapt Fitters (1)
A~ [hE s
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 the PO Status dropdown to search PO by status.
3. Select the Go button.
< 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) a 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: You can also select multiple statuses simultaneously by selecting the checkboxes of the required
statuses.

16
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How to View PO Details

1. From the Orders screen, select the required PO to view details.

< LCBO sxewsy  Orders v ® oD
Standard* v
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:
[5) w =) [s) [s)
Estimated Delivery Date: Store:
a a a Adapt Filters (1)
<
Purchase Orders (1) @ = & (@|v
~) PO Number = PO Status Customer Vendor PO Creation Date  Req. Ship Date  Conf. Ship Date Port Of Exit
85000007
() 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

PO Status Code: 1
Estimated Delivery Date:
Store: D102

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

2. The General Information tab for the selected PO displays additional details like Req. Ship Date, Payment Term,

Total Case Quantity, Total Weight, Req Delivery Date, Ship Date Match Status, and PO Acknowledged checkbox.

< LCBO cueway  Orders v ® oD
85000007 Print
PO Type: Alpha Orders PO Status
Vendor:  Vendor 1
PoC . New PO
reation Date: Jul 22, 2025
=
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

PO Acknowledged:

Ship Mismatch Reason:

PO Note:

17
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3. Scroll down to access the PO Line Items and Action History section. Alternatively, you can select the Items and
Action History tabs to view the PO Line Items section. The PO Line Items and Action History display for your review.

< LCBO exremar Orders v

® DD
85000007

Print

~
General Information Items Action History

PO Line Items (2)

(=) ® @~

Line ltem  Description

Article Number Status Qty | Order Unit  Price Net Value

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.

From the Orders search results screen, select the Export dropdown.

2. Select the Export As option from the dropdown.

< LCBO cwewsy  Orders v @
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) = 8 (@
| 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

Va

3. The Export As popup window displays. Select the Include filter settings checkbox to export with the settings.

4. Select the Export button to export the Excel file.

< LCBO cwewsy  Orders v O]
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) ’ ’

| d
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5. The Export Document popup window displays the export progress in real time with the PO count. The

Downloads dialog box displays. Select the Open File link 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
(~H=)
Purchase Orders (77) ° ® | @ 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. Select the Enable Editing button to edit the Excel sheet.
Bl Autosave < Purchase Orders - Protected View (2) No Label « Saved to this PC v L Search a = 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 l X
Al v Jr 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 the Save button to save an offline copy.

Select the Print icon to print the PO.

AY | a% | AskCopilot

Page 1

Toronto  Ontaro
e AMENDED

100 Quesns Quay East, 8 Floor Purchase Order
LCBO —

P21 LCBO BEER DIR-R
Date

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

Payment Terms {standard or as negotiated / agreed to)  Information: Shipping Terms -

NET 30DAYS
TO (Vendor) Ship to Location
7002680
LONDON WAREHOUSE, D103,
CA’ MARCANDA Wilton Grove Road, 355
LOC. SANTA TERESA 272, London, ON, CA
CASTAGNETO NBA 43

Livomo , N6A 43,

ShipDate  Apr 3, 2025

This Purchase Order,

g CBO, is subject
Order Terme and Conditions for beverage alcohel producis which are availsbie al

reference the LCBO's Purchase
new-supplier-agentidema/WebPOSyetem himi]

Units ‘Quoted Price
Total Shpping e e per case or prics
LCBONO.  Quantity Product Name Pallet nit Size (ml) (f - or per ltre of
c: applicable) litres/cask
ases Patem

absolute alconol
{oulk produc) i ik product)

TOTAL 0

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
“Autherized Signature()
Ensure P.0:#is entered on Bill of Loading

4. The Print pane displays. Here, you can select the required layout, pages, and colour options.
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5. Select the Print button to print. Select the Cancel button to exit this view.

g -

Print ?
Total: 4 sheets of paper

Y Draw ~ & A | ab

Ask Copilot = ar 1

Page 1

Purchase Order
AMENDED

100 Queens Quay East, 9th Floor
Teronto , Ontarie
MSE 0C7

LCBO

X Issued By:
Printer

P21 LCBO BEER DIR-R
OneNote (Desktop) - Protecte... Vv

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 N - —
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

0Odd pages only

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
new-supplier-agentidemo/\WebPOSystem. himl]

Even pages only

Units per case Quoted Price

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 «

e g system dialog... (Ctrl+Shift+ P'e

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)

0
@
09
N

—.{i:\}

6. The Success popup window displays, confirming the PDF generated successfully. Select the OK button and select

the Back icon to return to the Orders screen.

< JLCBO axewnr

Orders v

100013
Legacy Reference Document: PO Status
PO Type: Import PO
o 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: PDF generated Successfully 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:

® DD

Print  Submit ASN
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How to Export the PO Details

1. You can either select the required POs you want to export or select the checkbox next to Purchase Orders checkbox

to select all results displayed on screen at once. From the Purchase Orders search results screen, select the Export
dropdown.

2. Select the Export As option from the dropdown.

< LCBO guewsy  Orders v ® 8
-

Standard -
PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:

=} v [s) a a a
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

>
%
{-)

= (=)

Purchase Orders (77) = o =
| 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 Export As... I
—  Standard PO
101136
J PO Closed 2 Jul 25, 2025 Jul 10, 2025 Jul10, 2025 >

Standard PO

3. The Export As popup window displays. Select the Include filter settings checkbox to export with the settings.

4. Select the Export button 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
L (RN
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 >

24



LCBO Gateway Reference Guide for Vendors LCBO

5. The Export Document popup window displays the export progress in real time with the PO count. The Downloads
dialog box displays. Select the Open File link 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. Select the Enable Editing button to edit the Excel 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 - | >
Ready 2] — o+ o
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Notifications for Vendors

As a PO progresses through its lifecycle, different statuses also trigger email notifications. Vendors can change their

notification behavior by submitting a support request.

Notification

Revised PO

PO Shipped (Returns)

Cancelled PO

PO Acknowledged Reminder

ASN Reminder

PO Invoiced

Payment Notification

Unmatched PO

Description

When a new PO is created, a notification will be sent to the vendor.

When there are changes to the PO, 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 vendor.

In the event of an auto-closure of a PO or when LCBO cancels the PO, the vendor will
receive a PO Cancelled notification.

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

If the Vendor updates a Confirmed Ship Date on PO, a notification will be triggered
one day prior to that date until the ASN is submitted. If no Confirmed Ship Date is
provided, the Requested Ship Date will be used as the reference.

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

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

If the PO is in Unmatched status, the vendor will receive a notification under the
following scenario:

The PO status is PO Confirmed Unmatched, and the PO has been inactive for 3 days
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PO Actions

The Vendor has the following actions on any PO:

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

3. Submit ASN.

Note: Complete Acknowledgment before Confirmation, and Confirmation before triggering the ASN.
Each step must be finished in sequence to proceed correctly.
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Acknowledge PO

1. Select the Orders app.

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. Select the required PO Number checkbox or select the checkbox besides PO Number to select all POs to complete
mass acknowledgment.

< LCBO cwewsy ~ Orders v p_——

Standard*

PO Number. PO Status: Vendor Customer. PO Creation Date: Req. Ship Date
743533 x =) v 8 Items [s) (=) a (=)
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)
AHR
Purchase Orders (1) (F)= & @|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 the Acknowledge button.

< LCBO cuewsy  Orders v ® DD
Standard* +
PO Number PO Status: Vendor Customer: PO Creation Date: Req. Ship Date
743334 x (s v [sll sl fs)l o)
Conf. Ship Date: PO Type: Incoterm: Port Of Exit Customer Order No Delivery Address:
[s) v e () [s) ()
Estimated Delivery Date: Store:
3 o) a Adapt Filters (1)
AR
—
Purchase Orders (1) Acknowledge Iuecline Submit ASN ® |
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. The Acknowledge Selected Purchase Orders popup window displays. Select the Accept button to indicate receipt of

the Purchase Orders and provide acceptance of the PO Terms and Conditions. You can also cancel the action by

selecting the Cancel button.

[ S@anuara v

PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
743334 x P v P @ P P
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 JelI¢ @GRt gl T RCRI (eI )
New PO

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

receipt of the Purchase Order and acceptance of the Purchase Order Terms and

Conditions.

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.

0' m ICancel

0999 >
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The Success popup window displays confirming the Acknowledgment was successful. Select the OK button.
Standard”® -

PO Number: PO Status:

Vendor:

Customer: PO Creation Date: Req. Ship Date:
(743334 x| &) v o] g o] g
Conf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Qrder No: Delivery Address:
[} v v 5] [5) 5]
Estimated Delivery Date: Store:
a 9 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 0999
Standard PO

Invoice Number:

Total Value: 2,500.00 CAD
Incoterm: EXW

Customer Order No:

PO Type Code: ZNB

Acknowledgement was successful for 1 PO Numbers.

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

‘ Aug 1, 2025

Select the PO to review the details.

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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The PO Acknowledged status displays.

< LCBO cwewsy  Orders v

743334

PO Type: Standard PO
Vendor:
PO Creation Date: Sep 17, 2025

General Information Items

Purchase Order Details
Req. Ship Date:
Aug 01, 2025

Confirmed Ship Date:

Estimated Delivery Date:
Aug 08, 2025

Ship Date Match Status:
Matched

PO Acknowledged:

PO Status
PO Acknowledged

Action History

Pick Up Address:

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

PO Delivery Date:
Aug 04, 2025

Ship Mismatch Reason:

PO Note:

Payment Term
IMMEDIATE(K000)

Incoterm:
EXW

Port Of Exit:
0999

Customer Order No:

Confirm BRI

Total Case Quantity:
0

Total Weight
223KG

Total Value:
2,500.00 CAD

Customer:

DD
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Decline PO

1. Select the required PO number from the list. Select the Decline button.

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 1 pation 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 PO numbers and perform mass PO decline.

2. Select the Reason dropdown and select the required option.

(%) 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
Port/Rail Disruption

Other
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3. The Decline Purchase Order (s) popup window displays. Select the Decline button.

< 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:
@ @ D Adaptriters (1)
® Decline Purchase Order(s)?
Purchase Orders (1,473) ge Decline SubmitASN @ | = @ 8B @ v
() PO Number PO Status (o Are sure you want to decline the selected Purchase Orders? | yanqor PO Creation Date Req. Ship Date
0O : New PO — May 29, 2025
ew i a\ 3 >
) Standard PO [ Carrier/Forwarder Delay v y
Comments:
100122 limited to 50 characters
@) New PO Jun 6, 2025 Jun 6, 2025 >

Standard PO

100200
New PO
Import PO ————

ancel

0 Jun 3, 2025 May 28,2025 >

s New PO Jun 3, 2025 May 28, 2025

% lew un 3, lay 28, %
Import PO Y
100202

@) New PO Jun 3, 2025 May 28, 2025 >
Import PO
100209

) New PO 00746186 Jun 13, 2025 May 30, 2025 >
Standard PO
100210

@) New PO 00746215 Jun 13, 2025 Jun9,2025 > v

tandard PO

4. Select the OK button.

< LCBO swewsy  Orders v -

Standard® -

PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
() New PO (1) x v (a)) =) [w)) [w))
Conf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Order No: Delivery Address:
(5 it ™ [5) s} [5)
Estimated Delivery Date: Store:
[ @ 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
New PO Jun 3, 2025 May 28,2025 >
Import PO
mp
100202
New PO Jun 3, 2025 May 28,2025 >
| rt PO
mpol
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Confirm PO

1. From the Orders details screen of the PO in status PO Acknowledged, select the Confirm button 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 the Calendar icon for the Confirmed Ship Date field to select the date. Alternatively, 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 =6

37 7 8 9 10 11 3
38 14 15 16 1 . 19 20 Copy PO Qty
[—]
ngyz B2 26 27 |y Qty Conf. Qty Unit Conf. Variance Conf. Reason
40 28 29 30 1 2 3 4
Ultra(618116) 25EA 0 0 v
4 5 6 7 8 9 10 11
\ )
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3. Select the Ship Date Mismatch Reason dropdown and then select the required reason from the list of options.
Kindly note, this would apply only if the Confirmed Ship Date is different than the 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

35



LCBO Gateway Reference Guide for Vendors LCBO

4. Enter relevant value in the Conf Qty and Conf Reason fields. Select the Confirm button 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: The Copy PO Qty button copies the requested quantities into the confirmed quantity field.

For Direct Delivery Store Orders and Wholesale Orders, the confirmed quantities must be equal to or
less than the original PO quantities.

Please note that for Wholesale Orders, reason codes are not required for date mismatch.
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5. The Success popup window displays. Select the OK button.

< LCBO ewewn  Orders v ® DD
a
General Items.
Requested Ship Date: Ship Date Mismatch Reason: *
Aug 01, 2025 Carrier/Forwarder Delay v

Confirmed Ship Date:*
Sep 18, 2025 B8

Estimated Delivery Date:
Aug 08, 2025 @& Success W

|
Confirmation was successful for 1 Item Numbers. e

6. The PO Status displays PO Confirmed - Unmatched. Vendors have the ability to send multiple confirmations if

PO Line Items (1) Copy PO Qty

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 all PO types, any changes made to a PO will move the PO into PO Confirmed Unmatched
status.

For Direct Delivery Store Orders and Wholesale Orders, this has no impact on vendor ability to submit
an ASN. When the order is picked, packed and ready to ship, the vendor can submit an ASN.

For all other orders, the PO MUST be in PO Confirmed Matched status in order to submit an ASN. If the
LCBO approves the request, it will be moved into PO Confirmed Matched status. If not, it will remain in
PO Confirmed Unmatched status until matched by the vendor.
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Submit ASN

1. Select the PO Status dropdown and select the PO Revised — Matched status.

FilterBar filters are changed!

< LCBO awewy  Orders v ® oD
Standard”
PO Number: PO Status: _ar: Customer: PO Creation Date: Req. Ship Date:
a I_Vi ) a a [5) &)
Conf. Ship Date: () NewPO(1) Port Of Exit: Customer Order No: Delivery Address:
@ | () ASN Posted (10) v [} @ a
Estimated Delivery Date: (] PO Received (11)
T | Polnvoiced (12) B rdaptriers
(] PO Closed (13) ~R
(] PO Shipped (14)
() PO Acknowledged (2)
() PO Declined (3)
() PO Confirmed - Matched (4)
PO Confirmed - Unmatched (5 o
() PO Revised - Matched (7) [
() PO Revised- Unmatched (8) |
2. Select the Go button.
< LCBO swewsy  Orders v ® DD
Standard” -
PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
P [evised - Matched (7) x v (] ) [ul a
Conf. Ship Date: PO Type: Incoterm: Port Of Exit: Customer Order No: Delivery Address:
[5) v v @ [5) [5)
Estimated Delivery Date Store: e
(=] [s)] ' IAdapt Filters (1)
AR
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3. Select the Purchase Order number and then select the Submit ASN button to proceed. Direct-to-Store and
Wholesale Purchase Orders do not need to be in Matched status. However, all other PO types must be in Matched
status before proceeding.

< LCBO suewse  Orders v p_——

Standard”® -

PO Number: PO Status: Vendor: Customer: PO Creation Date: Req. Ship Date:
(s} PO Revised - Ma... x v (wl] [w)] )] [u)l
Conf. Ship Date: PO Type Incoterm: Port Of Exit Customer Order No: Delivery Address:
[s) v v [s} s} [s)
Estimated Delivery Date: Store:
3 @ B Acptriters(1)
 A—
Purchase Orders (4) Acknowledge  Decline [ Submit ASN ® (= \ =) 8 (@ v
() PO Number PO Status Customer Legacy Reference Document Vendor PO Creation Date  Req. Ship Date  Conf. Ship Date
— 754171
PO Revised - Matched 0000754171 Jul 23, 2025 Jul 30, 2025 Jul 30, 2025 >
Standard PO
785229
) PO Revised - Matched 0000754229 Jul 29, 2025 Sep 30, 2025 Sep 30, 2025 >
Standard PO
755231
J PO Revised - Matched 0000754229 Jul 30, 2025 Sep 30, 2025 Sep 30, 2025 >
Standard PO
755232
()] PO Revised - Matched 0000754229 Jul 30, 2025 Sep 30, 2025 Sep 30, 2025 >

Standard PO

Notes: Alternatively, you can also multi-select POs and select the Submit ASN button to perform a
mass ASN.
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4. The Confirmation popup window displays. Select the Yes button.

754171 Print  Submit ASN
Legacy Reference Document: 0000754171 PO Status
PO Type: Standard PO .
Vendor: MCAUSLAN BREWING INC. MCAUSLAN BREWING INC.(1030703) PO ReV|Sed . MatChEd
PO Creation Date: Jul 23, 2025
AR
General Information Iltems Action History
Purchase Order Details
4 N
Reg. Ship Date: PickUj @ Confirmation ‘ Total Case Quantity:
Jul 30, 2025 30CV
. . . A Confirm the order is to be shipped? .
(ARl =8) S DA Del Note: Please do not submit your ASN until the order is ready to ship or is leaving the facility, Wl UEE
Jul 30, 2025 EHUN as no change can be made once the ASN has been submitted. 641KG
resce|
Estimated Delivery Date: Total Value:
PO Del No 2,150.50 CAD
Jul 24, zuzo
Ship Date Match Status: Customer O Customer:
Matched Ship Mismatch Reason:
PO Acknowledged:
PO Note:
5. The Success popup window displays. Select the OK button.
< LCBO awewy  Orders v ® DD
754171
PO Status
NC.(1030703 PO Revised - M
Items Action History
Purchase Order Details
@ Success } 30 CV
. ASN was successful for 1 PO Numbers. -~ -
Jul 30, 2025 REHOUS 641 KG
=)
o 2,150.50 CAD
Jul 24, 2025
o, Note: Once the ASN is submitted, the Purchase Order (PO) is frozen, and no changes can be made.

=7
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Invoice Management
How to Search Vendor Invoices

1. From LCBO Gateway home screen, select the Invoices app.

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

G (s B 63

Search by Invoice Number

2. The Invoices screen displays multiple fields you can use to search for an Invoice. Enter the PO number in the PO
Number field to search by PO number and select the Go button or press the Enter key.

< LCBO axvewsy  Invoices v ® DD
Standard* -
Vendor PO Number. oice Number: Fiscal Year: Invoice Date: Invoice Due Date:
@ f| 46000005 x Ay I 3 3 5]
Invoice Amount: Company Code Currency: Status:
(=) (=)l v - Adapt Filters (1)
AR
Invoices o
Invoice Number PO Number Invoice Number Reference  Description Payment Document Number Invoice Date  Fiscal Year ~ Type ‘
3. The search results display Invoice Number details. You can select the PO Number hyperlink to navigate to the
Orders screen.
< LCBO ewewne  Invoices v ® DD
Standard" -
Vendor: PO Number: Invoice Number: Fiscal Year: Invoice Date: Invoice Due Date:
@ 46000005 x 5] 3 ) ) 5]
Invoice Amount: Company Code Currency: Status:
a o) v Adapt Filters (1)
3 Enter
Invoices (1) =) & @ v
Invoice Number PO Number a Invoice Number Reference  Description Payment Document Number Invoice Date  Fiscal Year ~ Type = ‘
5100000022 I 46000005 5100000022 Jun 12,2025 2026 Invoice - Gross(RE) > ‘
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LCBO

Search by Vendor Name

4. Select the Vendor Search icon to search by vendor name.

Invoices

Invoice Number PO Number Description

Payment Document Number

Invoice Date  Fiscal Year  Type

< LCBO ewewn  Invoices v ® DD
Standard -
Vendor: PO Number: Invoice Number: Fiscal Year: Invoice Date: Invoice Due Date:
) [5) @ [s) [s) 5}
Invoice Amount: Pany Code Currency: Status:
g [u)l v a Adapt Filters
AR

Invoice Amount ‘

5. The Vendor popup window displays. Enter the required keyword between asterisks (*) to search by vendor name

and press the Enter key.

< LCBO suewsy  Invoices v
Standard -
Vendor
Vendor: Search and Select  Define Conditions
Invoice Amount:
Vendor: Vendor Name:
(=) *golf* x
Invoices items (7)
Invoice Number PO Nu O Vendor Vendor Name
0|21 Vendor 1
(J 7001712 Vendor 2
(J 7002137 Vendor 3
() 7002142 Vendor 4
() 7002773 Vendor 5
] 7003086 Vendor 6
[ 7003476 Vendor 7

D—’e

m Hide Filters

iie Date:

@

Adapt Filters

B & @®|v

ce Amount l

Note: To broaden your search, use an asterisk (*). For instance, ABC* retrieves all results starting with

‘ABC’, and *XYZ retrieves those ending with ‘XYZ.’
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6. Select the required results or select the Vendor checkbox to select all results.
< LCBO cuew  Invoices v ® oD
Standard v - ~
Vendor
Vendor: Search and Select (7)  Define Conditions e Date:
J— a
Invoice Amount: e Hide Filters
Vendor: Vendor Name: @ Adapt Fitters
@ *golf* x [l
Invoices Items (7) ® B & @ v
Invoice Number PO Nu & | vendor Vendor Naine ce Amount
e ¥] 21 Vendor 1
7001712 Vendor 2
7002137 Vendor 3
7002142 Vendor4
7002773 Vendor 5
7003086 Vendor6
7003476 Vendor 7
Selected Items and Conditions (7)
21 % |17001712 x 7002137 x | 7002142 x 7002773 x 7003086 x || 7003476 X X
anCEL
Z
7. Select the Go button. The search results display with the Vendor name selection.
< LCBO ewewn  Invoices v @ DD
Standard* -
Vendor: PO Number: Invoice Number: Fiscal Year: Invoice Date: Invoice Due Date:
21 x |6 more @ @ @ [ @ [w)]
Invoice Amount: Company Code Currency: Status:
@ @ v
A~
Invoices (30)
Invoice Number PO Number Description Payment Document Number Invoice Date  Fiscal Year ~ Type Invoice Amount
1900017013 Jul10,2025 2026 Vendor Invoice(KR) -14,012.00 >
1900017048 2000022731 Jul22,2025 2026 Vendor Invoice(KR) -1,000.00 >
1900017123 2000022797 Aug7,2025 2026 Vendor Invoice(KR) -4,400.00 >
1900017124 Cheque Printing Demo16 2000022797 Aug7,2025 2026 Vendor Invoice(KR) -1,023.00 >
1900017125 Cheque Printing Demo17 2000022797 Aug7,2025 2026 Vendor Invoice(KR) -95,678.01 >
1900017126 2000022797 Aug7,2025 2026 Vendor Invoice(KR) -6,600.97 >
1900017127 Cheque Printing Demo17 Aug7,2025 2026 Vendor Invoice(KR) -555.76 >
1900017145 Cheque Printing Demo27 2000022803 Aug7,2025 2026 Vendor Invoice(KR) -67,890.00 >
1900017151 Cheque Printing Demo34 2000022805 Aug 8,2025 2026 Vendor Invoice(KR) -333.33 >
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How to View Invoice Details

1. From the Invoices screen, select the required Invoice.

< LCBO mewsr  Invoices v ® oD
Standard* -
Vendor: PO Number. Invoice Number: Fiscal Year: Invoice Date: Invoice Due Date:
=) @ 1900000308 x @ e} 5} 15}
Invoice Amount: Company Code Currency: Status:
5] ) v B acaptriters ()
A
Invoices (2) =(=) & @|v
Invoice Number PO Number Description Invoice Date  Payment Document Number  Fiscal Year ~ Type Invoice Amount 0
I 1900000308 PRODUCT Sep 27, 2024 2025 Vendor Invoice(KR) -1,272.00 >
1900000308 Test for EUR Apr 30,2025 2000000865 2026 Vendor Invoice(KR) -500,000.00 > |

2. The Invoice Line Items display with Description, Invoice Amount, Currency, Bill of Lading Cases, Cases Received,

and Vendor Quote.

Invoices v

< LCBO auewn

1900000308

Invoice Line Items (2)

Invoice Number  Line ltem  Description

Amount: -521.40

1900000308 1 HIGH VOLUME CONSIGNMENT
Amount: 521.40

1900000308 2 I 594993

Invoice Amount  Bill of Lading Cases Cases Received  Vendor Quote
-521.40 OPEN
521.40 0 11.00000 47.40 OPEN
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How to Export Invoice Details

1. From the Invoices screen, select the Export As option from the Export dropdown.

< LCBO ewewn  Invoices v ® oD
1900000020
Invoice Line Items (2) = \B & B v
|
Invoice Number  Line Item  Description Invoice Amount  Bill of Lading Cases ~ Cases Received  Supplier Quote Status e Export
L]
Amount: -609.12 Export As...
1900000020 1 PRIVATE ORDERING -609.12 OPEN
Amount: 609.12 |
1900000020 2 I 937754 609.12 6 6 101.52 OPEN |

2. The Export As popup window displays. The File Name field is auto-populated. Select the Include filter settings
checkbox to export with the settings, if any.

3. Select the Export button to export the Excel file.

< LCBO ewewne  Invoices v ® DD
1900000020

Invoice Line Items (2) ® \EE] 8 @ v

Invoice Number  Line ltem  Description Invoice Amount  Bill of Lading Cases ~ Cases Received  Supplier Quote Status

Amount: -609.12

1900000020 1 PRIVATE ORDERING -609.12 OPEN
Amount: 609.12
1900000020 2 | 937754 Export As 101.52 OPEN

File Name

[ [Invoice Line Items

Format
Microsoft Excel (*.xIsx) v

() Include filter settings

(] split cells with multiple vatuea
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4. The Downloads dialog box displays. Select the Open File link to view the Excel file.

< LCBO euewn  Invoices v ® oD
1900000020 Downloads B - <:°
B Invoice Line Items.xisx B W
Open file I

Invoice Line Items (2) . f@| v

B Invoices (1).xIsx
Invoice Number  Line Item  Description Invoice Amount ~ Bill of Lading Cases ~ Cases Received  Supplier C Qeenfle ‘

See more

Amount: -609.12 ‘
1900000020 1 PRIVATE ORDERING -609.12 OPEN ‘
Amount: 609.12 ‘
1900000020 2 | 937754 609.12 6 6 101.52 OPEN ‘

5. The Excel file will display on the screen. Select the Enable Editing button to edit the Excel sheet.

“) - Y~ 5 Invoice Line tems - Protected... « Saved to this PC v £ Search @ = a X

i Autosave

File Home Insert Page layout Formulas Data Review View Automate Help

@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need 1o edit, it's safer to stay in Protected Viewl ‘ Enable Editing I i x

Al v i S~ | Invoice Number v
A B © D E F G pFormula Bar I J K&

1 |Invoice Number | - [Line ltem |- Description ~ Invoice Amount - Bill of Lading Cases - |Cases Received - Supplier Quote - Status - |Invoice Date | - Due Date - Payment Term Des

2 1900000020 1 PRIVATE ORDERING -609.12 OPEN Apr 4,2025 May 4, 2025 NET 30 DAYS

3 1800000020 2 | 937754 609.12 6 8 101.52 OPEN Apr 4, 2025

4

5

6
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How to View Chargebacks

The chargeback documents are generated and posted in SAP. Once a chargeback is posted in SAP, it is automatically
exposed to LCBO Gateway through an interface. Each chargeback can be identified using an Invoice Number Reference
that originates from SAP.

1. From the Invoices screen, enter the required invoice number in the Invoice Number field.

The Invoice Number Reference display indicates the chargeback.

< LCBO ewewr  Invoices v ® DD
a
Standard" -
Vendor: PO Number: Invoice Number: Fiscal Year: Invoice Date: Invoice Due Date:
[ & N 3iems 2 | & ) @
Invoice Amount: Company Code Currency: Status: 0
a a v ) rceptriters )
AR
Invoices (3) @I = ® @|v
Invoice Number PO Number Invoice Number Reference  Description Payment Document Number Invoice Date  Fiscal Year ~ Type
1700003575 QA0213853 P202522 (24-Aug-25-30-Aug-25) Aug 30, 2025 2026 Vendor Credit Memo(KG) >

Invoice Amount: 40.62
Currency: CAD
Status: OPEN

Invoice Due Date: Sep 29, 2025

Payment Term Description: NET 30 DAY e
Vendor: 1037040

Company Code: 1000

1700004033 LAS82026 LAB FEE ADMIN 48984 766698 Sep 21,2025 2026 Vendor Credit Memo(KG) >
Invoice Amount: 62.15

Currency: CAD

Status: OPEN

Invoice Due Date: Sep 21, 2025
Payment Term Description: IMMEDIATE
Vendor: 1046272

Company Code: 1000

1700004083 LF582028 LAB FEE 203827 316998 Sep 23,2025 2026 Vendor Credit Memo(KG) >

Invoice Amount: 169.04
Currency: EUR d
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How to View a Netted Report

When processing payments, both vendor and customer invoices are included in the payment advice. This allows you to
view the netted amount in the report.

1. From the Payments screen, enter the required payment number in the Payment Number field and press the Enter

key.
2. The Payment Number displays with the amount that LCBO paid to the Vendor. Select the payment number to view
more details.
< LCBO swews  Payments v o @

Standard* -

Vendor: Payment Number: Payment Date: Fiscal Year: Amount: Company Code Currency:
@ [ 2000004942 x 3 I a @ P B AdaptFiters 1)
AR
Payments (1) 8 @] v
Payment Number Payment Date Amount Currency  Method Status |
2000004942 Oct 6, 2025 455.11 CAD Transfer CLEARED >

3. Here, you can view details of Customer Invoice and Vendor Invoice, and the amount paid. You can also export this
Excel to view these details in Excel format.

< LCBO awewy  Payments v ® DD
2000004942

Payment Items (2) B (B v

Invoice Number Invoice Date  Type Amount Currency  Status Fiscal Year =~ Company C... ‘

1800000115 Oct 6, 2025 Customer Invoice(DR) 84.45 CAD CLEARED 2026 1000

1900000371 Oct 6, 2025 Vendor Invoice(KR) -539.56 CAD CLEARED 2026 1000 ‘

Note: After the payment run, all relevant details are included in the payment advice. The payment
advice typically contains the payment document number, the payment amount, and related
information to indicate the processed payment.
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How to Print Invoice Details

1. From the Invoices screen, select the Print button.

< LCBO ey Invoices v

5100000022

Invoice Line Items (3)

Invoice Number  Line Item  Description Invoice Amount ~ Bill of Lading Cases  Cases Received  Supplier Quote

Amount: -113.00
5100000022 1 -113.00
Amount: 13.00

5100000022 3 13.00
Amount: 100.00
5100000022 2

Automatically invoiced 100.00 202550000000780001

Status

OPEN

OPEN

OPEN

=) s @I~

2. The Print preview displays. Select the Save button to save an offline copy.

=g v Y Daw v Q@M A | as - + = 1 | of1 | )

LCBO Evaluated Receipt Settlement Invoice ~ Page:1/1

Posting Date 12.06.2025
Tax Registration# R122241177RT0001

Customer Liquor Control Board Ontario Vendor No 8000007:B-LINE MEDIA
100 Queens Quay East,9th Floor
Toronto 08.08.2025_Test Automation
CA M4M OE9 / TORONTO
Document# 5100000022 ON/CA

Invoice Number 5100000022

Invoice Date 12.06.2025

PO Number 46000005

Payment Terms K030

Tax Registration#

E-Mail yonita furtado@icbo.com

3. The Save As dialog box displays. Rename the file if required. Select the Save button.

@ 78a09650-6312-4249-9eff-eb02780c2b21  7/10/2025 3:48 PM Microsoft Edge PD.

@M Desktop A
4 Downloads #

=] Documents #

134

ndor No 8000007:B-LINE MEDIA

08.08.2025_Test Automation
M4M OE9 / TORONTO
ON/CA

roice Number 5100000022

File name:

~ | oice Date 12.06.2025

Save as type: Adobe Acrobat Document

~ Hide Folders Cancel

| Number 46000005

yment Terms K030
«Registration#
Nail yonita.furtado@lcbo.com

+vwvrew w3 Teflected against the purchase order.

@ saens Xoet1 | 1 Q| @ A
™ L > Downloads v G Search Downloads
Organize ¥ New folder = - o
A Hore Name Date modificd Type s ettlement Invoice Page: 1/1
R Catey * Last month
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4. Select the Print icon to print the Invoice.

Y Draw ~ & A | ab =

LCBO

Evaluated Receipt Settlement Invoice

1 | of1 | 7o) QL@

Page: 1/ 1

Customer Liquor Control Board Ontario Vendor No 8000007:B-LINE MEDIA
100 Queens Quay East,9th Floor
Toronto 08.08.2025_Test Automation
CA M4M OE9 / TORONTO
Document# 5100000022 ON/CA
Posting Date 12.06.2025 Invoice Number 5100000022
Tax Registration# R122241177RT0001 Invoice Date 12.06.2025
PO Number 46000005
Payment Terms K030

Tax Registration#

E-Mail yonita.furtado@Icbo.com

The following goods/services have been received and is reflected against the purchase order.

Item# Material

Description PO Currency

5. The Print pane displays. Here, you can select the required layout, pages, and colour options. Select the Print button
to print.
6. Select the Cancel button to exit this view.
¥ « V¥ Daw ~ & AN | a® | Ask Copilot - 1 of1 | 7% Qe S L
. 2 =
Print ’
Total: 1 sheet of paper
Y . o
LCBO Evaluated Receipt Settlement Invoice ~ page:1/1
Printer
OneNote (Desktop) - Protecte... Vv
Customer Liquor Control Board Ontario Vendor No 8000007:B-LINE MEDIA
Copies 100 Queens Quay East 9th Floor
P Toronto 08.08.2025_Test Automation
CA M4M OE9 / TORONTO
1 Document# 5100000022 ON/CA
Posting Date 12.06.2025 Invoice Number 5100000022
Layout Tax Registration# R122241177RT0001 Invoice Date 12.06.2025
o Portrait PO Number 46000005
Payment Terms K030
Landscape Tax Registration#
E-Mail yonita.furtado@lcbo.com
Pages The following goods/services have been received and is reflected against the purchase order.
O i
Item# Material Description PO Currency
eg. 1-5,8 11-13 Delivery note / Reference# Date Goods Receipt Document#
Quantity Unit Net Price Line Amount
PO item Tax Code
Color
LCBO Location D102  DURHAM REGIONAL WAREHOUSE
Color v
000001 80081 Paper bags CAD
More settings « TESTING 17.06.2025 5000000078
10 EA 10 100.00
Print using system dialeg... (Ctrl+Shift+P) 00010 P2
Sub Total 100.00
e e Tax 13.00
| .
v
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7. The Success popup window displays confirming the PDF is generated successfully and select the OK button. Select
the Back button to return to the Invoices screen.

I < IL(‘IJO awewny  INVOices v ° @

5188500022 Print
Invoice Line Items (3) ® \EE] 8 @ v
Invoice Number  Line ltem  Description Invoice Amount ~ Bill of Lading Cases ~ Cases Received  Supplier Quote Status
Amount: -113.00
5100000022 1 -113.00 OPEN
Amount: 13.00
5100000022 g 13.00 OPEN
Amount: 100.00
5100000022 2 Automatically invoiced 202550000000780001 OPEN

@& Success

PDF generated Successfully
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How to Search and View Payment Details

1. Select the Payments app.

LCBO aarewe Home > @
My Home
My Apps
—
Orders Invoices Payments Support Request
e G & o

2. The Payments screen displays multiple fields you can use to search for payments. Select the Payment Date Search

icon to search by payment date.

< LCBO exewnr  Payments o @
Standard
Vendor: Payment Number: Payment Date: ed Year: Amount: Company Code Currency:

@ g I =] | @ 3 @ m Adapt Filters
AR
Payments ]
Payment Number Payment Date Amount Currency  Method Status
Let's get some results
To start, set the relevant filters and
choose "Go".

3. The Define Conditions: Payment Date popup window displays. Select the Calendar icon and the required month and

date.
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4. Select the OK button.

< LCBO euewe  Payments v ® D
Standard -
Define Conditions: Payment Date
Vendor:
equal to Y i — B X D B adeptriters
< August 2025 > Add
Payments B & @|v
Sun Mon Tue Wed Thu Fri Sat
RaymentNumberggey 3127 28 20 30 31 1 2

32346789
2

3 10 11 12 13 14 15 16
34 17 18 19 20 21 22 23

35 24 25 26 27 28 29 30

% 31 1 2 3 4 5 6

No Conditions Entered

rm ICancel

Note: When defining conditions, you can choose how the system filters records based on your
selected field (for example, Payment Date). Options include equal to, between, before, or after to
narrow the results you want to display.

5. Select the Go button.

< LCBO swewny  Payments v o @

Standard’ -

Vendor: Payment Number: Payment Date: Fiscal Year: Amount: Company Code Currency: e
ﬂ—] D

@ @ [=May27,2025 x 3 3 3 Adapt Filters (1)
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6. Select the Payment Number.

< LCBO cwewsy  Payments v

® bD
Standard” -
Vendor: Payment Number: Payment Date: Fiscal Year: Amount: Company Cede Currency:
@ &  =May27,2.. x & 3 @ 3 B noaptrivers ()
AN
Payments (5) & @ v
Payment Number Payment Date Amount Currency  Method Status
100000000 May 27, 2025 0.00 CAD >
100000001 May 27, 2025 0.00 CAD e >
I 100000002 May 27, 2025 0.00 CAD I >
—
2000000009 May 27, 2025 1,000.00 CAD Wire_LCBO CLEARED >
2000000010 May 27, 2025 2,50000 CAD Wire_LCBO CLEARED >

7. The Payments screen displays the Invoice Number, Invoice Date, Type, Amount, Currency, Status, Fiscal Year, and
Company Code. You can navigate to the Invoice by selecting the Invoice number.

< LCBO awewe  Payments v ® DD
2000000010

Payment Items (1) @

Invoice Number Invoice Date  Type Amount Currency  Status Fiscal Year =~ Company C...

1900000009 May 27,2025 Vendor Invoice(KR) -2,500.00 CAD CLEARED 2026 1000

Note: To export the payment details, you can follow the same steps as covered in the Export and Print
Invoice Details section.
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How to View Updates and Alerts

Vendors receive timely information that’s grouped into two types: General Information and Attention Required. This
setup ensures that you stay informed about day-to-day operations while also being alerted to anything that needs
immediate action.

1. Select the Updates & Alerts app.

LCBO awewsy  Home ® DD

My Home

My Apps

Orders Invoices Payments Support Request

G (s B 63

p——
Updates & Alerts

m O Today

10 Total

2. The Updates & Alerts screen displays listing the updates and alerts in chronological order. Select the Category
dropdown to select the required category. The two categories are Attention Required and General Information.

3. Select the required date range in the Date Range field.

< LCBO sarewar Updates & Alerts v ® a

| v I Enter Date =] | a
[C) Autention Required AL e

(C) General Information e

g Vendor Portal Support Team:

»

Upcoming System Maintenance on 23rd September 2025

Attention Required - 2025-09-05

o Vendor Portal Support Team:

Reminder: You must submit an ASN for every PO.

General Information - 2025-03-05
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4. Select the Go button.

< LCBO awewn  Updates & Alerts v ° @

Category: Date Range:
Attention Required x v 2025:07-27 - 2025-10-31 8 I [co ] I

Vendor Portal Support Team:

Upcoming System Maintenance on 23rd September 2025

Attention Required - 2025-09-05
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Support Requests

Support requests in LCBO Gateway are classified into specific categories based on the type of issue or request being
raised.

Order Inquiry: These often involve inquiries related to Purchase Order (PO) details, including issues

with visibility or discrepancies. These could be cases where PO details aren’t showing up correctly, or data appears
incomplete.

Access Request: This is used when there are changes to the required access of users (e.g. add, remove or modify users

or their LCBO Gateway access).

Payment Inquiry: This resolves issues related to invoice status, mismatched data, or delays in payments.

Technical Issue: This is for problems related to system errors, login problems or display concerns, e.g., to alert LCBO of

any malfunction.

How to Submit a Support Ticket

1.

Select the Support Request app.

L.CBO suewsy  Home

My Home

My Apps
orders Invoices Payments
G (s B
Updates & Alerts
Q 0 Today

19 Total

Support Request

6

57



LCBO Gateway Reference Guide for Vendors 1.CBO

2. The Support Request screen displays. Select the required Support Type option from the dropdown.

< 1CBO wews  Support Request v
Submit & Support Request
Support Type:* -

I Order Inguiry I e

Payment Inquiry

Access Request

Technical Issue

Attach 2 File if 3,

Submit Cancel

3. The Description field auto-populates with details that are required. You can update and add details as required. The
User ID field is automatically filled based on the account you’re raising the request from.

4. Select the Browse button.

< LOBO) coewnr  Support Request

Submit a Support Request

Support Type:*  Order Inguiry M

Description User 1D: null
User Name:
User Email:

Vendor Name:
Vendor Number,

PO Number:

Detailed Description of Inguiry:

A Do not enter any personal information or banking updates.

Attach a File if applicable I 3 I

Submit | | Caneel °

5. Select the required file for attaching if required and select the Open button.

e Open X
® DD
« = v 4 &> Downloads v O | search Downloads o
Organize New fol =
Name Date modified Type Size
) Home y hd
~ Earlier this year
E] Gallery
@ ERS for 46000005 8/13/2025 402 PM Microsoft Edge PD... 1
@ 78209650-6312-4249-9eff-eb02780c2b21  7/10/2025 3:48 PM Microsoft Edge PD. 13
@l Deskiop  #
@ OpsCenter Training Material Updates 3/25/2025 7:46 PM Microsoft Word D... 25)
= Documents # jates.

IS Pictures »
Browse...

O Music »

File name: ~ | Custom files e v
Upload from mobile Open Cancel
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6. Select the Submit button to submit the request.

< LCB0) suewee  Support Request v

Submit a Support Request

Support Type*  Order Inquiry ~
Description:*  User ID: null

User Name:

User Email:

Viendor Name:

Vendor Number.

PO Number:

Detailed Description of Inquiry:

A Do not enter any personal information or banking updates

Atiach a File if sppiicable

=}
e Submit |l Cancel

7. The Success popup window displays the Request Submitted confirmation along with the Reference number. Select
the OK button.

< LCBO swewny  Support Request v

Submit a Support Request

Support Type: *

Description: *

A Do not enter any personal information or banking updates.

Attach a File if applicable | Browse... |

| Submit | | Cancel |

& Success |

Request Submitted
Thank you! We've received your request.

Reference: REQO000000386 0
p——

=)

Note: You will also receive an email with details of the submitted support request.
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