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Inbound Scheduling System Requirements

Microsoft Windows 7

Microsoft Windows Vista

Microsoft Windows XP

Internet Explorer 6.0 or later versions
Internet capability
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INBOUND SCHEDULING SYSTEM OVERVIEW
INTRODUCTION

Welcome to the Inbound Scheduling (IMS).

This system provides appointments scheduled in real time at the LCBO Retall
Service Centres (Durham, London, Ottawa and Thunder Bay) for Continental
North American deliveries. Toronto Warehouse, Private Stock and VINTAGES are
not included in the system.

With the implementation of the Inbound Scheduling System delivery
appointments will be made online, not by telephone and email. Carriers and
select Suppliers will schedule their inbound delivery appointments online.

Select Suppliers will book appointments for Ontario and Quebec full truck load
orders.

Carriers/Suppliers will book the remaining Continental North American
appointments.

Select Suppliers will call Sales and Marketing to have them book appointments.

The inbound scheduling system will:
= Automate and streamline the appointment scheduling process
= Provide visibility to appointments in real time
= Reduce manual activities
= Reduce phone calls to the Retail Service Centres

This online solution will improve customer service and productivity.
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INBOUND SCHEDULING SYSTEM OVERVIEW
OVERVIEW OF INBOUND SCHEDULING

Carriers and select Suppliers now have the responsibility of booking their delivery
appointments with the LCBO’s Retail Service Centres.

Continental North American Carriers and select Suppliers will now have the
ability to log onto the Inbound Scheduling system to book appointments for
Purchase Order(s) under rules and constraints that have been programmed into
the system.

It is important to note that before an appointment can be created in IMS:
e the Purchase Order must be confirmed by the Supplier in Web PO
e scheduled ship/arrival dates must be accurately maintained in Web PO,
this will ensure that product can be scheduled to arrive at the Retall
Service Centre on time.

Appointments can be made with the following Purchase Order combinations:

1. One supplier, one PO Consists of one FTL (Full Truck Load) PO

2. One supplier, multiple Consists of one FTL PO and one or more
POs, co-loaded LTL (less than full truckloads) POs

3. Multiple suppliers, Consists of one or more LTL POs
multiple POs

*Carrier only
NOTE: For scenarios #2 and #3, the Thunder-Bay Retail Service cannot
be included when booking multi-warehouses (multi-stops).

NOTE: London (101) and (103) are considered the same Retail Service
Centre for booking purchase orders.

The flow chart on the following page visually demonstrates how the Inbound
Scheduling process works.
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INBOUND SCHEDULING SYSTEM OVERVIEW
INBOUND SCHEDULING FLOW CHART

Purchase orders to be
delivered that require an
appointment(s) for a specific
delivery date and warehouse(s)

OO O | O

Create a NEW appointment

request. Appointment Date:
Choose POs and validate FTL= scheduled date or
proposed appointment date. scheduled date +1 day

This assigns PO(s) to an
Appointment Request and
creates an Appointment

LTL= scheduled date

Search/Modify Request # If appointment is late, an
Appointment Requests alert will be sent.
Appointment Request STATUS :
Purchase orders unscheduled

assigned to an
appointment request can
be deleted or added, as
long as no more than 1
FTL assigned.

A
Book the appointment

Assigns the first available
appointment date and time
and an appointment # to the
appointment request.

Appointment Request STATUS : .
1 . The booked appointment can be

scheduled )
cancelled, however POs remain
assigned to the appointment request
until the appointment request is
deleted.
IF Appointment is Cancelled,
Appointment request STATUS:
Appointment request and Cancelled
corresponding appointment (if made) ) )
will be cancelled and an alert will be Arrive on Appointment Date
generated if LCBO: A and Time
= Cancels all POs on a request
= Changes Receiving DC
= Changes Arrival Date Appointment Request STATUS:
farrived

= Changes the Carrier

A new appointment request will need
to be created.

Appointment request STATUS : Cancelled
by WEB PO
Alerts!
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INBOUND SCHEDULING SYSTEM OVERVIEW
ACCESS INBOUND SCHEDULING

Inbound Scheduling login:

All users will receive an email titted LCBO (IMS) - New User Account Creation.

The email details that your account has been created and provides you with
the URL address for Inbound Scheduling; a username; and a temporary
password, which you must change as soon as you log into the system.

NOTE

If you enter an incorrect User Name or Password, an error message
will show.

Re-enter the correct User Name and Password.

If the user is inactive for more than 20 minutes, the system will
automatically log off the user. If this occurs, the user will have to log

on again.

! a INBOUND MANAGEMENT SYSTEM
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INBOUND SCHEDULING SYSTEM OVERVIEW
LOG IN

Step 1
Click the URL provided in the LCBO email. The Welcome to Inbound Scheduling
screen appears.

Tip: Save the URL to your ‘Favourites’ in your web browser.

}[1 C B @ Welcome to Inbound Scheduling

User Name:

Password:

LOGIN »

Forgot your password?

For Technical Support, please contact 1-866-284-8311 or 1-866-616-9019.

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

Step 3
Press ENTER or click Login.

Step 4
A pop-up screen will show detailing Terms and Conditions for Access (for first
time users only).

! INBOUND MANAGEMENT SYSTEM



1 INBOUND SCHEDULING SYSTEM OVERVIEW

LOG IN

Step 5

LCBO

TERMS AND} CONDITIONS FOR ACCESS TO TRADING PARTNER WEB-BASED APPLICATIONS

The fallowing terms and conditions govern the use of the Liguor Control Board of Ontario ("LCBQ") Trading Partner

eb-Based Applications (“Applications™), including the Mew lterm Submission System ("NISS"), the In-Store
Experience Programs System, the Merchandising Promations Tracking System ("MPTS"), the Web-based
FPurchase Order Systern "WebP0O", and the Inbound Management System ("IMS").

In these terms and conditions, “Trading Partner” means the LCBO trading partner (such as, far example, an
agent, supplier, freight forwarded ar carrier) who is autharized by the LCBO to access an Application, and "User”

means an individual who uses a Trading Partner's user name and passwaord for an Application. By using an
Application, the Trading Partner agrees to be bound by the following terms and conditions.

A. Terms and Conditions Applicable to Every Application
The Terms and Conditions in Section A. apply to every Application.

1. The Trading FPartner may apply for user names and passwords for more than one individual. Each such user

name and password is to be used by a single person in the Trading Partner's organization. The Trading

I accept Decline

SAVE »

Davmar canfirraes that i avarde actharvite 6 asch indicidosl wbe e Aivan = ear namae and naccuwared 40 laaalle

Scroll down through the entire Terms and Conditions and then click the Agree
box; then click the Save.

Step 6

Users will be prompted to Reset your password. Password is case sensitive and
must be between 6 to 8 characters in length and contain at least one numeric
and one alpha character.

Please reset your password

Mew Password: | |

Retype Password: | |

SAVE *

m

1 u.v.v-fv-:lr
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1 INBOUND SCHEDULING SYSTEM OVERVIEW LOG IN

Step 7
Enter New Password.

Step 8
Enter the New Password again in the Retype Password field. Remember this new
password for all future logins.

Step 9
Click Save. The Bulletin Board screen appears and you are logged in.

]L(: ]B() Inbound Scheduling
COMTACT US  HELP LOG OFF
0 Alert{s)
New Appointment Bulletin Board
Search / Modify Welcome | CBO IMS Users
Bulletin Board
My Profile
Change Password
User Profile
Users
User Search
User:
Alan Michaels
Carrier
Last Modified: 20-1ul-2010 12:16, by Michele Fhillips
Terms & Conditions L'@BJZW
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INBOUND SCHEDULING SYSTEM OVERVIEW
NEED HELP?

CONTACT US displays contact information for procedural and technical support
by email or phone.

HELP displays help topics on the screen selected.

LOG OFF allows users to logoff from the Inbound Scheduling system at any time.

Inbound Scheduling

January 20, 2011 CONTACTUS HELP LOG OFF

5 Alert(s)
Welcome to the LCBO Inbound Scheduling System

The system is your means of scheduling and tracking appointments for delivery of goods to our warehouses.

Support

If you have questions that are not addressed by this Guide

SUPPORT EMAIL TELEPHOME

Technical Assistance 24/7 techsupport@LCBOsupport.camm 1-866-284-8311
Pracedural Support Durhan Dispatch.Operator@lcho.com | Durham 905-723-3417 ext 2037
Londan receivingdepartment.london@lcho.com | London 519-681-0310 ext 286
Ottama shipping ottawa@lcbo.com | Ottawa £613-733-6329
Thunder Bay B07-622-9615 ext 227

INBOUND MANAGEMENT SYSTEM
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INBOUND SCHEDULING SYSTEM OVERVIEW
NAVIGATION AND SCREEN FEATURES

Navigation

All screens are divided into two sections, navigation on the left and the
worksheet on the right. From the Bulletin Board (or from any page or screen),
users can navigate through the entire site using the standard menu found on the
left-hand side on every screen.

Inbound Scheduling

LCBO

January 12, 2011 CONTACT US HELP LOG OFF

3 Alert(s)

New Appointment
Search / Modify
Bulletin Board
My Profile
Change Password
User Profile
Users

User Search

User:
Sam Smith
Carrier

Welcome to the LCBO Inbound Scheduling System
The system is your means of scheduling and tracking appointments for delivery of goods to our warehouses.

Bulletin Board

Welcome LCBO IMS Users

Last Modified: 20-Jul-2010 12:16, by Michele Phillips

Terms & Conditions L'@BIZ|

NOTE

Use the Back button or arrow on your Internet browser tool bar with
caution and ensure that your last transaction has been saved
before exiting the screen.

INBOUND MANAGEMENT SYSTEM
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1 INBOUND SCHEDULING SYSTEM OVERVIEW NAVIGATION AND SCREEN FEATURES

LCBO
R

New Appointment
Search / Modify
Bulletin Board
My Profile
Change Password
User Profile
Users

User Search

User:
Sam Smith
Carrier

New Appointment

Allows users with permissions to set up a new
appointment using the New Appointment Request
screen.

Search / Modify
Allows users to search for all appointment requests at
the Retail Service Centres.

Bulletin Board
Displays important information to all users.

My Profile
Provides users the ability to view and change the
details of their individual profile and password.

Users

Provides users, with permission, the ability to search for
users and set up new users. This is only visible for
administrator users.

The part of the menu that you are currently working in
will be highlighted in red.

11
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NEW APPOINTMENT REQUEST
INTRODUCTION

The New Appointment Request screen allows users to select their Purchase
Order(s) to be delivered for a proposed appointment date. The appointment
request remains unscheduled until the Carrier/Supplier books an

appointment. The appointment request is then scheduled into the first available
timeslot at the requested Retail Service Centre (DCs) for the proposed
appointment date.

For a Purchase Order to be booked for an appointment, the Purchase Order
must have been confirmed by the Supplier in Web PO. Only confirmed
Purchase Orders in Web PO are migrated to Inbound Scheduling.

Each appointment request is assigned an Appointment Request Number by the
system. Depending on certain criteria, appointment requests can consist of one
of these Purchase Order combinations.

Purchase Order combinations:

1. One supplier, one PO Consists of one FTL (Full Truck Load) PO

2. One supplier, multiple Consists of one FTL PO and one or more

POs, co-loaded LTL (less than full truckloads) POs
3. Multiple suppliers, Consists of one or more LTL POs
multiple POs

* Carrier only
NOTE: For scenarios #2 and #3, the Thunder-Bay Retail Service cannot
be included when booking multi-warehouses (multi-stops).

NOTE: London (101) and (103) are considered the same Retail Service
Centre for booking purchase orders.

LEBO 12
P INBOUND MANAGEMENT SYSTEM
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NEW APPOINTMENT REQUEST
SCREEN FEATURES

Search Criteria Items

Search criteria only apply to Purchase Orders that have not been assigned to an
appointment request. Search Criteria are also specific to the user signed on.

Within the New Appointment Request screen, users have the ability to choose
search criteria to refine or filter a list of Purchase Orders to be included in an
appointment request.

5 Alert(s)
New Appointment Request
Vendor:
Please Select ... ¥
Carrier:
Carrier-0111 2
Dest DC: PO Delivery Date From: To:
® i . B —
PO Number:
4 SEARCH v
Sel | PO Number =iy Destination DC | Type | Heat pandog Catiey Late Delivery Reason
Date Name | Name
i THE
[ | 102-00044326 | 18-Oct-2010 g:r’ai:“cz‘:t;'; FTL |No |WINE |carrier |[ Please Select ... H
GROUP
London Retail THE
) |103-00044332 | 18-Oct-2010 | Service FTL |No |WINE |cCarrier | [Please Select .. 3]
Centre(101/103) GROUP
. THE
0 | 102-00044329 | 19-0ct-2010 g::\:i?é‘:‘;‘; LTL |Ne |WINE |cCarrier
GROUP
Durham Retail TEE N Is =
0 | 102-00075322 | 26-Jan-2011 | go T 0 |FTL |Ne  |WINE | Carrier | [Please Select ... =]
GROUP
. THE
O | 102-00075323 | 27-Jan-2011 g:mig“c"e‘;t;'; LTL |No |WINE |carrier
GROUP
Proposed Appointment Date: =
CREATEREQUEST  »
* Indicates a mandatory field

1 - Vendor drop down box

For Carriers - Shows a list of Supplier names. Suppliers will see only their vendor
names. Typing the first letters of any name will show all possible options
matching those letters.

2 - Carrier drop down box
For Suppliers - Shows a list of Carrier names. Carriers will only see their own

information. Typing the first letters of any name will show all possible options
matching those letters.

LEBO 13
P INBOUND MANAGEMENT SYSTEM




2 NEW APPOINTMENT REQUEST SCREEN FEATURES

3 - Dest DC
Shows a list of Retail Service Centres (London, Durham, Ottawa, Thunder Bay
and 39 party where applicable.)

4 - PO Number

Enter the specific Purchase Order using the correct PO# format - 3 digit
warehouse prefix, followed by a dash and then a string of 8 digits representing a
PO (e.g.102-00012345). If a User enters a PO#, then no other search criteria is
required.

5 - PO Delivery Date: From: To:
Selection criteria based on Purchase Order delivery dates.

Search

SEARCH [

Click search to activate your query. Provides a list of Purchase Orders that
match the search criteria entered. The screen defaults to all confirmed
POs available for booking an appointment.

Worksheet Header

Wendor Carrier
Marme Marme

PO Delivery | Destination

Sel Mumber | Date [a]es

Type |Heat Late Delivery Reason

Users can click on any header and the grid will sort by that header - either
by ascending or descending order. Note — the sorting feature applies to
all worksheet headers throughout the Inbound Scheduling system.

Sel

Checkmark the PO(s) to include in an appointment request. An
appointment request can consist of more than one PO as long as it meets
the PO combinations criteria (page 11).

PO Number
The identifying number of the PO.

Delivery Date
Requested delivery date shown on the PO.

Destination DC
The destination Retail Service Centre for the PO.

LEBO 14
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2 NEW APPOINTMENT REQUEST SCREEN FEATURES

Worksheet Header

PO Delivery | Destination wendor Carrier

Sel Mumber | Date DC THER | IRIZEE Marme MName

Late Delivery Reason

Type
Identifies whether the PO covers a FTL (full truck load) or LTL (less than a
truck load).

Heat
Indicates whether a heated truck is required.

Vendor Name
Name of the Supplier.

Carrier/Supplier name
Name of the Carrier/Supplier.

Late Delivery Reason
If delivering one day late, you must select a reason for the late delivery
from the drop down menu, e.g. weather, mechanical breakdown, etc.

el | wmber | pate” | b | T¥e|Heat | e | e Late Delivery Reason
Durham THE

0 535-82949 ggfle‘j- g:trililce A ||t \gégip Carrier || Pleass Sslsct .. v|
Centre
Curham THE

O 583-82951 gg-lie'} g:f":lilce FTL |Mo géglilp Carrier |Please Select ... v|
Centre

Proposed Appointrent Date:  *
| | CREATE REQUEST r

* Indicates a mandatory field

Terms & Conditions E@BIZ_

LEBO 15
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2 NEW APPOINTMENT REQUEST SCREEN FEATURES

Proposed Appointment Date

Proposed Appointrent Date:  *

* Indicates a mandatary field

Proposed Appointment Date is called - Scheduled Arrival Date in Web PO. The
LCBO requires strict adherence to scheduled arrival date. In the event of
extenuating circumstances, Carriers/Suppliers can propose a hew appointment
date different from the requested delivery date detailed on the PO.

e For FTLs (Full truck-loads): The Proposed Appointment Date must be the date
of the delivery detailed on the PO or one day later.

e For LTLs (Less than full truck-loads): There are no date restrictions for
proposing an appointment.

The system default is the requested delivery date on the PO unless this date
occurs in the past, then, the current day’s date will be shown.

Create Request

CREATE REQUEST b

Click to create an Appointment Request. The New Appointment Request
screen shows the PO’s delivery request details and the system assigns an
Appointment Request Number.

LEBO 16
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NEW APPOINTMENT REQUEST
SET UP AND BOOK A NEW APPOINTMENT REQUEST

The New Appointment Request screen allows the user to select their Purchase

Order(s) to be delivered for a proposed appointment date. All POs included on

a truckload MUST be assigned to an appointment request.
For specific details on multi-stop requests, see page 31.

Step 1
Click New Appointment from the left-hand side navigation menu.

The New Appointment Request screen is displayed.

The Carrier/Supplier field defaults to the user’s login ID.

NOTE

When a Carrier/Supplier is logged in, the Vendor drop-down menu
lists names of vendors associated with all open and confirmed POs.
And when a Vendor is logged in the Carrier/Supplier drop-down
menu lists names of Carriers/Suppliers associated with open and
confirmed POs.

! a INBOUND MANAGEMENT SYSTEM
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2 NEW APPOINTMENT REQUEST

SET UP AND BOOK A NEW APPOINTMENT REQUEST

Step 2

The screen defaults to all confirmed POs available for booking an appointment.

— OR -

Enter the desired search criteria within the appropriate fields,
e.g., PO # 102-00044328 and then click Search.

The filtered results show a listing of POs associated with the search criteria

entered.

Inbound Scheduling

LCBO

January 29, 2011

New Appeintment .
B BT New Appointment Request

search / Modify

CONTACT US  HELP

LOG OFF
0 Alertis)

Bulletin Board Wendor:
‘ Plzase select ... b
My Profile
change Password Carrier:
User Profile
Dest DC: PO Delivery Date From: To:
Users ‘ Flease Select ... v 14-Feb-2011 28-Feb-2011
User Search
PO Mumber:
SEARCH 3
User:
Alan Michaels
Carrier
PO Delivery | Destination Wendor [ Carrier 2
Sel ot |- BatE oo Type | Heat s || e Late Delivery Reason
il iz 22 Eg{:i?m FTL | Mo IV’}EE Carrier |Please Select v‘
00052949 (2011 Service SROUP
Centre
O 102- 22-Feh- E;Itr:i?m FTL |Mo -\miE Carrier |[Please select v
00082951 | 2011 Service
GROUP
Centre
Proposed Appointment Date:  *
CREATE REQUEST 3
* Indicates a mandatory field
Terms & Conditions L'@B'Z-‘

INBOUND MANAGEMENT SYSTEM
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2 NEW APPOINTMENT REQUEST

SET UP AND BOOK A NEW APPOINTMENT REQUEST

Step 3

Click the checkbox under the Sel (select) column to select PO(s) to be included

on the appointment request.

LCBO

Inbound Scheduling

COMTACT US  HELF  LOG OFF
0Alert{s)
Reglaceeintment New Appointment Request
Search f Modify
Bulletin Board Vendor:
| Flease Select ... e
My Profile
Change Password carrier:
User Profile .
Dest DC: FO Delivery Date From: To:
e [Flease select ... v 14Feb-2011 26-Feb-2011
User Search
PO Number:
SEARCH b
User:
Alan Michaels
Carrier 3 3 .
PO Delivery | Destination wandor | Carrier
Sel L Date Type | Heat Weme || e Late Delivery Reason
Curharn THE
33552949 ggflab’ g:‘r:'?flilce FTL |MNo |WIME |[Carrier |P|easa Select .. vl
Centre ERouP
Curharn
L THE
O 533-82951 ggﬂﬁh' g:ﬁ‘ilce FTL |MNo |WIME |Carrier |Pleasa Select .. v|
Centre GROUP
Proposed Appaintrment Date;  *
22-Feb-2011 CREATE REQUEST J
* Indicates a mandatory field
Terms & Conditions L’@BIZ|

NOTE

Purchase Order Combinations:

1 Appt. Request = 1 FTL

1 Appt. Request = 1FTL + 1 or more LTLs
1 Appt. Request = 1 or more LTLs

Step 4

The system default is the requested delivery date on the PO unless this date
occurs in the past, then, the current day’s date will be shown. For FTL POs
delivering one day late, select a reason from the Late Delivery Reason
dropdown box.

19
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2 NEW APPOINTMENT REQUEST SET UP AND BOOK A NEW APPOINTMENT REQUEST

Step 5
Enter a Proposed Appointment Date if different than the delivery date of the PO.

NOTE

For FTLs the Proposed Appointment Date entered must be the PO’s
date of delivery or one day later. If not, contact the warehouse to
set-up the delivery appointment.

The Proposed Appointment Date defaults to the first PO’s delivery date selected
from the worksheet. Users must ensure the date entered meets the system rules.

Step 6
Click Create Request. The screen refreshes.

LCBO

New Appointment
Search f Modify
Bulletin Board
My Profile

Change Password

User Profile
Users

User Search
User:

Alan Michaels
Carrier

Inbound Scheduling

January 29, 2011

CONTACT

MNew Appointment Request

Request Nurmber: 1823 Request Date: 29-Jan-2011

Carrier: Carrigr Proposed Appointrnent Date: 22-Feb-2011 ACTIVITY 3
Encerpor: || [EEE » B seerciForPOs >
Stop Dest PO wiendar Appt 3
Sel 4 Do Number | TYRE SLALL | Buyer | Categary Mame | 53585 | g Date/Time Late Reason
Durharm THE
Retail 102-
O Service |oD0szo4g|Th L [FO3 | Wines I
Centre
Total: 640
All Stops: 640
REMOVE PO’ 8 r
Other Carrier Mame:
DELETE REQUEST » | UPDATE REQUEST » | BOOK APPTS v | FRINT 4

20
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2 NEW APPOINTMENT REQUEST SET UP AND BOOK A NEW APPOINTMENT REQUEST

NOTE

The system carries out a number of validation checks to ensure the
conditions for the appointment request are met (e.g., date of
delivery and PO combinations). Once the conditions are met, the
system assigns an Appointment Request Number. If the conditions
are not met, an error message appears indicating what corrective
action is required.

A New Appointment Request displays:

Request Number (e.g., 1823)

Request Date is the date the appointment request was made
Carrier/Supplier name

Proposed Appointment Date (entered by the Carrier/Supplier)

The New Appointment Request details specific information relating to the
appointment request for the PO(s).

Once satisfied with the details of an appointment request, users can book the
delivery of the Purchase Order(s) to one or more Retail Service Centres as long
as certain system conditions have been met.

NOTE

Each Retail Service Centre has a cut-off time for booking an
appointment for the following day. If the deadline has passed, the
system will prompt the user to contact the DC to arrange an
appointment time.

LEBO 2
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2 NEW APPOINTMENT REQUEST

SET UP AND BOOK A NEW APPOINTMENT REQUEST

Step 7

If the Carrier code on the PO indicates a CIF Carrier, the system will prompt the

user to enter the name of the Catrrier or if applicable, enter the sub-contractor’s

name. This field must be as accurate as possible and can be updated at any

time.
New Appointment Request
Reguest Number: 1823 Request Date: 29-lan-2011
Carrier: Carrier Proposed Appointrent Date; 22-Feb-2011
Enter PO# ¢ SEARCH FOR PO 8
Durham
1| Retail
— /| Service | 00052949
Centre
Other Carrier Mame:
UPDATE REQUEST BOOK APPTS FRINT ¥
Step 8

From the New Appointment Request screen, click Sel and click Book Appts.

Mew Appointment Request

Request Number: 1823

Carrier: Carrier Proposed Appointment Date: 22-Feb-2011

Request Date: 29-Jan-2011

eerpoe:[ | RN

Durham

Retail 10z-
Service | 00082949

Centre

Other Carrier Mame:

DELETE REQUEST » | UPDATE REQUEST

g i INBOUND MANAGEMENT SYSTEM
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2 NEW APPOINTMENT REQUEST SET UP AND BOOK A NEW APPOINTMENT REQUEST

Step 9

After clicking Book Appt, a pop-up screen appears, indicating appointment has
been booked successfully. Click OK.

Appointment has been booked successfully!

CK »

The Appointment Number and the Date/Time of the booked delivery
appointment for a Retail Service Centre is shown in red.

Mew Appointment Request

Request Mumber: 1823 Reguest Diate: 29-Jan-2011

Carrier: Carrier Proposed Appointment Date: 22-Feb-2011

erterpos

Service 00082949 18233399 Please Select ...

Other Carrier Mame:

UFDATE REQUEST + | RESCHEDULE APPTS r | CANCEL AFFTS PRINT v

1LEp0 2
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2 NEW APPOINTMENT REQUEST SET UP AND BOOK A NEW APPOINTMENT REQUEST

Once the Appointment is booked, the screen refreshes and presents the
following new option buttons at the bottom of the page:

Update Request
Reschedule Appointments
Cancel Appointments
Print

NP

UPDATE REQUEST v | RESCHEDULE APPFTS  » | CANCEL APPTS v | PRINT C

NOTE

If a user leaves the New Appointment screen at this point - the only
way to make changes to the appointment request is to search for
the appointment request through the Search / Modify function.

LEBO 2
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NEW APPOINTMENT REQUEST
CHANGE A NEW APPOINTMENT REQUEST

While still in the New Appointment Request screen, users have the option to
make changes to the appointment request.

Options at this time are:

- Add a PO (page 26)

- Remove a PO (page 31)

- Reschedule a booked appointment request (page 35)

- Cancel Appointment Request - booked appointment requests (page 39)

- Delete Appointment Request (only for unscheduled appointment requests)
(page 42)

- Print (page 45)

- Activity Request Screen (page 46)

! a INBOUND MANAGEMENT SYSTEM
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2

NEW APPOINTMENT REQUEST
ADD A PURCHASE ORDER

Add a Purchase Order to a New Appointment Request

The system permits users to add Purchase Orders to the Appointment Request
using one of two methods: adding a PO or searching for POs

Option 1: Add PO by entering a Purchase Order #

Step 1

Enter a Purchase Order number in the Enter PO # box using the correct format
(3 digit-warehouse prefix and then a string of 8 digits representing PO #) and
then click Add PO.

LCBO

New Appointment
Search f Modify
Bulletin Board
My Profile

Change Password

User Profile
Users

User Search
User:

Alan Michaels
Carrier

Inbound Scheduling

February 01, 2011

New Appointment Request

Request jmrmber: 1828 Request Date: 01-Feb-2011

ACTIVITY v

tier: Carrier Proposed Appointrment Date: 22-Feb-2011

Enter PO# ; [10z-0008z9ss | [EEIEE v LMl serrcHFORPO'S  »
Stop Dest PO Wendor
Sel P oC T Type |SLALL | Buyer | Category e Cases| Appt# |Date/Time
g“trh.‘lﬁr” 102 THE 22-Feb-
O se 3 e a8 PO3 | wines WINE 640 (18283409 | 2011
Brvice GROLP 12:15
Centre
Total: 640
All Stops: 640
REMOVE POF S »
Other Carrier Mame:
UPDATE REQUEST » | RESCHEDULE AFFTS v | CANCEL APPTS v | PRINT »

POs can only be added for delivery to the same warehouse using this option. For
multiple Retail Service Centres, users need to use the Search for POs

functionality.
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2 NEW APPOINTMENT REQUEST ADD A PURCHASE ORDER

The New Appointment Request screen refreshes. The PO has been added to the
Appointment Request.

]LCBO Inbound Scheduling

February 01, 2011

New Appointment Mew Appointment Request
Eeeralh § (0t Request Number: 1823 Request Date: 01-Feb-2011
Bulletin Board Carrier: Carrier Proposed Appointment Date: 22-Feb-2011
My Profile

ChEnuSiERSenand Enter PO# : [102-00082959 ADD PO

User Profile

Users

User Search

User: 102-
Alan Michaels 00052957
Carrier

102-
00052959

UPDATEREQUEST  » | RESCHEDULEAPPTS  » [ can » | PRINT 3

Step 2
Click Update Request. The screen refreshes and the appointment has been
successfully booked. Click OK.

Appointrment Reguest has been saved successfully!

1LEp0 7
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2 NEW APPOINTMENT REQUEST

ADD A PURCHASE ORDER

Step 3

The updated screen refreshes with new option buttons along the bottom of the
page, you can now - Update Request, Reschedule Appointment, Cancel
Appointment or Print.

LCBO

New Appointment
search / Modify

Bulletin Board

Inbound Scheduling

Mew Appointment Request

Reguest Number: 1828

Carrier: Carrier

Request Date: 01-Feb-2011
Froposed Appointment Date: 22-Feb-2011

My Profile

ACTIVITY ’

Change Password

Enter PO# @ |102-00082959 ADD PO v oR

SEARCH FORPO'S

User Profile

Users
Stap Dest PO vendor
User Search Sel s oe [TiEr Type | SLILL | Buyer | Category NEme Cases| appt# |Date/Time
Durham
User: Retall | 102- . JLIIE 22-Feb-
Alan Michaels O [ Coniie |Danazesy |FTL [ |Po3 | wines WINE| 64018283409 2011 Please Select ...
Carrier Centre GROUP 12:15
o 10z THE
LTL |LL P03 wines WINE 640
00082959 GROLP
Total: 1280
All Stops: 1280

REMOVE PC’ S »

Other Carrier Mame:

UPDATE REQUEST »

RESCHEDULE APPTS ’

ETE T “*

Option 2: Add a PO by Search for POs

Step 1
Click Search for POs.

Inbound Scheduling

LCBO

New Appointment Mew Appointment Request

Search / Modify

Bulletin Board

Request Number: 1828
Carrier: Carrier Froposed Appointmn

My Profile

2 01-Feb-2011
1 22-Feh-2011

ACTIVITY ’

User Profile

Users
Stop Dest PO wendor
User Search Sel 4 o Number | TYPE SL/LL | Buyer | Category Mame |C358s| Anpt # Date,Time
Durham THE 22-Feb-
User: Retail |10z-
alan Michaels Oy | e ||ty [T (L PO3 | Wines WIME|  640|18283409| 2011 Flease Select ..,
Carrier Centre GROUFP 12:15
0o 102- THE
LTL | LL PO3 Wines WINE 640
00082959 GROUP
Total: 1280
All Stops: 1280

REMOVE PO’ § v

Other Carrier Hame:

UPDATE REQUEST »

RESCHEDULE APPTS »

CANCEL APPTS » | PRNT »

INBOUND MANAGEMENT SYSTEM
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2 NEW APPOINTMENT REQUEST ADD A PURCHASE ORDER

The Select POs for Appointment screen appears.

Step 2
Under Sel, select one or multiple POs that you wish to add to the appointment
request. Users can use filters to narrow search criteria for POs.

Select PO's for Appointment

wvendor: Reguest Nurnber:

[Please select ... v

Carrier: Request Date:

Dest DC: PO Delivery Date From: To:

[Plesse select ... v ‘ = [ =
B0 Number:

SEARCH »

[2lu] Delivery | Destination wendor [ Carrier
Sel| umber | Date oC Type |Heat "\ o | Name Late Delivery Reason
Durham THE
O 335;4326 ;3'1%[1' é:tr‘:‘ilce FTL Mo |WINE |Carrier || Please Selsct ... v
Centre Eel?
Durham THE
O égg:mazﬂ ;glgct- ;:&:Le FTL |Wo  |WINE |Carrier |[Please Select .. <
Centre GROUP
Dwurharn
THE
102- 19-Oct- | Retail .
U | 00044330 | 2000 | service LTL [No | WINE | Carrier
Centre

Froposed Appointment Date:  *

i ADD TO REQUEST »

Remember — LTLs can be booked for any date. Click on the Sel box of the PO
you want to add.

T Alert{s)
Select PO's for Appointment
vendor: Request Number:
‘ Please Select ... N
Carrier: Reguest Date:
Dest DC: PO Delivery Date From: To
PO Mumber:
SEARCH »
FO Delivery | Destination Vendor | Carrier g
Sel O Date De Type [Heat e | M Late Delivery Reason
Durharn THE
] 335;14326 ]Z'Si%m gzt':lwlce FIL |Mo  [WINE |Carrier |[Flease Select ... v
Centre SR
Curharn THE
O |12 g |0 0et | Retail FTL Mo [WINE | carrier |[Please Select ... v
Centre GROUP
Curham
THE
102- 19-0ct- | Retail :
00044330 (2000 | Service LTL (e | AR | Carmer
Centre
Proposed Appointment Date:  *
) ADD TO REQUEST »
* Indicates a mandatory field
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2 NEW APPOINTMENT REQUEST ADD A PURCHASE ORDER

Step 3
Click Add to Request.

Alert{s]
Select PO's for Appointment
wendor: Request Nurmber:
[Please select ... - 1528
Carrier; Request Date:
Carrier-0111 01-Feb-2011 0932
Dest DC: PO Delivery Date From: To:
PO Murnber:
v
PO Delivery | Destination Wendor | Carrier
Sel I Date DC Type [Heat e || MEm Late Delivery Reason
Durharn THE
0 égg;mazs ]2'3'1%‘*' g:ﬁ:ﬂlce FTL (Mo [WINE | carrier || Flease select .. v
Centre GROUP
Curham THE
O égg;‘ﬁza ;gi%d g:t:fl‘lcﬁ FTL |Mo  |[WINE |carrier |[Please Select ... v
Centre GROUP
Durham THE
10z- 19-Oct- | Retail :
00044330 2000 | Service LTL Mo WINE | Garmier
Centre
Proposed Appointrnent Date:  *
* Indicates a mandatory field

The Modify Appointment Request screen appears detailing that the PO has
been added to the Request Number e.g.1828.

[Lf]BO Inbound Scheduling

New &ppointment Modify Appointment Request

Ererah 4 ity Reguest Mumber: 1828 Request Date: 01-Feh-2011

Bulletin Board Carrier: Carrier Proposed Appointment Date: 22-Feb-2011 ACTIVITY >
My Profile

Change Password Enterpox s | | N - EGEE

user Profile

Users
Stop | Dest PO wendor .
(e G sel | %% 5o | wumber | T¥PE| SLALL | Buyer [ category [Y7TET | cases | appt # | Date/Time
Durham
R [ | s e L [ [Poz | wines e an| s Zzz-uFlelh-
alan Michaels Service | 00044330 ERlE G
Carrier Centre )
105 THE
O Ghogzasy|FTL L [Pos | wines WINE| 840 Please Salect ...
GROUP
- - THE
L | |Pos [ wines WINE| 640
10082953 S
Total: 1920
all Stops: 1920

REMOVE PT' S »
Other Carrier Mame:

UPDATE REQUEST » | RESCHEDULE APPTS + | CANCEL APPTS » | FRINT >
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2

NEW APPOINTMENT REQUEST
REMOVE A PURCHASE ORDER

Remove a PO(s)
Users can only remove a PO where there are more than one PO on an
appointment request.

Step 1
Select the check box beside a PO to remove it from the appointment request.

]Lt BO Inbound Scheduling

New Appointment Mew Appointment Request

Sesiehi ety Request Number: 1839 Request Date: 02-Feb-2011

Bl o Carrier: Carrier Proposed Appointment Date: 22-Feb-2011 ACTIVITY v
My Profile

User Profile

Users
Stop Dest PO Vendor
Dser Search sel| Bop | Dest | e e | Tyoe|SULL | Buyer | categary | YEHOT | cages | apnt & |Date/Time
Durham
: THE 22-Feb-
e O oo |Reel 202 i | |pos|wines WINE| 64D(18393426| 2011
Carrier Centre GROUP 13:45
o . THE
FTL L |Po3 | wines WINE| 84D Please Select ...
00082955 e
Total: 1280
All Stops: 1280

REMOVE POY 8 ’

Other Carrier Name:

UPDATE REQUEST » | RESCHEDULEAPPTS  » | CANCEL APPTS » | PRINT 4

LCBO Inbound Scheduling

New Appointment New Appointment Request

search / Modify
Bulletin Board

Request Number: 1639

Carrier: Carrier

Request Date; 02-Feb-2011
Froposed Appointment Date: 22-Feb-2011

My Profile
Change Password
User Profile
Users

User Search

Alan Michaels
Carrier

enterpow:[ | I H - ERIEEED

Stoy E i N y L -
sl gﬁ,"’ b Numgr Type | SLLL | Buyer | Category \ﬁ:;;r Cases| Appt# |DatefTime
o E;‘{;Tm ey THE 22-Feb-
1 LTL Lo PO3 Wines W INE 640 | 18393426 2011

Service | 00075323 GROUP 13:45
Centre
D 102- THE
FTL |LL P03 Wines WINE &40 Pleas
00062955 GROUF
Total: 1280
All Stops: 1280

REMOVE PO’ S »

Other Carrier Hame:

UPDATE REQUEST + | RESCHEDULEAPPTS  » | CANCEL APPTS » | PRINT »

INBOUND MANAGEMENT SYSTEM
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2 NEW APPOINTMENT REQUEST REMOVE A PURCHASE ORDER

Step 2
Click Remove PO.

]LCBO Inbound Scheduling

New Appointment Hew Appointment Request

Search J Modify Request Humber: 1839 Request Date: 02-Feb-2011

Bulletin Board Carrisr: Carrier Propased Appointment Date: 22-Feb-2011

UPDATE REQUEST » | RESCHEDULE APPTS v » | FRINT v

Step 3
A pop-up window appears notifying the user that the PO has been removed.
Click OK.

A refreshed Modify Appointment Request screen appears showing that the PO
has been removed from the Appointment Request.

1LEp0 32
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2 NEW APPOINTMENT REQUEST

REMOVE A PURCHASE ORDER

Step 4

Click Update Request to save. The screen refreshes with the changes saved.

LCBO

Inbound Scheduling

New Appointment
Search / Modify
Bulletin Board
My Profile
Change Password
User Profile
Users

User Search

User:
Alan Michaels
Carrier

February 02, 2011

Mew Appointment Request

Request Number: 1839 Request Date! 02-Feb-2011

Carrier: Carrigr Proposed Appointrnent Date: 22-Feb-2011

Service | OO0&2955 18393426 Flease Select ...

Other Carrier Name:

UPDATE REQUEST v | RESCHEDULE APPTS > » | PrRT ’

The appointment request has been saved successfully screen pops up.

Click OK.

Appointment Request has been saved successfully!

Lﬁﬂ
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2 NEW APPOINTMENT REQUEST

REMOVE A PURCHASE ORDER

An updated appointment request screen is displayed. The PO that was
removed from the appointment request is now ready to be scheduled.

LCBO

New Appointment
Search / Modify
Bulletin Board
My Profile

Change Password

User Profile
Users

User Search
User:

Alan Michaels
Carrier

Inbound Scheduling

February 02, 2011

New Appointment Request

Request Murnber: 1839 Reguest Date: 02-Feb-2011

Carrier: Carrier Proposed Appointrnent Date: 22-Feb-2011

erterpoe:| | [ » QLM serrcHFORPO'S v

Stop Dest PO Wendor 2
Sal # oe Number Type | SL/LL |Buyer | Category Hame Cases| Appt# |Date/Time
E”{hfm 102 THE 22-Feb-
O |1 etal FTL | LL POZ | Wines WINE| 64018393426 2011 Pleass Select ...
Service | 00082955 .
GROUP 13:45
Centre
Total: 640
All Stops: 640

REMOVEPCY S v

Other Carrier Mame:

UPDATE REQUEST » | RESCHEDULE APPTS  » | CANCEL APPTS » | PRINT »

NOTE

If unscheduled, the appointment request is now ready to be
booked.

INBOUND MANAGEMENT SYSTEM
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2

NEW APPOINTMENT REQUEST
RESCHEDULE AN APPOINTMENT REQUEST FOR A SCHEDULED
APPOINTMENT

Step 1 Click RESCHEDULE APPTS.

LCBO

New Appointment
Search f Modify
Bulletin Board
My Profile
Change Password
User Profile
Users

User Search

User:
Alan Michaels
Carrier

Inbound Scheduling

February 02, 2011

New Appointment Request

Request Mumber: 1839 Request Date: 02-Feb-2011

Carrier: Carrier Proposed Appointrnent Date: 22-Feb-2011

eerpoe:

18393426 Please Select ...

Service | 00082955

Other Carrier Mame:

UPDATE REGUEST » | RESCHEDULE AFFTS + | PRINT »

Step 2

A pop-up box appears requesting a new date for the delivery from the
calendar icon.

Reschedule Appointment

1839 l

22-Feb-2011 13:45 Durham Retail Service Centre

[ |®

Request Number;
Request Date:

Re-schedule To:

[ | CANCEL v

Lﬁﬂ
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2 NEW APPOINTMENT REQUEST RESCHEUDLE A SCHEDULED APPOINTMENT

Enter the date. Click Proceed.

Reschedule Appointment

Reguest Mumber; 1839
Request Date: 22-Feb-2011 13:45 Durham Retail Service Centre

Re-schedule To:

Step 3
If the appointment request is for a FTL - select a reason for rescheduling from the
Reason appointment will be late drop-down box.

Reschedule Appointment

# Please select a reason for being late,

Request Number: 1839
Request Date: 22-Feb-2011 13:45 Durham Retail Service Centre

Rs-schedule To: 221 (@

Reason appointment will be late: Plzase Select ...

w{ Mechanical, Breakdown
&| supplier Delayed
Third Party Issue - Customs, Accident
Dispatching Error
Production Delay
Wiaited for Paperwork
Traffic
Equiprnent Availability
Delayed At Border
DC fully booked on Requested Appointment Date/Scheduled Delivery Date

1LEp0 3
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2 NEW APPOINTMENT REQUEST RESCHEDULE A SCHEDULED APPOINTMENT

Step 4 Click Proceed.

Reschedule Appointment

* Please select a reason for being late.

Request Number: 1839
Request Date: 22-Feb-2011 13:45 Durham Retail Service Centre

Re-scheduls To; 02232011 |fF)

Reason appointrment will be late:

PROCEED CANCEL »

Step 5

The pop-up window refreshes. If the system accepts the new date, the message
will indicate that the appointment has been rescheduled. Click OK.

Appointment has been re-scheduled!

1LEp0 7
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2 NEW APPOINTMENT REQUEST

RESCHEDULE A SCHEDULED APPOINTMENT

Once confirmed, a refreshed New Appointment Request screen appears
detailing the revised appointment date and time (shown in red).

LCBO

New Appointment
Search f Modify
Bulletin Board
My Profile

Change Password

User Profile
Users

User Search
User:

Alan Michaels
Carrier

Inbound Scheduling

February 02, 2011

New Appointment Request

Request Mumber: 1839 Request Date: 02-Feb-2011

Carrier: Carrier Proposed Appointment Date: 22-Feb-2011

SEARCH FOR PO 8

enterpo:[ ]

640 [ 18393427 Equiprnent &vailability

Service |00032955

REMOVE PO’ S

Other Carrier Mame:

PRINT r

» | RESCHEDULE APPTS v | CANCEL APPTS

UPDATE REQUEST

NOTE

Carriers - For FILs, if the rescheduled delivery date entered is more
than one day late, an error message will be displayed and the user
will not be able to proceed. Users will be prompted to call the Retail
Service Centre to schedule the delivery appointment.

Suppliers — must advise change in the delivery date via Web PO.

NOTE

If the user needs to reschedule or cancel a booked appointment at
a later time, access the PO through the Search / Modify screen.
(See page 56)

Lﬁﬂ
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2

NEW APPOINTMENT REQUEST
CANCEL A BOOKED APPOINTMENT

Step 1

From the New Appointment Request screen, click the CANCEL APPTS button.

JLCBO Inbound Scheduling

January 29, 2011

New Appointment New Appointment Request

SR s Reguest Number: 1626 Request Date; 29-Jan-2011
Bulletin Board Carrier; Carrier Froposed Appointment Date; 22-Feb-2011
My Profile

User Profile

Users

User Search

User:
alan Michaels
Carrier

Other Carrier Mame:

UPDATE REQUEST » | RESCHEDULE APPTS

THE
P03 Wines WINE 640 (18263402
GROLUP

22-Feh-

2011 Flesse Select ..

TL:1S

Step 2

A Cancel Appointment pop-up window appears detailing the Request Number

and the Appointment Date. Click Proceed.

Cancel Appointments

Request Humber: 1826
Appointment Date(s): 22-Feb-2011 11:15 Durham Retail Service Centre

g i INBOUND MANAGEMENT SYSTEM
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2 NEW APPOINTMENT REQUEST CANCEL A BOOKED APPOINTMENT

Step 3
The User is prompted to select a reason. Click on the Reason drop down menu,
click on a reason, then click Proceed.

Cancel Appointments

1826
Appointment Date(s):

Equipment Availability
Delayed At Border
0 Changed by LCBO

Step 4
The pop-up window appears, indicating the appointment request has been
cancelled. Click OK.

Appointrment has been cancelled!

oK

1LEp0 “
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2 NEW APPOINTMENT REQUEST

CANCEL A BOOKED APPOINTMENT

Once the cancelled appointment is confirmed a refreshed New Appointment
screen appears presenting the user with new options — Delete Request, Update

Request, Book Appointment and Print.

Inbound Scheduling

LCBO

January 29, 2011

New Appointment New Appointment Request

Search / Modify Request Number: 1826

Reguest Date: 29-Jan-2011

Bulletin Board Carrier: Carrier Proposed Appointrnent Date: 22-Feb-2011
My Profile
User Profile
USZ:r Search Sel St‘?p D[?ét NulE‘an)Jer Type | SLALL | Buyer | Category Vr\?:nzigr Cases AE‘Dt Date/Time
) Durharm THE
:Isaer:..Michaels (] gz&:lwlce 333;32951 Lt Fos ines GI\QNSEE ea0
Carrier Centre
Total: 640
All Stops: 640
Other Carrier Narne:
| |

The booked appointment is cancelled, however the appointment request is still
active - ready to be booked.

The user now has the option to delete the entire appointment request or select
another course of action.

NOTE

All the scheduled appointments for a PO associated with the
appointment request are cancelled. The status of the Appointment

Request changes to a status of appointment cancelled.

INBOUND MANAGEMENT SYSTEM
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2

NEW APPOINTMENT REQUEST
DELETE AN APPOINTMENT REQUEST

Delete a New Appointment Request (unscheduled)

The Carrier/Supplier may choose to delete a newly created appointment
request. This option is available from the New Appointment Request screen

before an appointment has been booked (i.e., the status of the appointment

request is ‘Unscheduled’).

Step 1

NOTE

If the appointment has been booked, users can also delete an
appointment request from the Search/Modify Appointment Request
screen after the user first selects the option to cancel an
appointment.

Click Delete Request. A pop-up window appears requesting the user to confirm
deleting the appointment request.

LCBO

New Appointment
Search f Modify
Bulletin Board
My Profile

Change Password

User Profile
Users

User Search
User:

Alan Michaels
Carrier

Inbound Scheduling

January 29, 2011

New Appointment Request

Request Nurmber: 1826 Request Date: 29-1an-2011

Carrier: Carrier Proposed Appointment Date: 22-Feb-2011 ACTIVITY 3
Enter PO# ! ADD PO ] [0 SEARCH FORPO'S r
Stop | Dest PO . wendar Appt :
sel | Ty DC | Mumber | T¥PE | SLAL | Buyer| Category | "o | Cases | =5 | Date/Time
Durham THE
Retail 102- :
(H 1 58 Service | 0082951 FTL LL PO3 wines WINE 640
GROUP
Centre
Total: 640
all Stops: 640

REMOVE PO’ § »

Other Carrier Name:

| |
UF‘DATEREDUEE:T » | Book apeTs v | ermi »

INBOUND MANAGEMENT SYSTEM
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2 NEW APPOINTMENT REQUEST DELETE AN NEW APPOINTMENT REQUEST

Step 2
Click Yes to delete or No to keep the appointment request.

Are you sure you want to delete the appointment request?

Step 3
Once the user clicks YES to delete, the pop-up window refreshes indicating
appointment request has been deleted. Click OK.

Appointment Request deleted!

OK

1LEp0 “
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2 NEW APPOINTMENT REQUEST

DELETE AN NEW APPOINTMENT REQUEST

Once the appointment request is deleted, the Search and Modify Appointment
Request screen appears.

0 Alertis)
N AEETETG Search and Modify Appointment Request
Search f Modify PO Nurmber
Bulletin Board
My Profile Reguest Number
Change Password
User Profile Appointment Nurmber Appointment Date
User Search
Ovendor @ Carrier Destination DC
User: ‘Please Select ... v
Alan Michaels
Carrier Request Status
Flease Select ... A SEARCH »
PO # IREGEEE Dest Do Appt # Appt Date Wendor Catrier | Buyer| Status
#
iz i THE WINE .
0075322 1710 Durharn Retail Service Centre SRR Carrier | PO3 Unscheduled
0z i THE WINE .
nnn75aes 1713 Durham Retail Service Centre GROUE Carrier | PO Unscheduled
10z- : 22-Feb-2011 THE WINE :
n0082949 1823 Durham Retail Service Centre | 18233399 14130 SROUP Carrier | PO3 Scheduled
10z i THE WINE )
o0082a50 1814 Durharn Retsil Service Centre SROUE Carrier | PO Unscheduled
10z- THE WIME
no0szas2 1813 Durham Retail Service Centre ERGP Carrier | PO3 Unscheduled
10z- : 22-Feb-2011 THE WIME :
ooogza53 1812 Durharn Retail Service Centre | 18123383 nEn SROUP Carrier | PO3 Scheduled
102- | 22-Feb-2011 THE WINE :
nn0gza54 1811 Durham Retail Service Centre | 18113376 To:nn EREE Carrier | P03 Scheduled
10z- i THE WINE )
oo0szass 1781 Durham Retail Service Centre GROUP Carrier | PO3 Unscheduled
2 i THE WINE )
Q0082455 1815 Durharn Retail Service Centre SRR Carrier | PO Unscheduled
in0z- THE WIME
oooszas? 1810 Durham Retsil Service Centre GROUE Carrier | PO3 Unscheduled

The appointment request for the Purchase Order has been removed from the
system.

The Purchase Orders are now available through New Appointment to be
assigned to a New Appointment Request.

44
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2

NEW APPOINTMENT REQUEST
PRINT AN APPOINTMENT REQUEST

Print from the New Appointment Request Screen

Click the PRINT button to print the entire Appointment Request Detalls.

Mew Appointment Request

Request Mumber: 1826 Request Date: 29-]an-2011

enterrox:[ | [ » Bl seercHFORPO'S >

Carrier: Carrier Proposed Appointment Date; 22-Feb-2011 ACTIVITY ¥

Stop Dest PO vendar
sel] Ty oo | Mumper |TvPe | SLLL |Buyer | Category |\ TEC Cases | pppt # | DatefTime
Curham THE 22 Feb
Retail 102- .
D = 00082951 FTL L FO3 Wines WINE 640 | 18263402 2011
Contre GROUP 1145
Total: 640
All Stops: 640

REMOVE PO S 3

Other Carrier Marme:

UPDATEREQUEST ~ » | RESCHEDULEAPPTS  » | CANCELAPPTS » T

To print, click the printer icon in the top toolbar.

ANPUUIIY SUINCUUIINY
=l appointment Request Detail [t || e ]

Q‘“' '\_g [N R R @ Collabarate = / Sign * F' t::|

= W

January 29, 2011 LCBO Inbound Scheduling System
Appointment Request Details

Request Number: 1325

Request Date: January 29, 2011 Proposed Appeintment Date: February 22, 2011
Carrier: Carrier
Other Carrier Name: Late Delivery Reason:
Stop DC FO# SL/LL Buyer Category Vendor Cases Appt# Date/Time
1 Durham
Retail
Service
Centre
102- FTL LL P03 Wines THEWINE 840 18263402 22-Feb-2011
00082951 GROUP 11:15
SubTotal: 840
Total: 840

INBOUND MANAGEMENT SYSTEM
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2

NEW APPOINTMENT REQUEST
APPOINTMENT REQUEST ACTIVITY SCREEN

Appointment Request Activity Screen

The history of an appointment request can be accessed through the New
Appointment Request screen or from the Search / Modify Appointment screen

once an appointment has been booked.

From the New Appointment Request or from the Search /Modify Appointment

screen click Activity.

Request Mumber: 1812 Request Date: 26-Jan-2011

Carrier: Carrier Proposed Appaointment Date: 22-Feb-2011

ACTIVITY v

>

SEARCHFOR PO’ 3 v

Stop | Dest PO wendor
Sel P oc Number | T¥PE SL/LL | Buyer | Category Mamg |C3585 | Appt # Date/Time
Eug’h‘lam 105 THE 22-Feb-
Ol |1 Se Al e (S (TS PO3 | Wines WINE| 640 (18123383 2011 Please Select ...
ervice GROUP 08:00
Cenfre
Total: 640
All Stops: 640

REMOVE PC’ § g

Other Carrier Mame:

UPDATE REQUEST » | RESCHEDULE APPTS 3

CANCEL AFPTS » | FRINT v

The Appointment Request Activity screen appears showing the history of an

appointment request.

LCBO

Inbound Scheduling

January 29, 2011

New Appointment Appointment Request Activity

Search / Modify Request Number 1812

S HELP LOG OFF
0 Alert(s)

Bulletin Board Type Detail Reason Date/Time User

DestDC

My Profile alort

Status Change
Status Chanage
Status Changs

Appointment rescheduled by LCBO. 26-Jan-2011 17:00
26-Jan-2011 17:00
26-Jan-2011 16:07

26-1an-2011 16:07

Di Ming Hip
Di Ming Nip
Sally Jones

Change Password Appointments Rescheduled

User Profile Appaintments Scheduled

Users Appointmant Request Creatsd Sally Jonas

Durham Retail Service Centre
Durham Retail Service Centre

Durharn Retail Service Centre

Durham Retail Service Centre

User Search

Alan Michaels
Carrier

Terms & Conditions

LGBIZ]

INBOUND MANAGEMENT SYSTEM
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2 NEW APPOINTMENT REQUEST

APPOINTMENT REQUEST ACTIVITY SCREEN

The appointment request activity screen details the following:

= Type - of activity for an appointment (e.g. status change, alert)

= Details - of an appointment request (e.g. whether the request was
created and not booked, unscheduled, scheduled)

= Reason - if applicable, associated with the entry: e.g. Appointment time
changed

= Date - and time of the activity

= User - who initiated the appointment request activity

= Dest DC - destination Retail Service Centre

Appointment Request Activity

Request Mumber 1812

Type Detail Reason Date/Time Lser Dest DiC
Alert Appointment rescheduled by LCBO, Z6-Jan-Z011 17:00 | Di Ming Mip | Durbam Retail Service Centre
Status Chanage | Appointrnents Rescheduled 26-Jan-2Z011 17:00 | Di Ming Mip | Durhar Retail Service Centre
Status Change | Appointrnents Scheduled Z6-Jan-2011 16:07 | Sally Jones | Durharn Retail Service Centre
Status Change | Appointment Request Created Z6-Jan-Z011 16:07 | Sally Jones | Durham Retail Service Centre
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NEW APPOINTMENT REQUEST
MULTI-STOP APPOINTMENT REQUEST

A Carrier/Supplier has the ability to set-up an appointment request that consists
of more than one Purchase Order for delivery to more than one Retail Service
Centre; referred to as multi-stops.

For multi-stops, the appointment request for the proposed deliveries must be
made for the same day. The system will book the appointment at the earliest
time available at the first stop (selected by the user). Then the system will book
the second appointment for the earliest time available at the second stop
taking into account the transit times between the two Retail Service Centres. If
there is a third stop, the system will follow the same process.

There are two ways to set-up an appointment request for a multi-stop both wiill
be described on the following pages.

NOTE

If there are no timeslots available at the Retail Service Centres for
the second or third delivery request within the same day, the system
will try and book all deliveries for the next business day.

NOTE

When an appointment request has been booked (scheduled), only
PO’s for the Retail Service Centres listed on the delivery request can
be added toit.

If the appointment request is not scheduled (no delivery
appointment) PO’s from any Retail Service Centre can be added to
create a multi-stop.
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2 NEW APPOINTMENT REQUEST

MULTI-STOP APPONTMENT REQUEST

Option 1 - Multi-stop Appointment Request

The Inbound Scheduling system allows users to setup appointment requests with
POs for delivery to more than one Retail Service Centre by selecting POs from
the New Appointment Request screen.

Step 1

Click the checkbox under the Sel (select) column to select POs to be included
on an appointment request. You can use the search filters to narrow the search

results.

2 Alert(s)
New Appointment .
e New Appointment Request
search / Modify
Bulletin Board Wendar:
[Flease select ... v
My Profile
Change Password Carrier:
User Profile
Dest DC: FO Delivery Date From: To:
users [Please select .. v 01-Dec-2010 26-Fab-2011
User Search
PO Hurmber:
SEARCH »
user:
Alan Michaels
Carrier -
PO Delivery | Destination wendor | Carrier
sel ey || s oe Type |Heat Meme || HiEse Late Delivery Reason
London
Retail THE
O | o eaza | sor | 2ervice FIL [Mo |WINE | Carrier || Please Select .. v|
Centre GROUP
(101/103)
Durharm
THE
O | 102, s | 225000 |Retal FTL |Mo  |WINE |Carrier |[Please Select .. v
Centre SROUP
London
Retail THE
103- 22-Feb-
"] Service LTL |Mo |WINE |Carrier
00082965 | 2011 e T
(1017103}
Proposed Appointment Date:  *
CREATEREQUEST  »
* Indicates & mandatory field
2 Alert{s)
New Appointment Request
Wendar:
[ Please select .., v
Carrier:
Dest DC: PO Delivery Date From: To:
[Please select ... v 011-Dec-2010 26-Feb-2011
FO Nurnber:
SEARCH »
PO Delivery [ Destination wendar | Carrier
Sel| yumber | Date DC Type |Heat| oo | ame Late Delivery Reasan
London
Retail THE
O |oaresza | 2o | Service FTL [No [WINE | Carrier |[Please Select ... v
Centrs GROUF
{101/103)
Durham The
102 g |22TEE | Retal FTL [Wo  |WINE | Carrier |[Please Select ... v
Centrs SROUP
Landaon
Retail THE
33332955 ggffb Service LTL [Wo  [wINE | carrier
Centrs GROUF
{101/103)
Fropased Appointrent Dats:  *
22-Feb-2011 CREATE REQUEST »
* Indicates a mandatory field
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2 NEW APPOINTMENT REQUEST

MULTI-STOP APPONTMENT REQUEST

Step 2

For FTL POs delivering one day late, select a reason from the Late Delivery

Reason field.

Step 3

Enter a Proposed Appointment Date if different than the delivery date of the PO.

For FTLs the Proposed Appointment Date entered must be the PO’s date of
delivery or one day later.

NOTE

The Proposed Appointment Date defaults to the first PO selected
from the worksheet. Users must ensure this date is the delivery date.

Step 4

Click Create Request. A New Appointment Request screen appears showing the

appointment request details, including the Stop number.

LCBO

New Appointment
Search f Modify
Bulletin Board
My Profile
Change Password
User Profile
Users

User Search

User:
Alan Michaels
Carrier

Inbound Scheduling

February 02, 2011

Mew Appointment Request

Request Mumber: 1847

Request Date: 02-Feb-2011

Carner: Carrier Proposed Appointment Date: 22-Feb-2011 ACTIVITY ’
Enterpor: | |[OH@ J -~ BN
Stop PO wendar Appt
Sel P Dest DC | o her | TYPE | SLALL | Buyer | Category | oo Cases | ) Late Reason
Durharmn
THE
Retail 102- :
e | Gnamzasa|TTL [ [Pos |wines WINE| 64D
GROUP
Centre
Total: 640
Landan
Retail 103- THE
service | gonzaes |LTL |LL P03 [wines WINE| 64D
Centre GROUP
(1017103}
Total: 640
All Stops: 1280

REMOVE PCr § v

Other Carrier Name:

DELETE REQUEST » | UPDATE REQUEST » | BOOK APPTS r | FRINT 3
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2 NEW APPOINTMENT REQUEST MULTI-STOP APPONTMENT REQUEST

The Stop # (assigned by the system) indicates the sequence of the deliveries, 1
being the first stop. The user may change this order by using the drop-down
menu, if the order is changed the user must click Update Request prior to
booking the appointment request.

Step 5

Click BOOK APPTS. Once an appointment request has been created, the
appointment for the Carrier/Supplier can be booked, which changes the status
of the appointment request to “scheduled.”

The appointment has been booked successfully screen displays. Click OK.

Appointrent has been booked successfully!

1LEp0 °!
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2 NEW APPOINTMENT REQUEST

MULTI-STOP APPONTMENT REQUEST

The screen refreshes with the updated appointment request and the dates and

times of the delivery are shown in red. There are two appointment numbers,

one for each Retail Services Centre on the multi-stop.

LCBO

New Appointment
Search f Modify
Bulletin Board
My Profile
Change Password
User Profile
Users

User Search

User:
Alan Michaels
Carrier

Inbound Scheduling

February 02, 2011

Mew Appointment Request

Request Number: 1547 Reguest Date: 02-Feb-2011

Carrier: Carrier Proposed Appointrnent Date: 22-Feb-2011

enerpos [ ]

E“t”h.f"'“ 102 THE 22-Feh-
etal . FTL P03 | Wines WINE | 64018473441 2011 Pleass Sslact ...
Service 0o0gz2958 .
GROLP 12:15
Centre
Landon
Retail 103 THE 22-Feb-
Service | Jpatoges|LTL P03 | Wines WINE | 64018473442 | 2011
Centre GROUP 16:45

{101/103)

Other Carrier Name:

PRINT »

UPDATE REQUEST v | RESCHEDULE APPTS  » | CANCEL APPTS

Lﬁﬂ
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2 NEW APPOINTMENT REQUEST

MULTI-STOP APPONTMENT REQUEST

Option 2 - Multi-stop Appointment Request.

While the User is still in the New Appointment Request screen there is another
way to book a multi-stop appointment request. The User can add a Purchase
Order to an already existing appointment request. In this case the new

Purchase Order is for a different Retail Service Centre, also the Purchase Order

combination criteria must be adhered to.

Step 1

From the New Appointment Request screen click Search for PO.

}Lf B{) Inbound Scheduling
Fehruary 03, 2011
New Appointment Mew Appointment Request
Search f Modify Request Mumnber: 1852 Request Date: 03-Feb-2011
Bulletin Board Carrier: Carrier Proposed Appointrnent Date: 22-Feb-2011 ACTMITY »
My Profile
Change Password enterpox:| | [ » LW SEARCHFORPO'S  »
User Profile
Users
Stop Deast PO Wandor futalals
User Search Sel # oC T Type | SL/LL | Buyer | Category N Cases u Date/Tirme
u Durham THE
ser: Retail 10z-
Alan Michaels O Service |oongzess| - |- PO || teas GI\'«:VOIEE Bl
Carrier Centre
Total: 640
All Stops: 640
REMOVE PO’ 3
Other Carrier Mams:
DELETE REQUEST » | UPDATE REQUEST » | BOOK APPTS v | FRINT v
Step 2

The Select PO’s for Appointment screen appears with Purchase Orders that are

available to be booked.

Click in the Sel column of the Purchase Order to be added - for a multi-stop it

must be for a different Retail Service Centre.

Click Add to Request.
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2 NEW APPOINTMENT REQUEST MULTI-STOP APPONTMENT REQUEST

Inbound Scheduling

2 alert(s)

Select PO's for Appointment

wendor: Reguest Mumber:

[Please select ... | 1652

carrier: Request Date:

Carrier-0111 03-Feb-2011 08:25

Dest DC: PO Delivery Date From: To:

[Please select ... B2 13-Jan-2011 = 28-Feb-2011 =

PO Mumber:

London

Retail THE .
1 383;5324 géfla”’ Service FTL | Ma WINE Carrier || Please Select ... v

Centre GROUP

(101/103)

Londan

Retail THE
33352965 ssﬂeh' Service LTL | Mo WINE Carrier

Centre SROUR

(101/103)

Proposed Appointrient Date:  *

* Indicates a mandatory field

Step 3
The Modify Appointment Request screen opens showing both of the stops
numbers 1 and 2. The Appointment Request is now ready to be booked.

Inbound Scheduling

Modify Appointment Request

Request Mumber: 1852 Request Date: 03-Feb-2011

Carrier: Carrier Froposed Appointment Date: 22-Feb-2011

eerpow [ ]

Curharn

i THE
Retail 10z-
Service oooEzass FTL LL FOZ wWines G'\_‘.‘l\gﬂg =211
Centre
London
Retail 103- THE
Service oooszoes | LT LL FO3 wines WIME 640
Centre SROURP

(101/103)

Cther Carrier Mame:

DELETE RECWEST UFDATE REQUEST M PRINT »

Click Book Appts.
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2 NEW APPOINTMENT REQUEST

MULTI-STOP APPONTMENT REQUEST

Step 4

The Multi-stop appointment has been booked. Click OK.

Appointment has been booked successfully!

An appointment number has been assigned for each stop and the delivery
date and time have been assigned (red).

LCBO

New Appointment
search f Modify
Bulletin Board
My Profile
Change Password
User Profile
Users

User Search

User:
Alan Michaels
Carrier

Inbound Scheduling
February 03, 2011

Modify Appointment Request

Request Murnber: 1852 Request Diate: 03-Feb-2011

Carrier: Carrier Proposed Appointrnent Diate: 22-Feb-2011

Durham
Retail 102- 640 [ 18523452

Service 00082958
Zentre

Please Select ...

]| P

London
Retail
103-
Service poogzess | STL |L-
Centre
(101/103)

640 ( 18523453

Other Carrier Marms:

UPDATE REQUEST » | RESCHEDULE APFTS  » S » | PFRINT k
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3

SEARCH AND/OR MODIFY APPOINTMENTS

SEARCH/MODIFY SCREEN FEATURES

Once an appointment request has been created for a Purchase Order(s), and

the user has left the New Appointment Request screen — use Search/Modify from

the left hand menu to update and/or make any changes to scheduled or
unscheduled appointment request.

The Search and Modify Appointment Request screen defaults to show all

appointment requests that have been set-up within the system regardless of
their status; e.g. Scheduled, Unscheduled, etc.

LCBO

New Appointment
Search f Modify
Bulletin Board

My Profile

Change P. d

Inbound Scheduling

User Profile
Users

User Search
User:

Jane Doe
Carrier

July 12, 2010 COMNTACT WS HELP LOG OFF
0 Alertis)
Search and Modify Appointment Request
PO Murnber
Request Number
Appointment Number Appointment Date
I ™
O vendor @ Carrier Drestination DiC
|Please Select .., v
Request Status
sesgor )
PO # Req;ESt Dest DC Appt # Appt Date wendor Carrier | Buyer| Status
102- Durharm Regional 18-Oct-2010 THE WINE .
0044326 1157 Warehouse 11572143 ne:00 SROUP Carrier | P03 Scheduled
10z- Durham Regional 19-Oct-Z010 THE WwINE :
0044337 1158 Warchouse 11582146 | Loy SROUP Carrier | PO3 Scheduled
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3

SEARCH AND/OR MODIFY APPOINTMENTS
SEARCH FILTERS

Within the Search and Modify Appointment screen, users have the ability to
search for an appointment request that Purchase Orders have been assigned to
by using any one or a combination of the following Search filters. Only Purchase
Orders assigned to a request will be shown.

]L{C]BO Inbound Scheduling

January 29, 2011 CONTACT US HELP LOG OFF
0 Alertis)

New Appointment Search and Modify Appointment Request

\

search / Modify PO Murnber

Bulletin Board

My Profile Request Number
Change P. d
User Profile Appointrent Mumber Appointrment Date >_

User Search

O vendor @ Carrier Destination DC
User: ‘ Flease Select ... v|
Alan Michaels
Carrier Reguest Status

[Please Select ... v SEARCH y %

PO # Req;est Dest DC Appt # Appt Date Wendar Carrier | Buyer Status
33355322 1710 Durham Retail Service Centre -QA%\L"\';NE Carrier | PO3 Unsehedlzd
33355323 1713 Durharn Retail Service Centre -Q'A%‘UN;NE Carrier | PO3 Unscheduled
33552949 1823 Durham Retail Service Centre [ 18233389 ii;;gb—ZDll 'I(;};%\L"VSNE Carrier | PO3 Scheduled
éggéZQSD 1814 Durham Retail Service Centre -g;%t‘\gNE Carrier | PO3 Unscheduled
33352952 1813 Durham Retail Service Centre -Q'A%‘UN;NE Carrier | PO3 Unscheduled
33552953 181z Durham Retail Service Centre | 18123383 Sg;;gb—ZDll 'I(;};%\L"VSNE Carrier | PO3 Scheduled
ég§é2954 1611 Durharn Retail Service Centre | 18113376 ig:;gb-zﬂll -g;%t‘v;NE Carrier |P03 | Scheduled

PO Number
Enter the specific Purchase Order using the correct PO# format - 3 digit
warehouse prefix and a string of 8 digits representing a PO (e.g., 102-00012345).

Request Number
Enter the appointment request number assigned by the system.

Appointment Number
Enter the booked appointment number.

Appointment Date
Enter a booked date to display all appointment requests for that date.

o v
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3 SEARCH AND/OR MODIFY APPOINTMENTS SCREEN FEATURES

Carrier/Vendor
Select the name from the drop-down list to display all POs assigned to an
Appointment Request for that Carrier/Supplier.

Request Status: Under the Request Status search criteria there are a number of
options from the drop down menu. By choosing one of them the search results
will show those Purchase Orders that match the criteria (i.e. if the user clicks
Unscheduled, then the list will only be of POs that have had an appointment
request created and that are unscheduled).

Search and Modify Appointment Request

PO Murmber

Request Mumber

Appointment Mumber Appointment Date
i

O wendor @ Carrier Destination DC

Please Select .., v
Request Status
Please Select ... |
Appointments Cancelled Dest DC Appt # Appt Date Yandor Carrier | Buy
Scheduled
Arrived
Delivery In Progress Purharn Retail Service Centre E—AEEDINE Carrier | PO3
Cancelled By WwebPQ
102- : . THE WIME .
no075aes |1?13 Durham Retail Service Centre SROLP Carrier |PO3

0 Unscheduled: The appointment request has not been booked (assigned
an appointment date and time).

o0 Appointments cancelled: The appointment request was booked but was
then cancelled. The appointment request is still active and available to be
rebooked.

0 Scheduled: The appointment request has been booked.

o Arrived: The single stop appointment request has arrived at the service
center or a multi stop appointment request has arrived at the final
retail service center.

o Delivery in Progress: The multi stop appointment request has arrived at the
first service center but not the final service center.

o Cancelled by Web-PO: The appointment request has been cancelled by
the following changes in WEB PO: receiving service center, arrival date,
Carrier/Supplier or if all POs on the appointment request are cancelled.
Active POs must be assigned to a new appointment request.
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3 SEARCH AND/OR MODIFY APPOINTMENTS SCREEN FEATURES

Once a user is satisfied with the search criteria entered into the fields click
Search.

If the results of the search do not return what was intended, e.g. PO(s), perhaps
the PO(s) was never assigned to an appointment request. Go to the New
Appointment screen to set-up the request before booking the delivery of the

PO(s).
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SEARCH AND/OR MODIFY APPOINTMENTS
SEARCH FOR A SPECIFIC APPOINTMENT REQUEST

Step 1
Click Search / Modify from the left-side menu. The screen will default to the
open requests for the user signed on.

Step 2
If users want to further refine the list of requests that has been returned, enter
information into one or more of the filters and click Search.

If entering a PO Number then no other search criteria is needed.

Click anywhere on the line item to open the Modify Appointment Request
screen.

}Lq: ]B() Inbound Scheduling
January 29, 20 COMNTACT US  HELP  LOG OFF
0 Alert{s)
New Appointment Search and Modify Appointment Request
Search f Modify PO Number
Bulletin Board
My Profile Request Murnber
Change P d
User Profile Appointrment Murnber Appointrnent Date
User Search N
O wendor @ Carrier Destination DC
User: |Please Select ... v
Alan Michaels
Carrier
SEARCH 3
PO # Req;est DestDC Appt # Appt Date Wendar Carrier | Buyer| Status
10z- . . THE WINE
0075z 1710 Curharn Retail Service Centre EREE Carrier | P03 Unscheduled
10z- . . THE WIME
o0075aEE 1713 Curharn Retail Service Centre GROLP Carrier | P03 Unscheduled
102- : ; 22-Feb-2011 | THE WINE
} 0082949 1823 Durharn Retail Service Centre | 18233399 14:30 GROUP Carrier | P03 Scheduled
10z- . . THE WIME
pooazasg 1814 Curharn Retail Service Centre SROUP Carrier | PO3 Unscheduled
10z- . . THE WINE
pooazass 1813 Curharn Retail Service Centre EREUE Carrier | P03 Unscheduled
10z- : ; 22-Feb-2011 | THE WINE
nongzass 1812 Curharn Retail Service Centre | 18123333 0g:00 GROLIP Carrier | P03 Scheduled
102- : ; 22-Feb-2011 | THE WINE
o0052954 1811 Curharn Retail Service Centre | 18113376 10:00 ERGILE Carrier | P03 Scheduled
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SEARCH AND/OR MODIFY APPOINTMENTS
MODIFY AN APPOINTMENT REQUEST

The screen refreshes displaying the Modify Appointment Request screen.

LCBO

New Appointment
Search f Modify
Bulletin Board
My Profile
Change Password
User Profile
Users

User Search

User:
Alan Michaels
Carrier

Inbound Scheduling

January 29, 2011

Modify Appointment Request

Request Mumber: 1823 Request Date: 29-Jan-2011

ACTIVITY »

Carrier: Carrier Proposed Appointment Date: 22-Feb-2011

Enter PO# | | S v [NSTRN SEARCHFORPO'S  »
Stop | Dest PO | wendor :
Sel # oe Niimber Type | SL/LL | Buyer | Category Ware Cases| Appt# |DatefTime
E;Itr:i?m 102- HE Z2:0eh
] 1 = A Donsza49 FTL LL PO3 Wines WINE 640 (16233399 2011
SareE GROUP 14:30
Centre
Total: 640
All Stops: 640
REMOVE PO S »
Other Carrier Mame:
UPDATE REQUEST » | RESCHEDULE APPTS » | CANCEL APPTS » | PRINT »

If the appointment request for the Purchase Order(s) is:

Scheduled (assigned an appointment number, booking date and time in red)

users can:

- add or remove PO(s)

- update the Other Carrier field

- reschedule to another day and time

- cancel the booked appointment request
- print the PO delivery details

Unscheduled/Cancelled:

- add POs or remove POs before booking
- update Other Carrier field

- delete the appointment request

- book an appointment

- print the PO delivery details
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3 SEARCH AND/OR MODIFY APPOINTMENTS MODIFY AN APPOINTMENT REQUEST

These options are also available within the New Appointment Request screen.
For detailed instructions, please refer to:

Add PO or Search for POs — page 26
Remove POs - page 31

Reschedule Appointments- page 35
Cancel Booked Appointments — page 39
Delete Appointment Request — page 42
Print — page 45

oghkwnPE

NOTE

To delete an appointment request Users must first cancel the
booked appointment.

Purchase Orders that were assigned to the deleted appointment
request will now be available through New Appointment Request.

If the User needs to enter Other Carrier Name:

Stop Dest PO wWendar )
Sel # oo Number Type | SLALL | Buyer| Cateqary Mama Cases| Appt & [DatefTime
E;Itr:ilam 102- IS 227l
F Sori e L K] Wines WMINE £40 | 18233399 2011
ErIce GROUP 14:30
Centre
Total: 640
All Stops: 640
REMOVE PCF S »

Other Carrier Mame:
}I |

UPDATE REQUEST » | RESCHEDULE APFTS  » | CANCEL APPTS » | PRINT b

Type in name and click Update Request.

o “
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3 SEARCH AND/OR MODIFY APPOINTMENTS
MODIFY AN APPOINTMENT REQUEST — OTHER CARRIER NAME

The screen refreshes and the Appointment has been successfully saved. Click OK.

Appointment Request has been saved successfully!

The Modify Appointment Request screen displays showing the new Carrier
name.

Maodify Appointment Request

Request Mumber; 1823 Request Date: 29-1an-2011
Carrier: Carrier Proposed Appointment Date: 22-Feb-2011
Enter PO# o] SEARCH FOR PO’ 5

£40| 18233399 Please Select ..,

REMOVE PCr 8

Cther Carrier Mame:

’ |Smith Carrier

UPDATE REQUEST RESCHEDULE APPTS  » | GANGEL APPTS PRINT v
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4
ALERTS

Introduction

Alerts are sent to the user to notify or remind them of action that has or has not
been taken. You will only view Alerts specific to your user profile. All Alerts are
sent by email and displayed within the portal. The Alert screen is accessed by
clicking on the Alerts hyperlink found at the top right-hand corner on every
screen. The system records the user ID of the person closing the alert.

Description

Supplier

Action To Be Taken

been changed

Appointment cancelled by LCBO A Appointment to be rebooked by SupplierCarrier
Appaintment cancelled by YVendar Appointment to be rebooked by Supplier
Appointment cancelled by Carrier A Appaintment to be rebooked by Carrier
Appointment changed by LCBD A Feview and ensure compliance

Appointment rescheduled by LCBO A Feview and ensure compliance

Appaintment rescheduled by Yendor Carrier to review and ensure compliance
Appaintment rescheduled by Carrier A Supplier to review and ensure compliance
Yendar ar carmier has not vet scheduled an

appointment for PO that has an upcoming A Book appaintment far PO

expected delivery date.

Appointment has been cancelled because

Requested Delivery Date on the PO has been k4 Rebook appaintment per PO changes
changed

Appaintment has been cancelled because a . :

S i A Ma further action required

Appointment has been cancelled because . . .

i1 it 8.0 s B changed A Mew Carrier/Supplier to book appointrment
Appaintment has been cancelled because : : : :

DG e warehties D PO y CarrierfSupplier to book appaintment into new

RSC

LCBO or Wendor has setup an appaintment

Review and ensure compliance

L£5§0
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4
ALERTS

Screen Features

Screen Features

When users first access the Alerts screen, Open Alerts are displayed.

Inbound Scheduling

July 13, 2010 CONTACTUS HELP LOG OFF
5 Alertis)
Alerts

ri @ open Oclosed Oall

sopcitmert cancoed by | 2032010 102, ooy |Duham sevons! | e wine orovp [ carrier
sppcimert cancelled by |02 32010 162, - |pos | Curhemseoions! | e wine oroup [ carier
sgpcirtmert cancaled by 0232010 {102 oo |ourham Bevonsl | e wine omove | carier
Aopaitment roscheduied by 1202010102, ooy |Burham nesionsl | e wine oroup [ carrer
(st popoimmentbooked by 1232010 {102, |pos | Burhem Redions! | e wine Groue [ carrier

[ cLosE ALERT » |

Users can select filters to display Open, Closed or All Alerts.
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4 Alerts SCREEN FEATURES

Alert Worksheet Header:

Alerts

Filter: @ open O Clased O all

Subject Date/Time Nuﬁn%er BLyer Dest Do wendor Carrier Closed
Subject
Describes the Alert Type
Date/Time

Shows the date/time of the alert; recent alerts appear at the top

PO Number
PO number associated with the alert

Buyer
LCBO assigned Buyer Code

Dest DC
The Retall Service Centre where the PO is being delivered

Vendor
Name of the Supplier involved in the delivery

Carrier
Name of the Supplier and Carrier involved in the delivery

Closed
Shows closed Alert(s)

Click on any column header to sort the Alerts according to that column first in

ascending order then in descending order.

! a INBOUND MANAGEMENT SYSTEM
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4

ALERTS
VIEW ALERTS

Step 1
To view Alerts click the word Alert(s) on any screen. Alert(s) is found in the top
right hand corner of all screens.

}Lf ]B() Inbound Scheduling
February 03, 20 CONTACT US  HELP LOG OFF
2 Alertis)
New Appointment Alerts
Search f Modify .
Filter: @Open O closed O all
Bulletin Board
My Profile Subject Date,/Time PO Murmber |Buyer Dest Do wWandor Carrier | Closed
Change Password Appointrent booked by 31-Jan-2011 102- pog | Durham Retail Service THE WINE Carrier
User Profile LCEO. 16:10 00082952 Centre GROUP
Appointment changed by 01-Feb-2011 10z- Durham Retail Service THE WINE .
D LCBO, 09:58 00044330 POS | Centre GROUP Carrier
User Search 102- THE WINE .
00082957 Fog GROUP Carrier
User: 10z- THE WINE :
Alan Michaels 00082959 Fo3 GROUP Carrier
Carrier
CLOSE ALERT ,
Terms & Conditions E@BIZW

The Alerts screen displays all the alerts in the records worksheet.

Only Open Alerts will be displayed.

Step 2

Double click any where on an Alert line item and a pop-window appears
showing the Alert Details.
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4 ALERTS

VIEW ALERTS

| L ] |} | - |} | | | -]

appt Desk Filker Page

Alert Details

Appointrment changed by LCBO,

Appointment Request: 1828

Appointment Mumber: 18283409

vendor: THE WINE GROUP
Carrier: Carrier
Retail Service Centre: Durham Retail Service Centre

| PO Murnber: | Buyer Code:

P03
P03
P03

102-000443350
102-00082957
102-00052959

<

SRR = o 55

Date: 01-Feb-2011
Time: 09:55:00 AM
User: Alan Michaels

AlertDetail aspx talertid=2447 4

VIEW REQUEST * | CLOSE ALERT

|

Users can click View Reqguest to make the required changes (if necessary) to the
appointment request as indicated in the Alert Details or you can click Close

Alert to be return to the Alerts screen.
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4 ALERTS

VIEW ALERTS

When View Request is clicked, the Modify Appointment Request screen is

displayed.

Inbound Scheduling

February 03, 2011

Modify Appeintment Request

Request Mumber: 1828

Carrier: Carrier Proposed Appointment Date: 22-Feb-2011

Request Date: 01-Feb-2011

Enter PO# : | |

SEARCH FORPO'S

Curham
Retail 102-
U Service | 00044330 ik L POE
Centre
102-
O oooszasy |FTL L |PO3
102-
0 opogzogg [LTL (L [PO3

Cther Carrier Mame:

Wifines

Wines

Wines

DELETE REQWEST UPDATE REQUEST BOOK APFTS

THE
WINE
GROUP

THE
WINE
GROUP

THE
WINME
GROUP

640

Users can then take the necessary action, e.qg., reschedule or cancel the
appointment, add or remove Purchase Order(s), as indicated in the Alert.

The following chart (page 70) provides a description of the alerts, which alerts
are emailed to the Carrier/Supplier or both, and action required to be taken.

g i INBOUND MANAGEMENT SYSTEM
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4 ALERTS

ALERTS CHART

Description

Supplier

Action To Be Taken

been changed

Appointment cancelled by LCED A Appointment to be rebooked by SupplierCarrier
Appointment cancelled by Yendor Appointment to be rebooked by Supplier
Appaintment cancelled by Carrier A Apnointment to be rebooked by Carrier
Appointment changed by LCBD A Feview and ensure compliance

Appointment rescheduled by LCBOD A Feview and ensure compliance

Appointment rescheduled by Yendar Carrier to review and ensure compliance
Appointment rescheduled by Carrier k4 supplier to review and ensure compliance
endar ar carrier has not vet scheduled an

appointment for PO that has an upcoming A Book appaintment far PO

expected delivery date.

Appaintment has been cancelled because

Requested Delivery Date on the PO has been k4 Febook appaintment per PO changes
changed

Appaintment has been cancelled because a . :

B i A Mo further action required

Appointment has been cancelled because . . _

Gl SaieF on'a PO has baian shianged A Mew Carrier/Zupplier to baok appaintment
Appaintment has been cancelled because : : : :

{hE D b roeiheig worsoiisk b B0 has y CarrierfSupplier to book appaintment into new

RSC

LCBO or Yendor has setup an appointment

Feview and ensure compliance

INBOUND MANAGEMENT SYSTEM
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4 ALERTS

CLOSE ALERTS

Alerts can also be closed from the Alert Screen. When the user opens the Alert
page and, if after reviewing the Alert, determines that no action is required the
Alert can be closed.

Step 1

Highlight the Alert by clicking anywhere on the line item.

Step 2

Then click Close Alert button at the bottom of the Alert list.

LCBO

Inbound Scheduling

COMTACTUS  HELP  LOG OFF
2 Alert(s)
New Appointment Alerts
Search f Modify
Filter: @Open O clased O oall
Bulletin Board
My Profile Subject Date,/ Time PO Mumber |Buyer Dest Dc wWendor Carrier | Closed
Change Password Appointrent booked by 31-Jan-z011 102- poz | Durham Retail service THE WINE Carrier
User Profile LCBO, 16:10 00082952 Centre GROLP
Appointment changed by 01-Feb-2011 10z2- Durham Retail Service THE WINE e
Users } LCEO, 09:58 oooa4zan | P2 | Centre GROUP Carrier
User Search
10z- THE WIMNE n
00052957 PES GROUP G
User: 102- THE WINE :
Alan Michaels po0szasa FO3 GROUP Carrier
Carrier
CLOSE ALERT »
Terms & Conditions E@BIZW

The Alert screen refreshes showing only the open Alerts.

]L(T]BO Inbound Scheduling
February 03, 2011 CONTACT US  HELP  LOG OFF
1 Alert(s)
New Appointment Alerts
search f Modify
Filter: & apen O Clased O all
Bulletin Board
My Profile Subject Date/Time PO Humber |Buyer Dest Do wendor Carrier | Closed
Change Password Appointment booked by 31-Jan-2011 102z- PO3 Durham Retail Service THE WIME @
User Profile LCRO. 16:10 00062952 Centre GROUP
Users
TTy— CLOSE ALERT »
User:
Alan Michaels
Carrier
Terms & Conditions L'@BIZ‘
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5

MY PROFILE
CHANGE PASSWORD

Carrier/Supplier users may change their own password and/or update their own
personal and contact information by accessing these items located in the left
hand menu at any time and from any screen.

LCBO
—

New Appointment
Search / Modify
Bulletin Board
My Profile
Change Password
User Profile

Users

User Search

NOTE

Password is case sensitive and must be between 6 to 8 characters in
length and contain at least one numeric and one alpha character.

Step 1 Click Change Password.

]L(: ]BO Inbound Scheduling

February 03, 2011 COMNTACT US HELP LOG OFF
1 Alertis)

New Appointment Change Password

Search f Modify old Password  *
Bulletin Board
My Profile Mew Password  *
Change Password
User Profile Confirm Password  #

Users

User Search * Indicates a mandatory field

User: SAVE r
Alan Michaels
Carrier
Terms & Conditions E@BIZW
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5 MY PROFILE

CHANGE PASSWORD

Step 2

Enter Old Password.

Step 3

Enter New Password. Enter it again in the Confirm Password box.

LCBO

New Appointment
Search f Modify
Bulletin Board
My Profile
Change Password
User Profile
Users

User Search

Inbound Scheduling

February 03, 2011

CONTACT US  HELP  LOG OFF
1 Alert{s)

Change Password

Old Password  *
Mew Password  *

Confirm Password  *

* Indicates a mandatory field

User:
Alan Michaels
Carrier
o e —
Terms & Conditions L@"BEL‘Z_-
Step 4

Click Save. A pop-up screen will verify that the password has been changed.

Click OK.

Passward has been changed suceassfully,

OK

Lﬁﬂ
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5

MY PROFILE
USER PROFILE

Users may change/update their personal profile information.

Step 1
Click User Profile from the main menu. The User Record screen appears.
}Lf ]BO Inbound Scheduling
February 03, 2011 COMNTACT US  HELP  LOG OFF
1 Alert(s)
New Appointment User RECOI’(l
Search f Modify
Organization Type:  * Organization: ¥
Bulletin Board
Fiep (il First Marme: * Middle Marme:
Change Password |Alan | |
User Profile Last Mame: * E-rnail: *
Users |Michae|s | |alan.michaels@carrier.com
User Search Telephone: Fax:
[416-123-a567 |
User:
Alan Michaels Group: *
Carrier
Language: * Active:
* Indicates a rmandatory field
Terms & Conditions L'@Brlz-|
Step 2
Edit:

= First Name

= Middle Name

= Last Name

=  Email address

= Telephone number
= Fax number

Step 3

Click Save once edits have been made. Or, click Cancel and the information
entered will be cleared from the fields.

LEBO 74
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5 MY PROFILE USER PROFILE

Step 4

Once saved, a pop-up screen verifies that the account changes have been
applied.

Click OK.

User Record has been successfully updated

1LEBo &
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6

USERS ADMINISTRATION
ADMINISTRATIVE PERMISSIONS

Users with Administrator permissions have the ability to search for and edit
existing user Information. Administrator permissions should be granted to those
individuals who will manage the various administrative functions within the
Inbound Scheduling system. The Users function is found on the left hand side of
the screen menu.

Functions available under Users include:

= Set up new users

= Change permissions

= Search and view all existing users
= Reset a user’s password

= Activate and deactivate users

= Delete users

LCBO
I

New Appointment
Search f Modify
Bulletin Board
My Profile
Change Password
User Profile
Users

User Search

User:
Alan Michaels
Carrier
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6

USERS ADMINISTRATION
SETTING UP A NEW USER

To register a new user the Administrator must assign either Administrative or User

permissions.

Step 1

Click on User Search from the left-hand menu.

Step 2

Click New User at the bottom of the screen. A blank User Record screen

appears.

LCBO

New Appointment
Search f Modify
Bulletin Board
My Profile
Change Password
User Profile
Users

User Search

User:
Alan Michaels
Carrier

Inbound Scheduling

February 03, 2011

User Search - List

Organization Type:  *
Carrier

Organization:

Group:
Flease Select ... w

First Mame: Last Marne:
MName Login ID Group Active

Alan Michaels alan.michaels@carrier.com [ Carrieradmin
Carrier One carrierl@carrier.com Carrieradmin
Joe Doe johndoe@carrier.com Carrier User
QL-Testl Testerl | nielsen@glogitek .com Carrier User
Robert Little carrier2@lcho.com Carrieradmin
Zally Jones carrier3@lcho.com Carrieradmin
Sarm Srmith carrierl@lcho.com Carrier User

NEW USER v

* Indicates a mandatory field

COMNTACT US

HELP

LOG OFF
1 Alert(s)

L£§§O
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6 USERS ADMINISTRATION SETTING UP A NEW USER

Step 3
y . . . * .
Enter the new user’s information. Mandatory fields are noted with an *asterisk.
}Lf ]B() Inbound Scheduling
February 03, 2011 CONTACT US  HELP LOG OFF
1 alertis)
New Appointment User Record
Search f Modify
Organization Type:  * Organization: *
Bulletin Board Carrier
g7 (ARelilla First Narme: * Middle Mame:
Change Password | |
User Profile Last Marne:  * E-mail: *
Users | | |
User Search Telephone: Fax:
User:
Fassword:  * Confirm Password:  *
Language: * Active:
0
* Indicates a mandatory field
Sie »
Terms & Conditions L'@Blzh|

Select desired Group from the drop-down menu on the screen (either Admin or
User).

Select the Active check box.

NOTE

If you manage multiple carrier/supplier LCBO #’s then you need to
have a separate email address for each carrier/supplier LCBO#, as
your email address is your user id.

LEBO 78
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6 USERS ADMINISTRATION

SETTING UP A NEW USER

LCBO

MNew Appointment
Search f Modify

Bulletin Board

Inbound Scheduling

February 03, 2011

User Record

Crganization Type:  * Crganization: ¥

Carrier w
My Profile First Mame; * Middle Mame:
Change Password [Michael | |jonathan
User Profile Last Mame: * E-rail: *
Users |F'.||en | |michae|.a|len@|cl:u:u.u:u:um
User Search Telephone: Fax:
|[416-123-5555 | |
User:
Alan Michaels Grnup. *
Carrier |Carrler User V|
Password: ¥ Confirm Password;  *
|.'."". | |.'.".'.
Language: * Active:
|Eng|ish v|
* Indicates a mandatory field
| CANCEL ’
Terms & Conditions
Step 4
Click Save to retain entered information.
79
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6 USERS ADMINISTRATION SETTING UP A NEW USER

Step 5
The User Record screen refreshes indicating that the User Record has been
successfully updated. Click OK.

User Record has been successfully updated

NOTE

The Cancel button allows the Administrator to abandon any
changes to the User Record. Once clicked, it returns the
Administrator to the User Search List screen.

1LEBo %0
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6 USERS ADMINISTRATION

SETTING UP A NEW USER

The New User is displayed within the records field of the User Search — List screen.

LCBO

New Appointment
Search f Modify
Bulletin Board
My Profile
Change Password
User Profile
Users

User Search

User:
Alan Michaels
Carrier

>

Inbound Scheduling

User Search - List

Crganization Type:
Carrier

Crganization:

#*

Group:
Please Select ... |»

First Marne:

Last Mame:

SEARCH

ame

Laogin ID

Group

Active

&lan Michaels
Carrier One

Joe Doe

Michael Allen
JL-Testl Testerl
Robert Little
Sally Jones

Sam Smith

alan.michaels@carrier.com
carrierl@carrier.com
johndoe@carrier.com
rmichael.allen@lcbo,corm
nielsen@glogitek.com
carrier2@lcho.com
carrier3@lcho.com

carrierl@lcho.com

CarrierAdrmin
Carrierfdrin
Carrier User
Carrier User
Carrier User
CarrierAdrmin
Carrieradmin

Carrier User

NEW UISER »

* Indicates a mandatary field
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6

USERS ADMINISTRATION
USER SEARCH

Administrators can use search filters to find users to update their profile(s).

Step 1
The User Search Screen will appear with list of Users and search criteria.

IL f B O Inbound Scheduling

February 03, 2011

New Appointment User Search - List

Search f Modify

Qrganization Type:  *
Bulletin Board Carrier
My Profile Qrganization:

Change Password

User Profile Sroup;
Please Select ... &

Users
First Mame: Last Wame:

User Search | | | |
User: SEARCH »
Alan Michaels
Carrier Mame Lagin ID Group Aitive

Alan Michaels alan.michaels@carrier.com | Carrieradmmin
Carrier Qne carrierl@carrier.com Carrieradmin
Joe Doe johndoe®@carrier.com Carrier User
Michael allen rmichael.allen@lcbo.corm Carrier User
QL-Testl Testerl | nielsen@glogitek.com Carrier User
Robert Little carrierz@lcho,com Carrieradmin
Zally Jones carrier3@lcho.com Carrieradmin
Sam srmith carrierl@lcho.com Carrier User

NEW LISER *

* Indicates a rmandatory field
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6 USERS ADMINISTRATION USER SEARCH

Enter search criteria to narrow down the list.

For example: Enter the First or Last Name or part of the name in the boxes on
the User Search - List screen.

For example, entering “Sa” in the First Name box could find users with the
following names: Sally Jones, Sam Smith, etc. — a list of records containing some
combination of the letters originally entered.

Once the Administrator has found the User they can double-click on the User
line to open their profile.

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

Step 2

Click within the particular user field to edit it. Mandatory fields are noted with an
*asterisk. A checkmark in the Active box means the user is active; no
checkmark means the user is inactive. An administrator can use this field to
revoke or re-instate a user on the system.

Click Save.

Inbound Scheduling

February 03, 2011

User Record
Organization Type:  * Organization: ¥

First Marne: * Middle Marme:
|Sa|ly |

Last Marmne: * E-rnail: *
|J0nes | |carrier3@|cbo.com

Telephone: Fax:

Group:  *
Fassword: Confirm Password:

Language: * Active:
Enalish v

* Indicates a mandatory field

T [canceL 7] [prEe .
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6 USERS ADMINISTRATION

USER SEARCH

Step 3
Click OK on the confirmation pop-up box.

User Record has been successfully updated

The User — Search List screen will display.

Inbound Scheduling

User Search - List

COrganization Type:  *
Carrier e

Qrganization:

-
Sroup:
Flease Select ... W
First Marme: Last Mame:

Alan Michaels alan.michaels@carrier.com
Carrier One carrierli@carrier.com

Joe Doe johndoe@carrier.com
Michael allen rnichael.allen@lcho.com

QL-Testl Testerl | nielsen@glogitek.com

Robert Little carrierZ@lcho.com
Sally Jones carrier3@|cho.com
Sam Srmith carrierl@lcho.com

Carrieradmin
Carrieradmin
Carrier User
Carrier User
Carrier User
Carrieradmin
Carrieradmin

Carrier User

&L & RE & s E

* Indicates a mandatory field
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6 USERS ADMINISTRATION USER SEARCH

All mandatory fields must be filled in or the record will not be able to be saved.

The Administrator may also:

Click the Cancel button to abandon any changes to the User Record.
Once clicked, the User — Search List screen will show.

NOTE
A checkmark in the Active box means the user is active; no
checkmark means the user is inactive. An administrator can use this

field to revoke or re-instate a user on the system.

Administrators can also delete users.
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6

USERS ADMINISTRATION
DELETE USER

Click on the Delete button to remove the user from the User Record screen. A
pop-up box will appear requiring confirmation that the User Record is to be
deleted.

Are yvou sure you want to delete this user?

If the Administration clicks Yes — A pop-up window appears stating that the User
record has been successfully deleted.

1LEBo 8
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6 USERS ADMINISTRATION

DELETE USER

This user record has been successfully deleted

The User Record screen refreshes with the list of current Users.

User Search - List

Oraganization Type: *

Organization:

Group:
Please Select .., Lg

First Marme: Last Mame:

Alan Michaels alan.michaels@carrier.com | Carrieradmin
Carrigr Ong carrisrl@carrier.com Carrigradmin
Michael allzn michael allen@lcbo.com Carrier User
QL-Testl Testerl | nielsen@qlogitek.cam Carrier User
Raobert Little carrier2@lcho,com Carrier&dmin
Sally Jones carrier3@lcho.com Carrieradmin| ||
Sam Smith carrierl@lcho.com Carrier User

* Indicates a mandatory field
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