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1 Overview

At the LCBO customand employeesafety remains at the forefront of everything we do./ . PR a
Alert is a portal developkto expeditiouslynotify LCBQetail dores andwholesalebusinesgartners
including Agency, Duty Free, Grocery and Wine Boutique operathes) a defected product($jas
beenidentified. QA Alertprovides detailedinstructionsto Grocery and Wineditique operatorson
how to handle the defected product(&)r full compliance

QA Alert is designed to integrate LCBO product recall requirements into grocery and wine boutique
operators internal systems for an efficiesnhd streamlined process. Grocery and Wine Boutique head
offices are responsible for reporting on bédhaf their corporately owned stores and distribution
centres. Owners of franchisee locations are responsible for reporting for their own stores unless
corporate franchisor has expressly assumed responsibility for franchisee locations.

2 PortalPrerequige

Below are the requirements in order to use the QA Alert portal.

Component \ Minimum requirement

Hardware PC or Laptop running Window OS 7 or higher
IPad

Supported Browser Internet Explorer 11 or higher
Chrome

Network Access
Network speeds

Ability to reachhttps://mylcbo.lcbo.com/vpn/index.html
Download speeds: > 8 Mbps

Upload speeds: > 3.5 Mbps

LCBO user id and password | The followingnformation is required in order to obtain the LCBO
which will be provided by user id and password.

LCBO IT Service Desk 1 A valid email address

9 Assigned LCBO customer id

=A =4 =8 |8 -4 -8 -9

Note:

Upon receiving the id and password, please gbttp://sos.lcbo.comto createa SOS pifde so you can
change your password. Please refer to the Remote Password BeseGuidgrovided byGrocery
Operations. A copy of thisser guide is available on the Grocery Operations website at
www.lcbowholesaleoperations.com



https://mylcbo.lcbo.com/vpn/index.html
http://sos.lcbo.com/
http://www.lcbowholesaleoperations.com/

3 High LeveProces®Overview

The schematic below illustrates the macro QA Alert process flow

High Level Process Flow

LCBO creates
a QA Alert,
and the alert
is sent via
email

LCBO monitors the submitted responses
and contacts our business partners if
responses are not submitted within a

specific timeframe.

QA Team

Go to QA Alert Portal
to submit response and
to enter the quantity of

the affected product

that will be sent back
to LCBO

Read and follow
instructions outlined
in the email

Agency Stores, Grocery, Duty Free

Figurel - High Level Process Overview



4 Responding to an LCBO QA Aketep by Step

1. Upon receivingain LCBO QA Alert emdib)low the specificinstructionsasoutlined in the email

Below is a sample snapshot of the ensaiht to grocery and wine boutiqueead offices and
grocery franchisee locations.

5] (GO 2
I MESSAGE

LCBO Product Recall CRITICAL - CLASS 1 Alert: QA1129 - Message (HTML)

T @ -
A~ v 3 F B Y :
Fxignore (2} T2 Mecting RSG Support (3 To Manager V. EiRules [@ |I |> 3 thrind O\
o Delete Reply Reply F -)d = Team Email + Done M 5B OneNote Mok Cat Follow | Transiat [ Related - B
- ete  Reply Reply Forward [ - > . ove ~_ ark Categorize Follow Translate ‘oom
_ aglunk Al @ More (@ Reply & Delete  # Create New - EPactions™  ypread - Up~ - 3 Select~
Delete Respond Quick Steps [ Move Tags 3 Editing Zoom
Tue 6/13/2017 8:25 AM
PILOT.Product.Recall@Icbo.com [Do Not Reply] <PILOT.Product.Recall@Icbo.com>
LCBO Product Recall CRITICAL - CLASS 1 Alert: QA1129
To QAAlertGroceryQi, QAAlertAdming/
@ 1t there are prablems with how this message is displayed, click here ta view it in a web browser.
Alert #: 1129
Alert Date: 6/13/2017 5:24:- M
Alert Type: CRITICAL - CLASS 1
Affected Products:
Product Name Product ID Image Lot#, Vintage or Date Code. Action Reason
1t b
lsvrRnoFF voDKa 8o ttem #: 67
[gem/lcho/aroduct=/000067.15 |y limmediately remove from sale lQuality Tssue
Size: 750mI lupe: 775103000260 faicricontent/rend tons/casd
Step 1: ACKNOWLEDGE ALERT (within 3 hours)
1. Communicate this Alert; Instruct stores to implement recall procedures including:
o Remove all products identified in the recall notice from the customer/warehouse area

o Secure & Isolate affected product. Re-pack, seal and store the product in  secure location where staff and customers cannot access it
o Manitor daily for on order / on transit quantities ta be checked, isolated and reported on receipt

Acknowledge this recall within 3 hours of receipt of this message on the LCBO QA Recall Portal https //mylcho.lebo.com/citrix/storewel
Initiate the collection of affected inventory information for each location

) If your store(s) do NOT have any affected inventory, you MUST report zero inventory on hand on the LCBO QA Recall Portal https:
£) 1 your storc(s) have affeciad inventary prepare to report quaniies to LCBO wihin 3 days of receipt of fhis message on the LCBO QA R

Step 2: REPORT AFFECTED INVENTORY (within 3 days of the Alert)

Go to the LCBO QA Recall Portal at https://mylcho.lcbo.com/citrix/storeweb and enter the number of units of affected product(s) to be returned to the LCBO by lacation. This must be completed within 3 business days. The Recall website will be accessible for 2 weeks after the
recall alert to allow you to update inventory information should the quantity to be returned change
Instruct stores to carefully follow the instructions below in order to receive credit for the inventory returned:
1. Access the LCBO QA Product Recall Form at htt bi
2. Print and fully complete two copies of the Product Recall Form
a1

i
nsert one copy of the Product Recall Form inside the shipping box

docs/LCB%202410%20Prod:
b. Keep one copy of the Product Recall Form for your recore

11%20Form.pdf
3. W

the LCBO assigned store number (i

+5__ ) clearly on the form AND on the outside of the box
Ensure store staff is aware of the pending pickup by the LCBO's designated courier and the location of the product to be turned over to avoid delay in credit
NOTE: This return process is specifically for QA Product Recalls ONLY. Any product shipped that is not related to this Recall notification will not be credited

i I Unable to log in to: SharePoint.

Figure2 - Sample QA Alert Email



2. Click the QA Alert URL in the QA Alert email notification or copy/paste or manually type
https://mylcbo.lcbo.com/Citrix/StoreWebin your web browserThe following screewill be
displayed.

@] https.//r Icbo.com/vpn/index ht 0O ~ & & | @ Netscaler Gateway

File Edit View Favorites Tools Help

Please log on

User name
NetScaler with
Unified Gateway Password

Figure3 - Application Login Screen Part 1


https://mylcbo.lcbo.com/Citrix/StoreWeb/

3. Enter the user name and passwadltat has beerprovidedby LCBOT Service DeskPlease
contactITSrvDsk@Icho.coifyouR 2 y Qi  KI @S  (oiwitiaanyAdiffiguRidsyou nigh2 y
experience signing on to the portalhe following screen will be displayed once the username
and password are entered.

Please only click thé [ 2 dciréed i the
screen below.

Citrix Reeiver does not need to be
Installed or downloaded

Install Citrix Receiver to access your applications

B [ agree with the

Figure4 - Application Login Screen Part 2


mailto:ITSrvDsk@lcbo.com

4, ¢KS F2ft26Ay3 &aONBSyloghokf A 40

All Categories Q search All Apps

All Apps

\9 Details

QA-Alerts_QA

Figure5 - Application Login Screen Part 3
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5. Click the QAAlerts_QA icon on the screen. TQ& Alert Response Lookup scraeii be
displayedas shown belowThis screen shows all the alerts that need to be resportidedt has
been already responded. The newest alert is always displayed at the top of the list. Alerts can be
#

edited and submitted as long as long as the edit | = is displayed.

Note: Depending on the network bandwidth,may takea little whileto displaythe screen

Refresh your browser should you receive a QA Alert email when in the portal. This will refresh
the screen and the new QA Alert will appear on the Response Lookup screen.

v ! I f SNIIa | NB 3/2(] ééljdzéyﬂi\l-f \}e@AN@st‘#&I‘&uﬁiyﬁé)Sdb 52y
next one is #52.

LC B 0 QA Alert Management Responses  Logoff Hello, RSGTests
MertCreated On: From o[ Responses:[ALL ] Clear
Alert Type: Contains SKU(s){
menw ]
£ Reload Data ] Export to Excel # of responses: 77
Respond First Submit Date Last Submit Date Alert # Alert Created On Alert Updated On Type SKUS affected
2 1129 06/1312017 0524 0611312017 08:24 CRITICAL - GLASS 1 67 SMIRNOFF VODKA
2 0610612017 11:37 0610612017 11:33 1128 06/0612017 11:34 0610612017 11:34 CRITICAL - CLASS 1 67 SMIRNOFF VODKA n
] 0610612017 10:44 0610612017 10:44 1127 0610612017 10:33 0610612017 10:33 CRITICAL - CLASS 1 67 SMIRNOFF VODKA
0610612017 14:34 0610612017 14:35 1126 0573012017 10557 0513012017 10:57 CRITICAL - CLASS 1 494310 WOLF BLASS YELLOW LABEL CHARDONNAY
0610712017 11:23 0610712017 11:24 1125 0503012017 10:47 0513012017 10:47 URGENT - CLASS 2 384015 BRICKWORKS BATCH:1904 CIDER
0610712017 11:26 06/07/2017 11:27 1124 05/30/2017 10:21 0573012017 10:21 URGENT - CLASS 2 900621 MOLSON CANADIAN 6 PK-B
121 0SA712017 11:28 05712017 11:28 CRITICAL - CLASS 1 20248 ALMOND CREAM APERA.
119 051612017 09:53 05612017 09:53 CRITICAL - CLASS 1 487132 CASILLERO DEL DIABLO RESERVA ROSE®
117 05/1512017 09:58 0511502017 09:58 CRITICAL - CLASS 1 476078 MODA. MONTEPULCIANO D'ABRUZZO DOC
1116 05M2/2017 15:01 05212017 15:01 URGENT - CLASS 2 643309 DJ TROTTERS ISLAND STRAWBERRY DAQUIRI ~
1115 0522017 10:10 08122017 11:53 CRITICAL - CLASS 1 476978 MODA MONTEPULCIANG DYABRUZZO DOC
1114 O5H1/2017 09:24 05H112017 10:46 CRITICAL - GLASS 1 476473 MGODA MONTEPULCIANG D'ABRUZZO DGGC
1113 051012017 09:48 05/1002017 09:48 CRITICAL - CLASS 1 543300 DJ TROTTERS ISLAND STRAWBERRY DAQUIRI
1112 0510912017 11:40 0510912017 11:40 CRITICAL - GLASS 1 498634 RODEG MONK
111 05/0012017 10:19 0510912017 10:19 URGENT - CLASS 2 71126 HEINEKEN LAGER 6 PKC +
1110 0510812017 12:09 0510812017 12:09 CRITICAL - CLASS 1 26229 CANADA GOLD WHISKY (P.ET).
1108 05/0512017 14:15 0510512017 14:15 URGENT - CLASS 2 3226 TEQUILA ROSE WITH GLASSES GIFT PACK™
1108 0510512017 10:08 0510512017 15:22 URGENT - CLASS 2 36562 MOJO VIBE
1106 05/0412017 09:53 05/0512017 08:49 CRITICAL - CLASS 1 432901 MACIEIRA ROYAL SPIRIT
1104 05/03/2017 09:41 0510312017 09:41 CRITICAL - CLASS 1 403221 CAPO CAPO APERITIVO ROSSO
1102 05/02/2017 09:16 05/0212017 09:16 URGENT - CLASS 2 450487 MOOSEHEAD RADLER
101 05/01/2017 11:46 0510112017 11:46 CRITICAL - CLASS 1 470007 PEYCHAUD'S APERITIVO
0510172017 11:34 05/01/2017 11:34 1099 042812017 09:58 0472812017 09:58 CRITICAL - CLASS 1 479907 PEYCHAUD'S APERITIVG
1008 0412812017 09:38 0412812017 09:38 URGENT - CLASS 2 493221 CAPO CAPO APERITIVO ROSSO
0402712017 10:27 0412712017 10:27 1097 0402712017 03:47 0412712017 10:02 CRITICAL - GLASS 1 430343 THORNBURY SPICED APPLE CIDER
1003 0412612017 12:19 0412612017 12:19 URGENT - CLASS 2 186637 PELEE ISLAND ROUGE, 485128 PELEE ISLAND BACO NOIR VOA
1091 0412612017 0958 0412612017 10:59 CRITICAL - GLASS 1 67 SMIRNOFF VVODKA, 676122 STELLA ARTOIS 6 PK-C+
1000 0412612017 0851 0412612017 08:51 CRITICAL - CLASS 1 676122 STELLA ARTOIS 6 PK-C+
1089 042512017 1556 0412512017 15:56 URGENT - CLASS 2 107235 PANAMA JACK'S SALTED CARAMEL CREAM, 157088 PANAMA JAGK'S
1088 0412512017 1453 0412512017 14:53 URGENT - CLASS 2 676122 STELLA ARTOIS 6 PK-C+
1086 04/25(2017 13:42 0412502017 13:42 URGENT - CLASS 2 18 HEINEKEN LAGER 6 PK-B +
1085 0412512017 13:42 0412512017 13:42 URGENT - CLASS 2 18 HEINEKEN LAGER 6 PK-B +
1081 04/25(2017 10:47 0412502017 10:47 CRITICAL - CLASS 1 67 SMIRNOFF VODKA
1080 0412512017 10:46 0412512017 10:46 URGENT - CLASS 2 9298 ST REMY BRANDY
1078 0412512017 09:27 0412502017 09:27 CRITICAL - CLASS 1 408485 SPOTTED COW WHITE WHEAT
1075 042412017 14:55 0412412017 14:55 URGENT - CLASS 2 91BABY DUCK v

Figure6 - QA Alert Response Lookup Screen
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6. Qick the editicor. = to submit a QA Alert Response. QA Alert Response sarddre
displayed once the edit icon is clicked as shown bet@wnfirm that yourcompany store ID(s)
and addresss correct.

Figure7 - QA Alert Response Screen
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