
 
 

 
Placing an Order using 
wholesale.lcbo.com 
Reference Guide 



1 

Placing an Order using wholesale.lcbo.com  
 

 

Table of Contents 
Introduction .............................................................................................................. 2 

Key Terms ................................................................................................................. 2 

Introduction to Order Management ........................................................................ 3 

Login to wholesale.lcbo.com (B2B Portal) .................................................................. 4 

Order Creation Process .......................................................................................... 6 

Order History Page ................................................................................................ 18 

Order Cancellation ................................................................................................. 23 



2 

Placing an Order using wholesale.lcbo.com  
 

 

Introduction 
This reference guide provides an end-to-end process of placing an order using 
wholesale.lcbo.com (B2B Portal). 

Key Terms 
 

Key Term Definition 

Stock Keeping Unit 
(SKU) 

A mandatory unique numeric code assigned to each 
product 

 

Purchase Order (PO) 
Number 

 

A unique reference number that a customer may choose 
to enter when placing an order 
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Order Initiation Order 
Processing and 

Fulfillment 

Order 
Cancellation 

Order Returns, 
Claims, & 

Product Recall 
Claims 

• Customers can initiate 
returns, claims, and 
product recall claims for 
full or partial quantities at 
the line-item level. 

• Returns, claims, and 
product recall claims are 
managed through the 
Returns, Claims, and 
Recalls page. 

• Communication updates 
for returns, claims, and 
product recall claims are 
handled via email. 

• Orders can be 
cancelled—either fully or 
partially—during the 
remorse hold period, 
which is a limited time 
window after submission. 

• This allows customers to 
make changes or cancel 
if the order was placed in 
error or if adjustments 
are needed before 
fulfillment begins. 

• Once submitted, order is 
automatically routed to an 
external system for 
processing. 

• This system handles all 
back-end fulfillment 
activities, including 
inventory allocation, 
picking, packing, and 
shipping. 

• Customers receive emails 
when order is processed 
and shipped. 

• The ordering process 
begins when a customer 
places an order through 
the wholesale.lcbo.com 
(B2B Portal). 

• Customers can search 
products, select 
quantities, and add items 
to their cart. 

• Orders are reviewed 
before submission to 
ensure accuracy and 
alignment with internal 
purchasing requirements. 

Introduction to Order Management 
Order Management enables users to efficiently track, process, and control customer 
orders from placement to fulfillment using the wholesale.lcbo.com (B2B Portal). 

The Order Management process flow is given below: 
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Login to wholesale.lcbo.com (B2B Portal) 
Let’s look at how to access the wholesale.lcbo.com (B2B Portal). 

1. Open your web browser and enter the following URL: wholesale.lcbo.com. 
 
 
 
 

2. You are navigated to the Account Sign In page. Sign in to your account using 
your Email Address and Password in the respective fields. 

Note: If you are signing in for the first time, you will need to set your password. To 
do so, you will have to select Forgot Your Password. 

3. Once done, select Sign in. 
 

1 

https://wholesale.lcbo.com/b2b_en/customer/account/login/referer/aHR0cHM6Ly93aG9sZXNhbGUubGNiby5jb20vYjJiX2VuLw%7E%7E/
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After a successful login, you are navigated to the Adobe Commerce Portal’s landing 
page. On this page, you can view different categories of products. 
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Order Creation Process 
We can place an order on the wholesale.lcbo.com (B2B Portal) in several ways, 
including: 

a. The Search Bar option 

b. The Product Details Page 

c. The My Requisition Lists tab 

d. The Quick Order option 

e. The Recent Searches option 

1. To place an order using the Search bar, in the Search bar, enter a product’s 
name or product SKUs. 
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2. Select Add to Cart to add the searched item to your cart. 

3. Once you have added the product to the cart, the cart icon in the top right-hand 
corner of the screen automatically updates to reflect the quantity added. Select 
the cart icon to review or adjust the quantity of cases. 
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4. To add an item to the chart from the Product Details page, select a product 
category. In this scenario, we are selecting Wine. 

 

5. Once you have selected the product category, the Home / Wine page is 
displayed. You can view the available options and select a product. Once done, 
select Add to Cart. 
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6. Once you have added the product to the cart, the cart icon in the top right-hand 
corner of the screen automatically updates to reflect the quantity added. Select 
the cart icon to review or adjust the quantity of cases. 

7. To place an order from My Requisition List, you will have to navigate to the My 
Account page. To do so, navigate to the home page. Then, select your 
account’s drop-down menu. 
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8. Once you have selected your account’s drop-down menu, select My Account. 
 

9. The My Account page is displayed. Select the My Requisition Lists tab. 
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10. The Requisition Lists page is displayed. Select the View option to view the 
Requisition List items. 

 

11. The Requisition List items page is displayed. From here, you can select Add 
to Cart to add the items to your cart, Update List to make any changes to the 
list or Delete Requisition List to delete any item from the list. 
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12. To create an order from the Quick Order option, navigate to the My Account 
page and select Quick Order. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
13. The Quick Order page is displayed. Select Add List to Cart to add the item to 

your cart. 
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14. To create an order from the Recently Viewed option, navigate to the Empty 
Cart page to view the product. Once done, select Add to Cart to add the 
product to your cart. 
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15. The Products (1) page is displayed. Select Add to Cart to add the product to 
your cart. 
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Now that we have seen different ways to create an order, let’s look at the 
Shopping Cart page which is displayed after we have added the products to the 
cart and selected the cart icon. 

16. The Shopping Cart page is displayed. You can change the number of cases 
by using the “+” or “–” buttons. 

Note: Products will be displayed in Full Case Quantities for Grocery, 
Convenience, and Duty-Free customers, while Licensee customers will see 
products in single selling units. 
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17. Once you have reviewed the cart, select the Checkout button to place the 
order. 

Note: Once the orders are added to the cart, they are split by Fulfillment Type 
or grouped by Fulfilled by. 
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18. The Order Checkout page is displayed. The Information section contains the 
following details: 

• Delivery: To review your delivery address 

• Order Summary: To review the final amount of the item 
Select Continue to Billing to proceed with the checkout. 
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19. Proceed by clicking on Submit Order Confirmation. After placing your order, 
you'll get an email confirmation for delivery. 

 
 

 
Delivery Details: 
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Order History Page 
The Order History Page is a centralized location where you can view, manage and 
track all your orders. The Order History page will show different types of orders: 

• Created in Adobe Commerce portal or through EDI (for B2B only) 

• Older orders stored in the Adobe Commerce database 

1. To select the Order History tab, navigate to the My Account Page. To do so, 
please navigate to the Order Creation Page and refer to steps 7 and 8. 

2. The My Accounts page is displayed. Select the Order History tab. 
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3. The Order History page is displayed listing all orders placed by an individual 
user, including details such as Order Number, PO Number (if available), 
Creation Date, Order Total, Status, and Actions. 

4. You can search for an order either by PO or SKU by selecting the Search PO 
Number or Search SKU radio buttons and entering the appropriate number. 

5. The Status column displays the real-time overall status of an order, which is 
dependent on individual line-item status. 

 

6. Within an order, select View Actions arrow to view the available options. 
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7. Once you have selected the View Actions arrow, you will see two options: 

• View Order: Displays the details of the ordered item. 

• Cancel Order: Allows the cancellation of the order. This button is only visible 
during the remorse hold period and disappears once the remorse hold is passed. 

Select View Order to view the Order Details page. 
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8. The Order Details page is displayed showing overall order status and individual 
line-item status. The below example shows the status of an LCBO Delivery order. 

 

Note: 

For LCBO orders, the estimated delivery date will be provided once the order is placed. 
For drop-ship orders, the estimated delivery date will be provided once the order is 
shipped. 

For non-LCBO orders, the estimated delivery date will be available after the vendor 
ships the order. 
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You will receive confirmation emails when an order is ready for pickup or shipped for 
delivery. 
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Order Cancellation 
A Cancel Order button in the Adobe Commerce portal lets you cancel eligible orders 
during the remorse hold period. To cancel an order, please navigate to the Order 
Creation page and refer to steps 1 and 2 under the Order History Page section for 
navigation. 

1. The Order History page is displayed. Select the View Actions arrow. 
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2. Once you have selected View Actions arrow, select the Cancel Order button to 
cancel the order. 

Note: The Cancel Order button will not be available if an order is not eligible for 
cancellation. The order is only eligible for cancellation after receiving an order 
confirmation email. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

A cancel confirmation page is displayed confirming that the order has been cancelled. 
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Order Cancellation – Remorse Hold Passed 
Order cancellation is not possible, and you will receive an error notification once the 
remorse hold period has passed. 

The length of this period is typically 30 minutes. However, it can vary. 
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