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Support Contact Information

LCBO Customer Care
For enquiries regarding eCommerce site or order questions contact:
Live chat, submit help form, or call 1-800-668-5226 / 416-365-5900

8.30am — 6pm (Mon-Fri) or 9am — 6pm (Sat)
email customer service

For enquiries regarding your fulfillment, delivery and business support e-mail us at licensee@Icbo.com We will
respond within one (1) business day.

Introduction

This User Manual is a reference tool for Licensee’s that provides a general overview of the ordering-process-
through the LCBO’s Ecommerce Platform Ecommerce Platform including fulfillment, shipping and returns.

To place an online order for eligible beverage alcohol products with the LCBO, you require access to our
Ecommerce Platform.

If you obtained the Liquor Sales License from AGCO before May 17, 2024, your online account will be created
by LCBO and log in instructions will be sent to you via an email before May 27, 2024.

If you obtained the Liquor Sales License from AGCO after May 17, 2024, LCBO would create the account on
your behalf and a system welcome email will be sent to the email address registered with AGCO.

Access will be provided to you via email with a link to login. Use your Operator email and click forgot password
to set up your account.

If you do not receive an e-mail with log-in instructions, contact Customer Care for information about your
account.


https://hellolcbo.com/app/ask
mailto:lco@lcbo.com

Getting Started

Login to Ecommerce Platform

L.LCBO

Congratulations on receiving your new licence!

Hello Licensee Name,

LCBO introduced a new online ordering site for wholesale establishments and you have
been assigned as the Company Admin for Business Name Here at wholesale.lcbo.com. As a
Company Admin, you can place orders, create and manage company users, manage
permissions and update billing addresses.

Visit wholesale.lcho.com to sign in and start shopping!

Additional online ordering information is available at LCBO Wholesale | Doing Business
with LCBO.

If you need assistance, contact LCBO Customer Care.

Online Order FAQ Terms & Conditions

This email was sent by the Liquor Control Board of Ontario (LCBQ),
100 Queens Quay East. 9* Floor, Toronto, Ontario M5E 0C7.

Please do not reply to this message - it was sent from an address that cannot

e
LCBO

Password Reset

peazvard

1 I

quinss or izsues, plesss rasch out to our
m viz phone, email or chat

.|
LCBO

Password Reset

Doing Businsza with LCBO
For all information related to working wit the LCBO, visit Doing

L&

r@gmailcom

You will receive a welcome email to visit
wholesale.lcbo.com.

You will be required to select Forgot
Password to access the Ecommerce
platform.

Please enter the email address associated
with your Licensee account. Then click
Reset my Password.

You will immediately receive an email to
reset your account password. Click the link
and follow the steps to change your
password.



D8 orers piased by 168 pro £5T Al B8 prcssssad vt

LCBO Once you have reset the password,
you will be able to log in. You will
Reset Your Password not have to reset your password
: every time you log in, only on the
very first time you are using the
Ecommerce platform.

LCBO

Account Sign In The password strength must be “green”.

e mrmirrioe S As a best practice we recommend that

' your password be at least 10
characters, 1 numerical value, 1 capital

' () Erimecmsms letter and 1 special character. Don’t
“ : have an account? Contact Customer
e Care

Wine Spirits Coolers And Cocktails Beer Cider

Welcome to &
wholesale.lcho.com!

Once you have successfully logged in
you will see the landing page.

Ordering inventory for your business just got easier

‘Your new shopping experience featurea:

You can quickly view up-to- niory, complete an order, siew your order history and to your sccount, Once you've completed an crder, emsil keep

you updsted about the progrees of your order.

Quioktips on Aow to start shapping:

LCBO st

My Account

el To navigate to your account click the Welcome
- Back carot in the Srgg‘tahnand corner of your

Address Book Manage Addresses

Detault Blling Addrens




Using the Lefthand Navigation Bar

My Account

@ My Store: Test Queens Quay & Yonge.

LCBO

Wine  Spirits  Coolers And Cocktails ~ Beer  Cider

rder Histor Account Information

Contaot Information User Role

Compeny Administrator

From the My Account page, you can review
contact information and change your password.
You may also edit the billing address section.

L.CBO

Wine  Spirits  Coolers And Cocktails ~ Beer  Cider

8 My Account My Account

Account Information

To change your Ecommerce Platform password,
click the Change Password button under your
name and contact email.
Addresses

LCBO T

Wine  Spirits  Coolers And Cocktails ~ Beer  Cider

Billing Addresses

Default Addresses

This page does not affect your ordering or
payment ability.

Your billing address must be consistent with
the account used to place orders with. The
name and billing address provided must
match exactly with the name and address
on your credit card statement. If you
continue to experience problems, please
contact your credit card issuer for
assistance, or try another credit card.



Account Information

Edit Account Information

PE——— The Contact Information tab will showcase a

' summary of the account.

Please ensure that you have checked off the box
that says Allow LCBO Customer Care virtual

— i shopping assistance.

Should you have technical difficulties or become
locked out of your account, an LCBO Customer
Care agent can assist you.

O crange
& aiow Lcso .
From this page you can also change your
Ecommerce Platform password.
Wine Spirits Coolers And Gocktails Beer Cider

Edit Account Information

Contact Information Change Password

Al it

To reset your password, simply enter a new one
in the New Password field and then confirm it by
reentering the same new password in the
Confirm New Password.

Wine Spirits Coolers And Cocktails Beer Cider

Edit Account Information

Order History Contact Information Change Password

Allfilds sre required

— | Once you click Save, you will be redirected to
the Login screen.
e

[ Allow LCSO Customer Care virtual snopping sssistance (D




Account Sign In

Enter you email and password and

click Sign In

Company Profile

From the Company Profile tab, you may review basic information for your account.

LCBO —— Account information will showcase your
' R ’ business name and the email address your
company is linked to in Ecommerce Platform.

Spirits Coolers And Cocktails Beer Cider

Company Profile

The Legal Address refers to the legal
Account Information address reflected on your AGCO license.

Lagsl Company Name

FIPE RESTAURANT (3172 AESTAURANT)

The Contacts information will showcase your
role as the Licensee holder and again, show
the email address linked to your account.
This section also shows your Client Service
Coordinators name and email address.

Company LIC/AUTH Number

LSLir7a042

Legal Address

1733 REGENT STUNIT 10
SUDBURY, Ontario, P2E3Z2
Cerada

T:705-522-0662

Contacts

Company Administrator LCBO Client Sarvics Coordinator

Please note this page will remain static throughout your authorization period; the information shown is for
transparency and cannot be changed.

The Legal Address refers to your business premises location reflected on your AGCO license.

A note on Shipping Information: Orders will be placed as full pallets and may be split for truck loading
purposes and noted in the instructions.



Company Structure

You may set up an internal company structure on your Ecommerce Platform account for your Licensee.
Licensees with appointed managers, can create rules by which to delineate their access from yours, more on this
topic in the Roles and Permissions section.

To view your company structure at any time, click the Company Structure tab from the lefthand navigation tab.

Company Structure

Business Structure

You can add to this structure, this will differ from

it | ol | dotnn | BogTem | e | o s ] Licensee to Licensee depending on their
- business needs and circumstances.

- —

+

We recommend that you create roles for people
who will be creating orders on your behalf, for
example, bar managers/ restaurant managers.

To add a user click Add User.

Company Structure

Business Structure

e —

Add User x Fill in the pop —up as required. Then click the Save
button.




Company Structure

Business Structure

My Account

T Order History

My Requisition Lists

Addresses

& Company Structure

1 Test Verage

2 TeatiRoa

Company Structure

Business Structure

ExpandAll | ColapssAl | AddUser | AgdTeam | Edit Selsciad

© -
o+ —

2 R Test Manager

Delete this user?

This action cannot be undone. Are you sure you want to

delete thia user?

Cancel

Cancel

To edit a user’'s name, role, or status,
click on the role you wish to modify,
then click Edit Selected.

To delete a role, simply select the role
and click Delete Selected.

Then click the Delete button.

Once you delete a role it will not
appear on the structure tree.

If you wish to keep the role, but block
someone’s access to Ecommerce
Platform, you can select the person/s
name/ role and click Edit User.

At the bottom of the pop-up, in the
Status field, toggle from Active to
Inactive.

10



Alias Users

Please note that for all email confirmations to be received to your primary email account you must create an alias
to retain visibility on what’s being ordered on your account and what you will be charged for. To create an alias
email, use your primary email then add “+1" as per the example below.

Add New User

To ensure you receive email notifications of your
orders, use an alias email account (i.e.
john.smith+1@gmail.com) that is linked to your email
E j (ex. john.smith@gmail.com).

Company Users

To add a Company User, click the Company Users Tab from the left-hand navigation, then select Add New
User.

Company Users

o w = ..  Onceyou click Add New User a pop-up panel will
= I appear and you can input their name, role, etc.

11


mailto:john.smith+1@gmail.com
mailto:john.smith@gmail.com

e |

Add New User

Cancsl

Company Users

Company Users

Team  Bmatus

Actars

You can edit their status at any time by toggling
the status options.

For example, if the Licensee goes on vacation,
they can set their manager to Active.

Then when the Licensee returns from vacation
and resumes the responsibility for ordering, they
may set the manager’s status back to Inactive.

You may inactivate a user by clicking the Edit
button next to their name.

If you must reactivate a user, click the Show
Inactive Users button at the top of the list.

Which will enable you to access a user who

you've previously set to Inactive, so you may set
them back to Active.

Then toggle their Status to Active.

12



Edit User X They will then appear on your list of Active
Users.
Should you decide to delete a user, for example,
First Name * if your manager leaves their employment at your
Licensee location. You can delete them from the
account altogether by selecting the Delete button
S under the Actions column.

e i

S — PLEASE NOTE: that when you inactivate and
R delete a user, they will not be able to log into
o - " e rn Ecommerce Platform.

il i -~ We recommend as a best practice to only set

up your manager as an alternative for placing
orders for the Licensee location.

Click Delete.
. X
Delete this user?

Select Delete to permanently delete the user account
and content. User's orders and quotes are still visible
for the merchant. Select Set as Inactive to temporarily
lock the user. The user’s content is still available to
parent users.

[ Delete ] Set as Inactive

Cancel

13



Roles and Permissions

If you create an internal business structure for your Ecommerce Platform ordering account or decide to add a
manager role to place orders on your behalf. You can enable and restrict what that role/ user has access to do

within the account.

LCBO

Beer Wine Spirits ! olers And Cockiails Beer & Cider

Roles and Permissions

o Role Users Actioas

LCBO

Beer Wine Spirits Cider Coolers And Cocklails Beer & Cider

Roles and Permissions

Ordering

Q

Q

=]

-]

You may Duplicate/ Edit or Delete these roles
from this page as well.

Licensee holders will be set up initially as the
Default User.

To duplicate a role, click the Duplicate button
in the Actions column. This option automatically
duplicates your role exactly, and if you create
this role for someone else, they will have
access to everything in the Ecommerce
Platform account.

To add a new role and modify their
permissions, click Add New Role.

Check off the permissions you wish this role to
have. These permissions will affect what the
role can do on your account.

Once you are happy with the selection, click
Save Role.

14



DY Orcarsplacad by 1169 pm EST will b procsssed withi e business dys. Orders will s deivs i ey dare

To begin ordering, you can click the headers
highlighted below.

® My Store: Test Queens Guay & Yonge

LCBO s A

I Wine Spirits Coolers And Cocktails Beer Cider I

5wy Account My Account _
Or you may search individual categories using

LCBO &> @ w the search bar function.

LCBO aw
Alternatively, if you happen to know the product
— name or LCBO SKU # (ex. 337238) you wish to
order, you may enter the product name or SKU
— O - # in the search bar also.

You may also search by brand name for ease.

L.CBO o
Product Categories 5
52
Placing Your Order

The system will reset and products in your cart will be removed if there is no activity for more than 30 minutes.
Please allow adequate time to build the cart or create a requisition list for fast and efficient ordering.

Licensees will be able to shop for any product available online, the inventory is updated in real time and
will show quantities available at the LCBO locations.

15



Search Function

Using the Search function, located at the top right,
.CBO aw type in a product’s brand name or LCBO item number
and a list of products will appear.

: | Alternatively, you can also type individual LCBO SKUs
e Ctigeis - in the Search bar in the top right-hand corner of the
T : screen.

To add the item(s) to your cart, click the Add to Cart
button.

You will also be able to view whether your default pick
up store has inventory in the selected product. If not,
you do have the option to check other store locations.
Please note that only LCBO Pick-up stores will be an

Grey Goose Vodka option, not every LCBO retail store will be listed as a
i ) result. You may change your default store if required.

Please note that your default LCBO retail store
Dl will be determined based on your business
premise postal code. Should you decide to
change the default store, you can at any time.

.....

E - Once you click Add to Cart the cart icon in the top

right-hand corner of the screen will update in case
quantity. To verify the correct quantity you require, you
can adjust the quantity on the page prior to adding it to
your cart. Or you may click the cart icon and adjust the
case quantities you need by using the “-“and “+” icons
from there.

Y

| o

REY GGOS

16



® My Store: Test Queens Quay & Yonge.

Once you are happy with the quantities amount, you
LCBO I G can click the Checkout button to place your order.

Wine  Spirits  Coolers And Cocktails ~ Beer  Cider

Shopping Cart Order Summary

Hou the wholesale price s calculted

Retail Store Pickup (1 items)
© TEST QUEENS QUAY 8.YONGE Counge e et Store P Fhee

Order Total: s185.57

If this is a standard order for you, you may want to
Grey Goose Vodka consider adding it to your requisition list by clicking the
i 2 et Add to Requisition List under the product.

i_ia_‘; o (e

WEY GOOF

© My Store: Test Queens Quay & Yonge

LCBO -

Wine Spirits Coolers And Cocktails Beer Cider
- AT A Quick order allows for fast ordering and is accessed
Welcome to \ - \ by clicking on Quick Order at the top right of the
Yvholesale.lcbo.com. “ @ /) screen.
Ordering inventory for your business just got easier. g st
A
Quick Order The user can type in the product name or LCBO item
BT number and a list of products will appear. This is more
e efficient than separately pulling up the full item screen

&, Chooss File

for each product.

LCBO " o

B Mo st O Coomrrd] @ e’ You may create a quick order by downloading a
o sample template in excel, simply click Download
Qum order Add from File - Template'

v format and include *SKU" and "QTY" columns

17



BS @ fr| 18

A B C D 3 H
Tski gl Then open the downloaded file and populate with
2 14488 18 desired SKU’s and quantities.
3 553461 18
4 316323 %
5 20127 18
6

Quick Order

Add from File
ki A0 it et Then save the excel file on your desktop, or in a folder
you can easily access. Then click Choose File.
Organize ¥ New folder
Name Status .
| {} Home Then upload the file for your order.
R Gillry @ LIC Quick Order.csv @
‘ 318223 — | ) =\ Rom
(%) s Or you may type in the LCBO SKU numbers
= individually.
|
Quick Order
ST |- e i 6 0 Y Once you are happy with the order, click Add List to
T | oo Cart and the items will be added to your shopping

cart.

Proceed to Checkout.

Please note that it may take a few moments to
update your cart for larger orders.

@ Netice

Adkd Lt 19 Cat.

18



Shopping Cart

Delivery {2 items)
B ovien ik b reR S Fbimew Nt

A intormation

Order Total

To preview your order at any time, click the cart icon

in the top righthand corner of the screen.

Please note that the comments section does not
appear on your order or invoicing so please do not
use this feature as a means of communication.

This section also does not allow special characters.

Your order will be blocked if you attempt to use the
following: |@#$%"&*.

Pickup from LCBO Retail Stores/Depots

Licensees can also shop from any of the 680 LCBO retail stores, with 530 represented online from LCBO Retail
locations and depots where orders will be packed and ready for pickup within two business days — all through

wholesale.lcbo.com.

The depots offer both pick-up and delivery options for your convenience. All completed orders must be picked up

within 3 days otherwise they will be returned to stock.

Licensees can have a designate pick up their order as needed. It is the responsibility of the Licensee holder and/
or their designated pick-up person to verify the order invoice matches the products in their physical order. Please
ensure the order is correct prior to leaving the depot/ retail store premises.

The designate information must be provided to the Depot with the order submission and will show on your invoice.

Upon pick-up a copy of the invoice and valid government issued ID must be presented to the depot attendant.

You will receive notifications at each stage of the ordering fulfillment process.

19



Change Delivery to Pick up Option

Shopping Cart
3 orders willbe processed within two business deys. Change Fulfiment Methoc
o
-1 282
o
-1+ s2e2
Add to Requisi st @ Renove

(2 You hove switched ta Retail Store Pickup
ET I - ———

Shopping Cart

Delivery (1 items)

You May Be Interested In

Shopping Cart

molsslepriee $262 0 Totd

=) 1 (+ s262
B

Tota

=) 1 (s $202

# Renovs

Shopping Cart

Delivery (2 items)

Order Summary

Delivery Fee: s0eae
Delivery Tax se08
Order Total: $8081
Total Sevings: s120

Checkoul

Order Surmmary

Order Summary

Subtotsl 3524
Delivery Fee: 0.8
Delivery Tax: 200
Order Total: Seo.81

To

s120

Checkout

Order Summary

In scenarios where you decide you want to pick up

products from a retail store, you have the option of

changing the delivery option to a Pick-up in Retail
Store Option while in your cart.

Once you select this, Ecommerce Platform will
update your cart. You may select this as one
option if you wish.

Or you can change the entire cart by selecting the
Change Fulfillment Method option.

You can either select the Pickup from Retail
Option or Pick up from Warehouse option.

20



(% Youheve switched to Pickup ot Warchouse
p—_— [Em—

Shopping Cart

Pickup at Warehouse (2items)

LUBU

2 Information

Stepiofz

Ba Warehouse Pickup

Pickup Information

our order (must be 19+)7

‘Warehouse Location
QUEENS QUAY & YONGE

9 Open until0:00 PM Todey

5e picking up your order (must be 19.4)7

e @ ver

Pickup Details

Warehouse Location

QUEEHNS QUAY & YONGE

Step2of 2

Billing Address

Drder Sumunary

[ -

Drder Tatal: 52,24

Order Summary

Honwthe holessle rice is calculeled

FREE

$0.24

Order Summary £aitcan

Details Edit

If you select the Pickup from Warehouse Option,
a green confirmation message will appear. You will
notice the Order Summary value change.

Click Checkout to proceed.

You as the Licensee holder, will appear as the
default pick up person. Should you wish to appoint
a designated pick-up person to pick up the
products on your behalf. Click Yes in the “Is
someone else picking up your order (must be
19+) field.

Enter in their contact information in the spaces
required.

Please be advised that your designated pick-up
person must be 19 years of age or older and be
able to provide a valid Government Issued ID upon
pick up. Click Proceed to Billing.

The account logged-in will and the designate (if
selected) will receive the ready for pick-up e-mail.

If you wish to update your billing address, click the
down arrow beside your default billing address.
Then click Save to update the order.

If your billing address does not require editing,

click the My billing and legal address are the

same checkbox. Please review the Terms and
Conditions and confirm that you have read them
by clicking the Terms and Conditions checkbox.

21



step2of2
Billing Address

Order Summary £t cant

- Click Enter Payment Details to proceed. Once

Order Total $5.24

you have paid you will receive the order
confirmation email. Your designated pick-up

Vesshomes ik SO0 person will receive the Pickup email confirmation
when the order is received and ready for pick up.

Open until 6:00 PM Today v

Contact Information

Beer  Wine  Spirits  Cider  Coolers And Cocktails  Beer & Cider

(@ Youhave switched to Retail Store Pickup x

Shopping Cart

When you select Pickup from Retail Store, your
default store will appear as the pickup site. Then
click Checkout to proceed.

Ba Retail Store Pickup Order Summary sgicant

Pickup Information S

You will notice that you (the Licensee holder) will
- e appear as the default pick up person. If you do
- . intend to pick up the product yourself from the

LCBO retail, simply add your preferred phone

number in the format given (ex. (123)123-1234).

King up your order (must be 19+)7

Store Location

FRONT & SPADINA

M Todey

Is someone else picking up your order (must be 19+)?
Om @ ves

If you wish to have a trusted designate pick up the
product on your behalf, click “Yes” in the Is
someone else picking up your order (must be
19+) field. Your chosen designated pickup person
must be 19yrs of age or older, and they must
provide a valid form of Government Issued ID
upon pickup.

Pickup Details

Store Location
FRONT & SPADINA

B Open until 5:00 PM Today ~




L.CBO

& information

£ Biling

Step2of2
Billing Address

0 My billing snd Iegai adaress are the some:

Step20f2
Billing Address

Enter Payment Details

Order Summary it Cart

FREE

Order Total $5.24

Retail Store Pickup
Details Eat

Order Total

Retail Store Pickup
Details ait

Confirm that your Billing Address is correct, if not,
you can edit the billing address from this page by
clicking the Edit button under your default billing

address.

Click the down arrow beside your default billing
address and click edit.
Then click Save.

If your billing address does not require editing,
please review the Terms and Conditions, click
the checkbox to confirm you have reviewed them.
Then click Enter Payment Details. Once you
have paid you will receive the order confirmation
email. Your designated pick-up person will receive
the Pickup email confirmation when the order is
received and ready for pick up.

Order History

There is functionality in the Ecommerce Platform to assist you in tracking orders and it is accessed by going to My

Account.

Order History

In the lefthand navigation bar, select Order History.
The order history screen itemizes all orders placed
and allows for searching and filtering.

23



by Acozunt Order #60011142
Wy Requiston Lists & Oroer Flaced. § inFrogress B shipoes
- Items Ordered

§

Mot Ulansate The Warks Cacsar

Pk
e
S 2 imasle
st
Dby Fee:
Bty Trx
Order Total:
[y se— Order #60011142

@ onderHitory Dole: Jsnuses 12,3558 Oides Tpe:Dafhoery | Odte Tolal: 79777 | Stalus: | @ mevegrmn

@ g

Print
Total: 1 sheet of oaper

Printer
I

Copies

Layout
O ot

Landscape

Pages

Owm

cned

Temns Ordered

Whice Claw Hard Sefzzer Elck Cherry

order Total:

1CBO

Order #60011142

D ety 2 204 O TpeiLeney | Order o1 | Sttt rocres

Items Ordered

W reeszm
[

White Claw Hard
Seltzer Black Cherry,

L080% i | @3rlesn

=
oS,
H
* rr—————
3 )

y. Ondersd 11

- Mott's Clamato The
d Works Caesar

y. Ordered 24

2Hamis
Hon he whcesle s csloied
Suoa

Vel e

Bt Dier

T

$212.70

5$354.84

sem

s797.87

s272.70

$353.84

sazzae

sisine

STE7ST

ot
27210

e

$354.64

S0

Once you select an order to view, a list of items,
delivery type and the quantity ordered appears

To print off an order confirmation, click Print Order
on the right-hand side of the screen.

It will be available to print off on your computer.

24



Requisition Lists

From the Requisition List tab, you can easily access all requisition lists that your and/or your company users
have created.

Requisition Lists

e Click on the View button in the Action column
on the right-hand side of the pane.

A Requisition List functions like a wish list. You can create product lists in advance and save that list of items

that are frequently ordered. This is the most efficient way to order items, especially those you purchase on a
regular basis.

Requisition lists can be saved and recalled at the time of ordering. Multiple requisition lists can be created to
satisfy ordering requirements and customer needs.

Please note requisition lists are designed to help make your ordering more seamless. Please be advised that

adding a SKU to your requisition list does not mean you will be able to order that product, as product availability at
your supplying source may vary.

Requisition Lists E
_ - e Lakeet Acooty

To create a list, click Create New
Requisition List.
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Create Requisition List

— Requisition List Name -

First Week of Summer Order

Type in the name of the list (i.e.
Summer Order) and click Save.

Description

Place order st the beginning of summer season

As you are browsing product selection,
you have the option of adding products
to your requisition list. By clicking the
Add to Requisition List drop down
menu

HO,

wr

Cottage Springs Lemon Lime
Vodha Soda

ritcwmes o 3238
Brhaans et b By (e |4 AT
O e e

R ]

Mott's Clamato Oviginal Carar

SV ——L 1Y
Puritears ~Seou i iy Ume 4 e
PE L L nr—

v Click Add to Requisition List to add
the item to the list and repeat process
to add additional items. You will receive

confirmation that the selected item has

o B o et s

Al s Cart

been added to the confirmation list.

Smirnafl Vodika & Sods White Twisted Tea Pench

Prach Rose

Blick Fly Vodhs Sods Gin Sods
Miner Fack

e R

To add items to the newly saved
Requisition List, you can navigate to
the product section or category of
interest and add accordingly. Or type
in the product name or LCBO item

Cotters Asg Cociindy

@ Preduct Cottage Springs Lemon Lime Vodka Soda has been added 1o the requisition list First X
Week of Summer Order.

Coolers And Cocktails

—- 2 ©- number in the search bar if you are
o0 > smases s s ron @ - : looking to add a specific item.
Country +
— * ... a =
Praduct Colectan + s = §
ey 2
S +* Sminodf bor Berry Blast Smirnodl oe Jaw Drwp Squirting Oramges
fre ¥ wiae prow §278
Product Siae + PSR S—— — PR S——" g
Bl By Uk yma (AR + ® = o o dered ey # = v w1 s ey
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To add the requisition list to your order,
click the checkbox next to the products
(or all) that you would like to add to

S - your order. Click Add to Cart.

Bulk Order ness

flem Puice Oty Swbtotel
Miometio Prestige Prosecco Brut DOC assie e §18.20 Tew $608.00
Treviso " -
o & Limiree Tima DR ) e [+
Prrthasabie nchesgesty o by oave (17 sty PRSI
1 Peller Family Vineyards Rosé cusain pce $15.20 Teew $1340.00
a .1 . Titas Ol - ® (+
) PusRasIRS ety 50 By B4 1) TS e prica 10 58 2 o

4 Peller Family Vineyards Pinot Grigie sasne e §37.00 Tee §1,202.00
8 IR P Ui s O N i
(=4 Pumsthasebiy indhviciuaty o0 by soos B vt ot oo 4300 i
. Collavini Pinot Grigio ressi e S12.40 Rppp——
| . Susmeriione. (=) o (3
- 2 & Be
1 Sinha Stout ~oaswe sce §3.02 T $03.00
First Week of Summer Order s
41 stock tor sumemer sen:
Emort | et
Selectas  Hamove Selected Move Selected v | Cooy Selected

ar s If you do not wish to add the whole
[ Sovmhelmmlmteds et el 422800 requisition list to your order, you can
— uncheck boxes next to the products you

3 R TTT e don’t want. Then click Add to Cart.
8 )= & UmieaTima 000 5 Y T
Smirnofl Vodka & Soda White Peach Weckeasse e $7.00 ot §044.00
a I’ Rose = il

Aty 2 e [

First Week of Summer Order gemsne

Styies 12 stock for sumemer $6830n

et el il If you need to edit the quantities, simply
e type in the desired quantity or use the “-
? ‘ Dw@ ”and “+” icons. Then click Update List.
H Smirnoff lce Ee—— YT v Toeat $180.00
;:rxnoﬂ\'mu&imh“ hite Peach IR 57.0‘0 el $044.00
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Please note that the live quantities will

| e —— always affect your product selection, if

you attempt to order more than
quantities allow, the Ecommerce

M « W Platform will notify you with an error
P m——e —— message and you will not be able to

B e oo e order the product in that quantity.
S B o If you still wish to order the product,
T el T i then you must lower your quantity or
. 8 s place a partial order for that SKU as

[ SR B o, S inventory levels allow.
Updating your Requisition List
L.CBO et QB You can individually select products and copy
Beer  Wne  Spis  Gder  CoolrsAndCockials e & Gier or move them to an existing requisition list or
create a new one for convenience.
Aiconss BulkOrde

Mionetto Prestige Profecco Brut DOC
Trey

Tota: $1,203.00

You can also remove a specific SKU by
clicking the Remove button.

s oe quar
Bt Bl soioctol  Hemove ol
e Price
AMianett Prestige Frogeeen Rrut DOC o e $T8.20
Trevisa i i
. i i e
1 Pollos Family Vinosards Rasé couana e $16.20 o 8114880
a it o -
| 3 e
& i prex $37.00 o 81,2000
L -0 -
[ 5
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Delete Requisition List

First Week of Summer Order s

R e To delete a requisition list, click on the list that is no
- s longer representative of your ordering needs.

Cottage Springs Leman Lime Vodki. ysuss pce $238 = e s23000
@ Soda v -

Click Delete Requisition List.

Then click Delete.

Delete Requisition List?

Are you sure you want to delete "Bulk Spirits Order"
list? This action cannot be undone.

Order Pickup Details

How am I notified that my Order is ready?

You will receive an e-mail notification when your order is ready for pickup. If you’ve designated an alternate
person to pick up your order and provided their email address, then they will also receive the email.

To complete your pickup, please bring the following:
e Ready for Pickup Notification email
e Government-issued photo ID to your selected LCBO store. Your identification will be verified against the
name on the order and is required as proof of legal drinking age. Acceptable proof includes a valid
driver’s licence, passport, citizenship card and BYID photo identification card.
e Order must be picked-up within 3 business days or your order will be cancelled. (Refer to FAQ)

How long will they hold my purchase?

e Pickup orders not claimed within 3 days of the Ready for Pickup Notification email are subject to
cancellation and refund without further notice.
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Changing your Default Pickup from Retail Store

As your business needs evolve, you have the flexibility to change your Pickup retail location should you require it.

B3 Orders plsced by 150 pm ST

© My Store: Test Queens Quay & Yonge

gitg%ueens Quay& X LC BO T aw

00 PM today e Spirits  Coolers And Cocktails ~ Beer  Cider
Pickup

S - L=
w \ ”A‘@ ‘ ¢ J, Click the My Store button on the top lefthand corner
> M o\ of the screen.
%, o

9 v
s
% i Ldooe Select Find Another Store. Please note that only
[ @ e g g @t WY ok y’ﬂy retail stores designated as pickup stores will be shown
"Ry O 0.9 .9 witise @
" oy @, on the same day.
Lo 09
) ’ o’ 9 . e et
g 7 9 Q
Spadion & Dundes ° 0:520) girussrer +
Find a Store
— b (e You can either type in the postal code of your
AR R AT prospective pick-up store, or click the location pins on
: o" L= ¥ the map, or scroll down the list of locations in the
+B ey ‘ drop-down menu.
° K,

oLD ToRONTQ ! I

Once you have selected a store, click Select this
il Store.

ey 'wo

© My Store: Queen's Quay & Lakeshore

LCBO E———y -

Wine  Spirits  Coolers And Cocktails Beer Cider

A A You will see an update to the My Store option in the
Welcome to . ‘@d Vi top lefthand corner of your screen with the new
wholesale.lcho.com! ‘-

® < location you selected.
Orseng oy for yourusicss st gt i [ j=
& €
: A

/\
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Shopping Cart

Delivery (2 items) Showhems +

sass

FRe

38030

sa00

Order Total: s21000

Please be mindful that when you are choosing
another pickup store, please ensure you select the

correct store location that you wish to pick up from.
Before you order, verify that the store is your intended
OB pick-up location.

/B One or many product quantities are na langes availsble for Retail Store Pickup

g Some of the items in your order may not be available
Shopping Cart o at the newly selected store. If that is the case, you will
- see an error message. Once you proceed to check
out, you cannot change the retail location.

sz

Delivery (2 items) S e+

sam

Order Tetal: ET

LCBO

step1of2

@ Delivery

«  Once you have reviewed your order, click Checkout.

LUDU

A information © Billing

step2of2

Billing Address Onder Summary S Proceed by clicking Continue to Billing.
0wy biing end delery scaress ars the same R

Please review the Terms and Conditions and click
e . the checkbox to confirm that you have read it. Then
— oo - you may proceed to Enter Payment Details. The
R order confirmation will be sent to the primary
email within 30 minutes.

4 the Terms & Conditions

Delivery Details  gat

Payment Method

Payment is accepted only via credit card: VISA, Mastercard, or American Express. When the order is placed, an
authorized hold is placed on your credit card to ensure there are available funds for your purchase. Please
ensure you are using the credit card associated with the business to place orders.

Your credit card will be charged in full once your order has been completed by the warehouse.
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L.CBO

Order Total: $383.57 If the payment is declined your order will not be
Al feigs are requied shipped. Delivery charges are on a per case basis
N and will be calculated at checkout for each order.

Expiration Date To place the order, click Submit Payment.

Month(MM) Year(YYYY'
ot 2024 Once the order is placed you will receive a
confirmation order number.

CWWV
123

What's this?

Back to Review Order Submit Payment

Thank you for your online order

You may click Continue Shopping if you have other
orders to place.

21 e i: 200012640

e————
‘ Contue Stapping ’

Note: Once an order has been placed, you cannot cancel it.
An order confirmation and an invoice will be sent to your primary email address when the order ships.
Upon submitting your order, you will receive the following emails:

e Order Confirmation: When your order is received.

e Shipment Confirmation: When your order has been processed for fulfilment and delivery.
Once you receive an order confirmation, your order will be processed within 2 business days and shipping will
occur on your assigned delivery date. If you have a split cart (some items coming from a depot and some from an
LCBO retail store), you will receive separate updates on the delivery status for each part of the order.
Each order placed online is recognized as an individual order, regardless of who is placing the order or when it is
being delivered. Each order delivered by the LCBO will have a delivery fee calculated based on the number of

cases in the order.

Order deadlines and delivery dates may change from time to time due to long weekends or seasonal adjustments
which will be communicated via email.

Licensees are required to be available on the delivery date to sign for the received order.
Licensees should verify the number of cases stated on the invoice and report any discrepancies, such as

shortages, in-transit breakages, over shipments, or incorrect products, to their designated LCBO supplying source
within 48 hours.
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Delivery

If you choose delivery, delivery will be fulfilled by our LCBO contracted carriers. If delivery is not an option when
you shop online, please reach out to licensee@lcbo.com.

A delivery day will be assigned for your order, and a confirmation email will be sent prior to your delivery.
Products will be delivered to the business address on your AGCO Liquor Sales License by LCBO’s contracted
carrier.

Once the carrier has dropped off your order, please count your case quantity and sign the route sheet. You have
48 hours to report any discrepancies with your order via the B2B Claim App.

Note: Claims reported after this 48-hour period will not be accepted.

You have a default delivery window period that has been assigned to your business based on past history that is
either in the AM or PM. If you want to change you have to contact licensee@lcbo.com

For Delivery orders, our carriers will only hold on to your order up to 1 business day. Delivery will be reattempted
the following day. Unsuccessful deliveries will return to the LCBO and will be refunded to your credit card
excluding shipping charges and applicable taxes. Refunds are generally issued within 10 business days of when
the return is dropped off at our warehouse by the carrier. It may take an additional 3-5 business days for your
credit card issuer to apply the refund.

Large Event Call-out

Customers should provide at least 4 weeks notice to licensee@lcbo.com in advance of the event.

Returns Policy

If you are not completely satisfied with a product, you may return it to point of purchase (Retail Store or Depot) for
a refund equal to the purchase price (excluding the amount of the delivery charge (if any) for such product),
subject to the following conditions:

(i) the product must be in saleable condition
(i) the product must be returned within thirty (30) days after purchase.
(iiif) the product must be accompanied by the original invoice.

Returns will not be accepted without your invoice as proof of purchase. Customers returning product must also
show valid, government-issued photo ID to verify their identity. The LCBO will issue you a refund by a credit to the
credit card used for the original purchase. Please note that delivery charges are non-refundable. For more
information on returning products to the LCBO, e-mail us at licensee@Icbo.com.

Resources

Claims Manual Link: Claims and Returns | Doing Business with LCBO
Doing Business with the LCBO Link: Licensee | Doing Business with LCBO

33


mailto:licensee@lcbo.com
mailto:LCBO%20Licensee%20%3clicensee@lcbo.com%3e
mailto:licensee@lcbo.com
mailto:LCBO%20Licensee%20%3clicensee@lcbo.com%3e
https://www.doingbusinesswithlcbo.com/content/dbwl/en/basepage/home/Wholesale/Licensee/everything-about-doing-business-with-LCBO/claims-and-returns.html
https://www.doingbusinesswithlcbo.com/content/dbwl/en/basepage/home/Wholesale/Licensee.html

	Support Contact Information
	LCBO Customer Care

	Introduction
	Getting Started
	Login to Ecommerce Platform

	Using the Lefthand Navigation Bar
	My Account
	Account Information
	Company Profile
	Company Structure
	Alias Users
	Company Users
	Roles and Permissions
	Placing Your Order
	Search Function
	Quick Order Function

	Ordering
	Pickup from LCBO Retail Stores/Depots
	Change Delivery to Pick up Option
	Order History
	Requisition Lists
	Updating your Requisition List
	Delete Requisition List
	Order Pickup Details
	Changing your Default Pickup from Retail Store

	Checking Out
	Payment Method

	Delivery
	Returns Policy

	Resources



