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INTRODUCTION

This user manual is a reference tool for licensees that provides a general overview of the ordering
and receiving process and the features that are available on LCBO’s Grocery Management
System (GMS) — Wholesale Customer portal.

PROCESS OVERVIEW

Below are the key action items that a licensee is required to do for every order:

o @ee

GETTING STARTED
Access to Grocery Management System (GMS)

To place an order for eligible beverage alcohol products with the LCBO, licensed convenience
stores, grocery stores and Wine Boutiques require access to GMS. To gain access to GMS you
must have completed wholesale customer onboarding with the LCBO. It is the licensee’s
responsibility to ensure user information is kept current.

GMS User Types

Grocery Management System (GMS) allows for three (3) types of users:

Corporate level (Head Office): This level enables the user to manage all licensed stores and all
banners at the corporate level and view and download the eligible product catalogue. The user
has multi store access to create and view purchase order transactions, receive order notifications,
and enter receipt details. If requested, this user can view and download invoices from the GMS
portal.

Banner level: This level enables the user to manage all licensed stores under the banner and view
and download the eligible product catalogue. This user has multi store access to create and view
purchase order transactions, receive order notifications, and enter receipt details. If requested, this
user can view and download invoices from the GMS portal.



Store Location level: This level enables the user to manage a single licensed store and view and
download the eligible product catalogue. This user has single store access to create and view
purchase order transactions, receive order notifications, and enter receipt details. This user type
does not have access to invoices.

99,

Corporate Users
(optional)

@ Bill-To 1 Bill-To 2

Banner Users

@ Ship-To 1| |Ship-To 2 | |Ship-To 3 Ship-To 4 | |Ship-To 5

Location Users

Usernames and Passwords

Following licensing by the Alcohol & Gaming Commission of Ontario (AGCO) and completion of the
LCBO’s onboarding steps usernames and passwords are emailed to each user by Tangentia.
Existing Corporate and Banner users automatically inherit access to newly licensed stores.

Technical support (i.e., password reset) is available by contacting Tangentia’s Help Desk at 1-888-
826-4334 or Icbohelp@tangentia.com.



mailto:lcbohelp@tangentia.com

LOGON TO GMS

To access LCBO’s online order management system, GMS, open your web browser and type in
the following URL: https://Icbo.tangentiacommerce.com/ on the address line, then click enter.

This will take to you the following en:

LCBO

Welcome to LCBO GMS (Grocery
Management System)

SIGN IN AS A WHOLESALE CUSTOMER
SIGN IN AS VENDOR

SIGN IN AS LCBO WHOLESALE

1) Login by selecting sign in as a wholesale customer and then enter your username and
password.

.LCBO

Wholesale Customer Login

Not a customer? Rewm to previous page

Username (Required)

Password (Required) @

SIGN IN



https://lcbo.tangentiacommerce.com/
Nive Samuel
Update screenshot "Sign in as a Wholesaler"


2) At this time, you will be asked to select the store licensee location to view the eligible
product catalogue for and/or to place an order for. The store licensee location is the 30000
series LCBO assigned store number (i.e., 30002). If the store you want to place an order for

is on the screen click, Continue Shopping. To get a list of all stores, click on the drop-
down menu.

Select the store to order for and click, Continue Shopping. GMS automatically configures
ordering for eligible products to the stores’ license type.

3) Once you have successfully logged in the screen below will appear.

I (1]3 () Quick Order My Account 2 4 Sign Out ‘ wn

quﬂ H Cider | Wine \wwnload CataJogue:SeIect ol S ‘Search

Welcome to GMS

L Al




ELIGIBLE PRODUCT CATALOGUE

A list of eligible products is available by download in GMS. This will assist licensed store operators in
planning assortments, populating internal systems, and planning shelf space. All product attributes
are available in the download including but not limited to size volume, UPC, SCC, supplying source,
producer size, wholesale unit price and wholesale price per case.

1) To download the product catalogue for your license type (i.e., Full, Grocery, Convenience,
Wine Boutique or Colocated with Wine Boutique), select the license and click. You can
download the entire catalogue and filter and sort based on needs. A CSV file will appear in
the top right-hand corner of the screen or the downloads folder. To open, click on the icon.

Boer ‘ Cider ‘ Wine ‘Dawn\oad Catalogue [All v Shattoll Scarch

Welcome to GMS

—yr -

[MSkU#  SHORT DE UNIT VOLISELLING U ALCOHOL UNITS PER CONTAINIUPC PRODUCEIAGENT N/ PRODUCEI VOA FLAG QUALITY £ COUNTRY SINGLE CC WHOLESA WHOLESA CONTAINE PRODUCINLEAD TIME SUPPLYINIORDER SP SCC WAREHOUWAREHOU CASES PEF CASE LEN CASE_WIL CASE HEIGC)
20000018  Heineken 1980 mL 4 5% 6 BOTTLE  02830000C HEINEKEN MOLSON (Large N N N N 63.24 15.81 0.6 Netherlan7Days  LCBO 1400728900 12 6 2 37 25 25

EJ0000729  Blue Nun 750 mL 12 9.50% 1BOTILE 707596001 H. SICHEL TRAJECTO Large N N N Y 12936 1078 0.2 Germany 7Days  LCBO 1 50707596C 15 4 60 33 24 34

0000828 Folonari Y750 mL 12 12.50% 1BOTTLE 800016063 FOLONAR PHILIPPE [Large N N N \3 173.04 1442 0.2 Italy 7Days  LCBO 1 18000160€ 15 4 60 31 11 31
0000943  Mouton C 750 mL 12 14% 1BOTTLE 872448002 BARON PFCHARTON Large N N N \ 192.00  16.00 0.2 France  7Days  LCBO 1 20878448C 15 4 60 32 25 32
Mo001107  Bud Light 473 mL 2 4% 1 CAN 00620675 LABATT BFLABATTBfLarge N N N N 6288 2.62 0.1Canada 7Days  TBS 278 800620675 10 12 120 40.2 268 7.5
0001545 > (V) Pino 750 mL 1 13% 1BOTTLE  88186040C FLAT ROCI FLAT ROCI Small A Y Y A 269.64 2247 0.2 Canada 7Days  LCBO 1208818604 14 4 36 36 28 32
Mo001578  >(V)Twisti 750 mL 12 11% 1BOTTLE  88186020C FLATROCIFLATROCISmall Y \ \ \3 194.16 1618 0.2Canada 7Days  LCBO 1 208818602 15 4 60 33 5 34
0001743  Ruffino Ck750 mL 12 12.50% 1BOTTLE  80016601C RUFFINO {ARTERRA 'Large N N N \ 181.68  15.14 0.2 Italy 7Days  LCBO 1 180016601 1 4 “ 37 29 31
[ 0001826  Spumante 750 mL 12 7% 1BOTTLE 063657001 ARTERRA 'ARTERRA 'Large N N \ \ 12936 1078 0.2 Canada 7Days  LCBO 1 10063657C 12 4 8 34 2 33
10002527  Mouton C 750 mL 12 13% 1BOTTLE  87844800ZBARON PECHARTONLarge N N N \3 18108 15.09 0.2 France  7Days  LCBO 1 208784480 15 4 60 32 P11 32
P3 0002840 Lakeport F473 mL 24 5% 1CAN 774337226 LABATT BFLABATT Bf Large N N N N 5424 226 0.1Canada 7Days TBS 278 104000000 10 8 80 40 27 16
£ 0002881  Pisse-Dru 750 mL 12 12% 1BOTTLE 304007251 NOEMIE VCHURCHILLarge N N N \3 186.60  15.55 0.2France  7Days  LCBO 1 304007251 14 4 56 35 26 31
£30004606 Vodka Mu1080 mL 6 5% 4 BOTTLE 94144539 INDEPENC GLAZER'S |Large N N N N 86.70 14.45 0.4 New Zeal:7Days  LCBO 1194144538 12 6 2 36 2 23
£ 0004705 20 Bees C1750 mL 12 12.50% 1BOTTLE  874537002DIAMONCTRAJECTOLarge Y \ \ \3 "s0sa 257 0.2Canada 7Days  LCBO 1 10874537C 15 4 60 32 2 33
[#0005280 Vodka Mu 1080 mL 6 5% 4 BOTTLE 941445397 INDEPENLC GLAZER'S Large N N N N 86.70 14.45 0.4 New Zeal:7Days  LCBO 1194144538 12 6 2 36 25 23
10005322 Aveleda v 750 mL 12 9.50% 1BOTTLE  560109621SOCIEDACPHILIPPE [Large N N N \ 4076 1173 0.2 Portugal 7Days  LCBO 1 756010962 15 4 60 32 5 34

2) Once the license type is configured, the hierarchy is visible for you to search and filter on
various categories and attributes for beer, cider, RTD and/or wine. For example, click on the
Beer button, then select the type of beer by category.


Nive Samuel
Update screenshot

Nive Samuel
Basic price columns P&Q changed 

Nive Samuel
Updated


Quick Order My Account 1 4 Sign Out

Download Catalogue Search i Search

CRAFT BEER
MAINSTREAM
BEER
PREMIUM
BEER

COOLERS &
GOCKTAILS,

Then filter by category region (i.e., Local Ontario, Domestic) for a list of beer products.

L C B 0 Quick Order My Account 1 Sign Out

‘ Beer Cider H Wine RTD | Download Catalogue |Select v| Search | Search Q

€57 \ CRAFT BEER

B Category CRAFT BEER
ROChL YD (e8] PRODUCTS: ( 1-120f1,130 ) SORT BY ITEMS PER PAGE
S(1-12004, . " -
DOMESTIC (80) . 2 || 95 Relovanca v = E =|

IMPORT - INTERNATIONAL (42)

IMPORT - USA (10)

B Filter by
© Brand

711000 ISLANDS BREWERY INC. (4)
[/ ABBOT ALE (1)

ABE ERB/1907142 ONT INC (2)

I ACE HILL BEER COMPANY (6) Greal Lakes Canuck Pale Mill Street Original Waterloo Premium Amber Hop City Barking Squirrel Nickel Brook Head Stock Steam Whistle Premium
Ale Organic Lager 473ml 473m| Lager West Coast-Style Ipa Pilsner 6 Pk-C
"/ ALL OR NOTHING BREWHOUSE (4)
$70.56 $39.00 §70.56 §78.00 $81.36 §64.84
AMBER BREWERY (1)
AMSTERDAM (13)



By clicking on a product’s image, an item screen will appear. Below is an example. On this screen
you have access to all the product attributes and a picture of the item. The product attributes that
are available on this page are included in the product catalogue download.

The unit cost of the item is referred to as the ‘wholesale unit price’ and this is the unit cost visible to
all licensees. g wholesale unit price includes the discount and container deposit and tax, while
the wholesale-case price is calculated by multiplying the wholesale unit price by the number of units

per case.

er | oo | [_wine | [ R0 | Downions Catstoge (St Search a

Great Lakes Canuck Pale Ale
ws

case oy 2¢

Wholssals Uit Price 5294 Whalssals s10.5
Total Case Qty Ordersd (1) Total Selling Units Ordered  [2]  Totsl  Price 57056 ]

‘Add to Current Order
A ot



Nive Samuel
Review

Nive Samuel
Mention how discount is applied?


There is a number of tabs on the screen for each product that provide details on item information,
pricing, and operations attributes. It is important to take note of the supplying source on the
operational tab. This confirms who is going to supply the product to you: the LCBO, The Beer Store
(TBS) or an Ontario manufacturer.

LCBO

l Beer Cider H Wine H RTD ‘Down\oad Catalogue | Select v

Home % Beer \ Great Lakes Canuck Pale Ale

Great Lakes Canuck Pale Ale
LCBO#: 0242545

Selling Units per Case Qty: 24
Units per Pack: 1

Wholesale Unit Price 52.94 Wholesale Case Price $70.56

Total Case Gty Ordered 1] Total Selling Units Ordered Total Price 57066

Add to Current Order

| Add to Requisition List |

‘—-—-—‘#’

Item Publication Info Pricing History Operational Info

* UPC. 625640226728

+ Lead Time: 14 Days

+ Region: Csnsda

+ Supply Source: GREAT LAKES BREWING CO. INC.
« Container Deposit: $0.10
+ SCC: 0625640226725
» Whs Ti: 10

+ Whs Hi: T

+ Cases per Pallet 70

s Case Length: 20 cm

* Case Width: 27 cm

+ Case Height: 17 cm

+ Case Weight: 11.8 kg

10



CREATING ORDERS

There are a few options available when creating an order:

¢ Search Function
e Quick Order
¢ Requisition Lists

Search Function

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

C B O Quick Order | My Account 1| Sign Out ‘ wid ‘
I = 4

I Cider ‘ RID |Download Catalogue (Select ] Search | [rEmeker] ] a|

SUGGESTED PRODUCTS.

Welcome to GMS

=

heineken 6 pk tc+
- P_0302810

@ heineken Tiomi o
P_0B%8508

@ heincken lager 500ml +
Pﬂ337949

@R heineken lager 6 pico +
?_0000018

heineken lager 6x330 ¢ +
P_0071126

2) By clicking on the product, the item page opens, and you can type in the quantity of cases
you want to order. Order in case quantities, (i.e., 10 cases). Be sure to review the number of
selling units per case. For example, 1 case = 4 selling units;10 cases = 40 selling units

I CBO Quick Order | MyAccount | 3 Sign Out Iuﬂl

ch J [ vane ] [ =10 ] bourions cotaagae Search [ seercn |

Home \ Heneken 6 Pk Tcx

Heineken 6 Pk Tc+

LCBO#: 0202510
Seling Units per Case ty: 4
Units per Pack &

Wholesale Unit Price §18.51  Wholesale Gase Price §74.04

Wotal Selling Units Ordered Total Price [5740 40

[ Astwrsmstonts |

Item Publication Info Pricing History Operational Info

11



3) To add this item to your order, click Add to Current Order. You will receive confirmation that
this item has successfully been added to your current order.

LCBO

Heineken 6 Pk Tc+

Home

Heineken 6 Pk Tc+
L6BO#: 0302610

Seling Units per Case Qty: 4

Units per Pack: 6

Quick Order | My Account | Elly Balun | Sign Out

This item has been successfully Gddee

Search | Search

LCBO#: 0302810
aty: 10
Price: §740.40

Go to Current Order

Wholesale Unit Price §18.51  Wholesale Case Price §74.04
Total Case Qty Ordered Total Selling Units Ordered Total Price [5740.40

Add to Current Order

Item Publication Info

4) Continue to add items to your order until it is complete. Then click on Go to Current

Order to see a preview of all your items.

LCBO

| Beer || cider |[ wine || RTD |Downioad Catalogue [Select S

Current Order

Remove All Items

S0 G040
Cutwater Tequila Margarita $82.08 $164.16

LCBO#: 0031298
Seling Untts per Case Qiy: 24
Wove 1o Requisition List

x Remove

Quick Order | My Account | 1 | Sign Out

Search | Search

[ Continue Shopping |

Order Total: $904.56

Check Out

Total includes HST and Gontainer deposit

12



Quick Order

1) Quick order allows for fast ordering and is accessed by clicking on Quick Order at the top
right of the screen.

I CBO Quick Order )My Account 1. Sign Out ‘ ‘

[ Beer || cider || wine || R7D | Download Catalogue Select B o | al

Welcome to GMS

—— T ~— = L — — IE R R e——

2) The user can type in the product name or LCBO item number and a list of products will appear.
This is more efficient than separately pulling up the full item screen for each product.

I CBO Quick Order | MyAccount | g .| Signout “

[ Beer | [ ciger | [ wine |[ R7D | Download Catalogue [Select -] Search | Search a|

Quick Order

Order online from any of our catalogs. Simply enter the SKU number from
the catalog and the quantity for items to be added to this order

3) Click on the item you wish to order and enter in the quantity in cases you want to order. To
add this item to your order, click Order. You will receive confirmation that the item has been
successfully added to your current order. Continue to add items to your order until it is
complete. There is a maximum of twelve (12) items per quick order.

I C B O Quick Order | My Account | 2 EllyBalun | Sign Out

H Cider H Win H RTD | Download Catalogue [Select - Search | Search

Quick Order

Order online fro catalogs. Simply enter the SKU number from
the Hg v the q nyf r items to be added to this order.

SKU [e}

IINNNNN RN

4) When you click on the shopping cart in the top right-hand corner, you see a preview of your
order. Click on Go to Current Order to view your entire order.



Quick Order My Account 1 4 Sign Out ’P

F

ltems in your current order: Close &

Heineken 6 Pk Tc+
03202810

. Case Qty 10 £740.40

— Cutwater Tequila Margarita

Eé’;ﬁ 0021298
af" Case Oty 2 5164.15
Subtotal for 12 item(s) $904.56

14



Requisition Lists

A Requisition List functions like a wish list. You can create in advance and save a list of items that
are frequently ordered. This is the most efficient way to order items. Requisition lists can be saved
and recalled at the time of ordering. Multiple requisition lists can be created to satisfy ordering
requirements.

1) To access Requisition Lists, click on My Account at the top right of the screen. This will
open a new page, click on Requisition Lists on the left-hand side of the screen. To create a
list, click Create List. Type in the name of the list (i.e., sparkling wines) and click Save.

| Create List |

Create a new requisition list:

‘ sparkling wines |

‘Shared v‘

| Save |

| Cancel |

2) To add items to the newly saved Requisition List, click on the name of the Requisition List.
Type in the product name or LCBO item number and the quantity in cases. Click Add to add
the item to the list and repeat to add additional items. You will receive confirmation that
selected item has been added to the confirmation list.

sparkling wines
Created by

Last updated January 4, 2021
Shared list

[ EditList |
‘ sparkling ‘ ‘ Case Qty | \
0015267 Yellowglen Pink Sparkling Case Quantity Manufacturer Actions
0418657 Lily Sparkling Wine Vga
0341347 Fresh Sparkling Rose Vaga
0486458 Joiy White Sparkling
0536565 Lily Sparkling Rose Vga
0441162 Fresh Ideas Sparkling Riesling Vga®

15



3) By clicking on the button in the Action column, you can add an item to a current order, add the
entire list to a current order or remove an item from the list. You can update quantities at any
time by entering a new quantity in the Case Quantity column.

Actions

Add item to current

order

Add List To Current

Order

Remove item

4) To add the Requisition list to your order, click Add List to Current Order. This will take
you to order preview screen.

Current Order

[ Remove All ltems ]

Product

CUTWATTE

TEQUILA
HARGARITL

ksl

Heineken & Pk Tc+

LCBO#: 0302810

Selling Units per Case Qty: 4
Move to Requisition List

¥ Remove

Cutwater Tequila Margarita
LCBO#: 00312838
Selling Units per Case Qty: 24

| Move to Regquisition List

® Remove

Total includes HST and Container deposit

Wholesale Case Price Case Qty Total

574.04 5740.40

582.08 5164.16
Order Total: $904.56

Check Out

| Continue Shopping |

16



CHECKING OUT - CREDIT CARD CUSTOMERS

After you have finished creating your order, you are ready to check out. At this time, you can
revise quantities, remove an item, or add an item by clicking on Continue Shopping.

1) When you are ready to check out, click on Check Out.

2) Upon selecting the check out, the following message will appear: Are you sure you want to
Check Out? Please verify that your order is complete and there are no changes required to
your order before Checking Out. If there are no changes to the order, click OK.

3) Enter your Purchase Order Number in the blank field and select Next. The following special
characters are not permitted in the purchase order field: “"\/*:<>|()#; %

I Quick Order | My Account | g | Sign Out
B r— Search [ Seach a

CurrentOrder | Shipping & Billing Method | Order Summary

B
300 MAIN STREET
KINGSVILLE Ontario

Order Total: $904.56

Billing Information
Purchase order number: [TESTORDER|

4) The order summary will appear, with the purchase order number and shipping address. To
confirm, click, Order and the order is submitted to the LCBO.

17



I JC I ] O Quick Order
/ -
sl

Bawr Cades Wine RTD |Dewnload Catalogue | Select - Sgarch

Qrder Summary
Shippeng Information

Shipging Address:

JUERS sy LAST

Ovder Total: §473.36

Bdling Indormation

* Purchase order sumber. TESTORDER!

5) Once Order is clicked, a screen to complete the order using your credit card will appear- Visa,
MasterCard and Amex are accepted options for payment. It is important to know that Billing Address
Information must match the name, address, city and postal code that is associated with the credit card
being used.

18



PAYMENT INFORMATION

$62.88 CAD

VISA -
ar V] [

01 - 2024 - Card

BILLING ADDRESS INFORMATION

Ontario - Canada -

Submit payment

Visa, Mastercard and Amex are accepted

6) When completed the form should look similar to the below image, ensuring that the name, address line 1

and postal code match the billing information associated with the credit card.

19



PAYMENT INFORMATION

$62.88 CAD
VISA .
John Smith
1000 2345 6000 7890
01 v 2024 * 123

BILLING ADDRESS INFORMATION

John Smith
johnsmith@outlook.com 647-123-1234
100 Queens Quay East
Toronto MS5E 0C7 I
Ontario - Canada -

Submit payment

Visa, Mastercard and Amex are accepted

7) The order confirmation will appear, and you can Print this confirmation and/or all items on the
order by clicking on +Show Order Items.

20



Quick \ly Account g EllyBalun , | Sign Out

Thank you for your order!

Purchase Order TESTORDER1
Order date: July 24, 2024

Search Q

Shipping Information

Shipping Address:
S094-3

Elly Balun

300 WAIN STREET
KINGSVILLE Ontario
Canada N9Y359

@recnmmnd you print this page

Order Total: $904.56

21



CHECKING OUT - TERM CUSTOMERS

After you have finished creating your order, you are ready to check out. At this time, you can
revise quantities, remove an item, or add an item by clicking on Continue Shopping.

8) When you are ready to check out, click on Check Out.

9) Upon selecting the check out, the following message will appear: Are you sure you want to
Check Out? Please verify that your order is complete and there are no changes required to
your order before Checking Out. If there are no changes to the order, click OK.

10)Enter your Purchase Order Number in the blank field and select Next. The following special
characters are not permitted in the purchase order field: “"\/*:<>|()#; %

| CBO ko W s Seon
ca 0.]

CurrentOrder | Shipping & Billing Method | Order Summary

Search | Search

Shipping Information

Elly Bakn

300 MAIN STREET
KINGSVILLE Ontario
Canada N9Y358

Order Total: $904.56

11)The order summary will appear, with the purchase order number and shipping address. To
confirm, click, Order and the order is submitted to the LCBO.

22



LCBO

Beer || Cow || Wine || RTD Dewnload Catalogue | Select .

t0rder | Gapgng § DlngMemod | Qrder Gummary

Shipgng |nformation

Shigping Addess!

0001

0 QUELKS QUkY EAST
{nlire

Canads WELOCT

BB

B Show Order lbems

Biling Infarmation

* Purchasd bider sumber. TESTORDERT

Quick Ordar My Account g Sign Out

Search

Order Todal: $421.38

12)The order confirmation will appear, and you can Print this confirmation and/or all items on the

order by clicking on +Show Order Items.

L.CBO

l Beer l C\der Wme H RTD ‘Duwnlnad Cat a\ngue

Thank you for your order!

Purchase Order TESTORDERT
Order date: July 24, 2024

Shipping Information
Shipping Address:
5094-3

Elly Balun

300 WAIN STREET
KINGSVILLE Ontario
Canada N9Y35%

* Show Order ems

W recommend you print this page

Quick wrer | My Account g EllyBalun , | Sign Out

Search

Search

| Continue Shapping |

Order Total: §904.56

23



ORDER STATUS

There is functionality in GMS to assist you in tracking orders and is accessed by going to My
Account.

1) By clicking on My Orders History, a summary of all orders appears. The order
history screen summarizes all orders placed and allows for searching and filtering
based on set criteria.

LCBO

Gider Wine

My Orders

Order History

e My Account

Filter By
® None O Purchase Order Number Date Range

© SETTINGS
Address Book
Please be advised that only the most recent 150 orders are displayed
© ORDERS
Requisition Lists Show
My Orders History 10 -
Other Order History
entries
Order Extract
Purchase Order Order Date ., Order Details Status Total Price
© Invoice
Invoice Summary Testorders January 5, 2021 Details QOrder Submitted $868 50‘_Re-0rder |

Invoice Details View Status

2) By clicking on Details, you can see a list of all items on the order. You can reorder a
previously placed order by clicking on Re-Order.

My Orders

Order History

Filter By

® None O Purchase Order Number O Date Range
Please be advised that only the most recent 150 orders are displayed

_Show _
10 v
entries '

Purchase Order Order Date . Order Details Status Total Price

Testorders January 5, 2021 Order Submitted $868.80|' 7R970rder |
View Status : )

24



3) Order status is accessed by clicking on View Status. A list of items, supplying source and the
number of cases ordered appears.

Purchase Order Order Date Order Details Status Total Price

Testorder5 January 5, 2021 Details Order Submitted $865.80,  Re-Order \
View Status
Deemed

Testorder5 Supplying Source ‘.f Orders Available Preliminary Delivery Date Estimated Delivery Date Shipped Qty Received Date Received Recin Aclionm

Labatt Blue =
TBS e o | | | \ | [o | | |& | | |

SKU : 0696468

4) Once the supplying source has acknowledged receipt of the order, the number of cases
available to ship and preliminary delivery date populates.

Testorder5 January 5, 2021 Details PO Acknowledged $868.80[ Re-Order |
View Status ) )

Estimated Shipped Received Deemed Action

Supplying 5 Preliminary P
Testorder5 Source ’a Orders /Available iy B el B aty Date Received Recain E
Labatt Blue l:l
SKU TBS 20 [07-Jan-2021] \ | [0 | — 7
0696468

5) Approximately twenty-four (24) hours prior to shipping, the number of cases shipped, and the
estimated delivery dates appear as per supplying source confirmations.

Testorder5 January 5, 2021 Details Order shipped $868 SGI Re-Order
View Status

Received Boctived Deemed Action
Date Receipt s

i —

Estimated Delivery Shipped
Date Qty

Preliminary Delivery

Orders Available Date

Supplying Source
Testorder5 HL

Labatt Blue
SKU BS [20 | [20 | [07-Jan-2021_ |

0696468

[07-Jan-2021

25



ORDER DECLINE

Supplying sources decline to fill purchase orders for a variety of reasons including, but not limited
to, inventory availability, location of store and ordered quantity. When a supplying source declines
to fulfill an order, GMS will populate the purchase order with zero ‘0’ cases acknowledged and
shipped and update order status to Approval denied. The store licensee should not expect
delivery of a declined order. However, receipts can be entered if the vendor delivers the order in
error.

If the order contains one supplying source and the order is declined, the then status will display
“Approval denied”.

Testorder3d January 5, 2021 Details Approval denied 5434 40‘ Re-Order |
View Status ;
Supplying - Preliminary Delivery Estimated Delivery Shipped Received : Deemed Action

Testorder3 soire B Orders Available Date Date aty Date Received Receipt [
Labatt Blue l:l
SKU 8BS o7 | | | | T H L 1L
0696468

NOTIFY

If the order contains several supplying sources, and only some items are declined, the order
status displayed is that of the most recent line item. As below, Amsterdam is declined, but TBS is
received; order status ‘Order Received’ is displayed. The boxes for declined order Amsterdam
are greyed out between Orders to Shipped QTY. The Available and Shipped Quantity are
defaulted to zero ‘0'.

Testorder4 January 6, 2021 Details Order Received $1,070 40
View Status | Re-Order |
. = Preliminary Estimated Shipped Received . Deemed Action
== crderd ST SR Bl Orders Available Delivery Date Delivery Date Qty Date HScSLied Receipt .;_xf
Labatt Blue
SKU TBS [10 | [10 | [06-Jan-2021 [07Jan-2021 | [1D | ]
0696468
Amsterdam
Blonde AMSTERDAM BREWING ]
SKU COMPANY o ][0 | | | | [0 | LT ]
0617647
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ENTERING RECEIPTS

Receipts are due to the LCBO by noon every Tuesday for orders received during the previous
week (Sunday to Saturday). Licensees can record receipts online directly in GMS.

1) To enter receipts directly into GMS, go to My Account and click on My Orders History.

I C B O Quick Order | My Account | 1 Nive Store20001 , | Sign Out ‘ . ‘ml

| Beer H Cider H Wine H RTD | Download Catalogue [Select Search | Search a|

Home \ ly Account | Order History

ity Orders
B My Account ok

© SETTINGS Order History
Address Book Filter By

®None O Purchase Order Number © Date Range
© ORDERS

Please be advised that only the most recent 100 orders are displayed
Requisition Lists

My Orders History Show
Other Order History

Oedar Futract

2) Search for the purchase order and click on View Status. To record a receipt, enter the date the
item was received, and the number of cases received for each ordered item. Click Notify to
submit. If an item was not included in the delivery, enter zero ‘0’ receipts. Do not leave the item

blank.

@ DateTimep.. | = | B =

® aboutblank
Testorders January 5, 2021 Details Order shipped $568.80[ Re-Order

<2021 =| View Status

Danuary 2021
o N - . . _ _
I:"i T —— pply & OrdorsIPAvailable Pr_ellmmary E§llmated Shipped Received Recolved Deem.ed Action
Bl i 2 H Source Delivery Date Delivery Date Qty Date Receipt -

[80)[ 11 [ 12] 13][14][15] 18] {

|22 18] 10] 20| 21][22] 22 Eabaltblue

[24][25] 25 22 [ 25 25] 20 SKU TBS [20 | [20 | [07-Jan2021 | [07Jan2021 | |20 ] = 1
0696465

3) After clicking Notify, GMS will display a confirmation screen, click OK to confirm the received
quantities.

Ichob2b

You wont be able to edit the quantity in future for specified items. Are
you sure the guantities you received are correct?

Cancel
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4) The order status will update to order received.
Order History

Filter By

® None O Purchase Order Number O Date Range

Please be advised that only the most recent 150 orders are displayed

Show _
10 v
entries
Purchase Order Order Date . Order Details Status Total Price
Testorders January 5, 2021 Details Order Received $868.80|'W'|
View Status -
INVOICING

Invoices will be made available to authorized users in GMS for self-service viewing and
download.

When new invoices are available, an email naotification will be sent to the emails provided at the time
of wholesale customer onboarding. To access invoices, authorized users can sign into the secure
GMS account and select My Account in the top right corner.

In the left navigation there are two options:

1) Invoice Summary

A listing of all invoices by date will be available for download in one batch. Regular weekly
invoices and adjusting invoices are available for download. This includes invoices for all stores the

user has access to view.

LCBO

‘ Beer | Cider H Wine H RTD ‘Du\ﬂload Catalog ue\‘

Home ' My Account

& My Account My A
© SETTINGS Welcon
Address Book This is

Recen!
@ ORDERS

Filter
® Non

Requisition Lists
My Orders History
Other Order History Pleast

Order Exiract No ord

View a

@ Invoice
Invoice Summary

Invoice Details

Type Description

INV Weekly invoices to the Licensee
ADJ Adjusting invoices for the Licensee
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To download invoices, select the Download option beside the set of invoices.
Invoice Summary

Show

Search: |
i Y
entries
YYY\[’]-:;;-DD v Type Count Download
2021-01-04 ADJ 1 \ Download |
2021-01-01 INV 5 \ Download |

Once download is selected, the file will be available to open and will include all invoices for the
selected date:

MName

Type Compressed size Password ... Size Ratio Date modified

20210101 _T2INV_C#15725_5#5410_I2GMS-841762-0001_P24842777677_A2601 89 Adobe Acrobat Document 8KB No 9KB 10% 05/01/2021 10:00 AM
20210101 _T#INV_C#15725_5#5410_J#GMS-842120-0001_P#4842797199_A#692137  Adobe Acrobat Document 19KB No 2AKB 13% 05/01/2021 10:00 AM
20210101 T2INV_C#15725_5#5410_12GMS-843383-0001_P24842861672_A%162.50 Adobe Acrobat Document 6KB No TKB 12% 05/01/2021 10:00 AM
20210101 _T#INV_C#15725_5#5410_1#GMS-844389-0001_P#4842916666_A#316 86 Adobe Acrobat Document 7KB No 7KB 1% 05/01/2021 10:00 AM
20210101_T#INV_C#15725_S#5410_[#GMS-845007-0001_P#4842916667_A#75.79 Adobe Acrobat Document 6KB No TKB 12% 05/01/2021 10:00 AM

2) Invoice Details

Invoices are individually listed by invoice number and grocer purchase order (PO). Regular weekly
invoices and adjusting invoices are available for download. A search bar is available, and invoices
may be searched by attributes including Invoice Number, PO number, amount, and store number.

To search invoices, type details into the Search field located on the right:

Invoice Details

Show

Search: |
[0 N
entries
Date Customer Ship to .
YYYY-MM.DD Type Number Number Invoice Number P.O. Number Amount Download
2021-01-04 ADJ 15725 5410 GMSA-842440-01 4842814970 ($9.66) |  Download |
2021-01-01 INV 15725 5410 GMS-841762-0001 4842777677 560189 | Download |

Invoices may be individually downloaded by selecting the Download option beside the invoice.
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ORDER MANAGEMENT

Additional functions available in the grocer portal include:
1) My Order History

The My Order History shows all orders placed by the user. Functionality using the up and down
arrows next to the column headers allows for the user to sort and view by Purchase Order, Order
Date, Status and Total Price.

My Orders

Order History

Filter By
® None O Purchase Order Number O Date Range

Please be advised that only the most recent 150 orders are displayed

Show

10 ¥

entries i

Purchase Order Order Date _ Order Details Status Total Price

Testorder4 January 6, 2021 Details PO Acknowledged $1,070.40[ Re Order |
View Status

Testorder2 January 5, 2021 Details Order Submitted $568.80[ Re Order |
View Status '

2) Other Order History

The Other Order History shows all orders placed for a licensed store. Functionality using the up
and down arrows next to the column headers allows for the user to sort and view by Purchase
Order, Placed By, Order Date, Status and Total Price.
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Other Orders

Order History

Filter By
@® None O Purchase Order Number O Date Range © User Logon O Store

Please be advised that only the most recent 150 orders are displayed

Show

entries

Purchase Order Placed by . Order Date Order Details Status Total Price

AODA27-3 5750-1/5750 November 27, 2020 Details PO Acknowledged $1,106.18
View Status

AODAZNO12 57320-1/5750 November 12, 2020 Details Order Received 52,569 96

View Status
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3) Order Extract

The Order Extract is designed to allow store licensees access to information in GMS in a
format that can be used for operational purposes. This raw data dump is available on demand
and is downloadable in CSV format to be sorted by the user. Data is available at the line-item
level and can be filtered by date and store number. The extract is accessible through My
Account and by selecting Order Extract.

B My Account

© SETTINGS

Address Book

& ORDERS
Requisition Lists
My Orders History

Other Order History

Order Extract

@ Invoice
Invoice Summary

Invoice Detalls
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HELPDESK & SUPPORT CONTACT INFORMATION

Technical Support Assistance
LCBO GMS Helpdesk
1-888-826-4334
Icbohelp@tangentia.com

Inquiries regarding administration, invoicing, reports and form submissions
LCBO Grocery & Convenience
groceryandconvenience@lcbo.com

MTangentia

LCBO Grocery Management System (GMS) is powered by:

Y licloud

eCommerce by |

tcloud.tangentia.com

Y lgateway

tgateway.tangentia.com
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