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Getting Started 
Before logging into the Lexmark portal, you need to download the Print Control application. This 
application only works with Windows operating system and the preferred browser is Google Chrome. 
Refer to LCBO Bintag Getting Started document. 
 

Definitions 
Master Brand List – All LCBO products  
LTO – Limited Time Offers 
Store Inventory – Operator specific products based on order history. If new products are purchased, 
you need to add the new product from the Item Library. 
SS – Super Saver 
 

In-Store Publisher Overview 
This document provides a user workflow guide for common functions within In-Store Publisher to print 
pricing labels for LCBO products.  
 

Application Help  
Basic help on functions are available from inside the application by clicking on the  icon 
at the top of the screen next to the username. 
 

 
Login 
Click on the link PPR | Lexmark to login. Once logged in you will be 
directed to the Home page.

 

 

Enter the following information: 

Username:  
5 digit store numberSM 
 

Password:  
5 digit store numberSM 
 
Example: 
UserID - 50001SM 
Password - 50001SM 

 

Click “Log In”  

 

https://convenienceoutlets.cloud.lexmark.com/LexmarkPublishingInstore/#/login
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Home 
The main navigation menu for the In-Store Publisher. Once logged in you will be on the Home Screen 
and presented with Tiles. Tiles are designed to help you navigate quickly and perform some options 
with little or no effort. 

 
The top level provides two tabs 

1. Home View – The Tiles 
2. Batches View – View to the Batches of Signs 
3. Tile Menu  

Home Tile Menu Options 
• Print All Batches – Provides a “One Click” workflow that filters and sorts all unprinted or 

partially printed batches, immediately prompts user to print all signs 
• Create Signs from Library - do not use 
• Create Signs from Template - do not use 
• All Batches – Shows users batches and sign totals and will take users to the Batches view 
• Unprinted Batches – The totals show only the number of batches not printed and total of signs 

for all those batches. Clicking on this Tile takes users to the Batches View filtered for just those 
batches and signs 

• Partially Printed Batches – The totals show only the batches that have been partially printed 
but still have signs that may need printing. Clicking this takes users to the Bathes View filtered 
for just those batches 
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Batches  
Viewing Batches 
This view provides users access to all batches for the store. You will be defaulted to All Batches but 
can select other views to narrow down. If more than one page exists, you can page through at the 
bottom right of the view 
 

 
 

The main view provides 2 distinct navigation methods allowing for: 
1. Type  
2. Print Status 
3. Filtering – Choose one or many filters to be used on a view – LTO, Store Inventory (Master 

Batch), Reg Price Change, SS (Super Sale) 
4. Sorting a view based on a column by clicking on a column header  
5. Search – Provides a search for Batch Information shown in the columns 
6. Advance Search – Provides sign search across all batches from this view  

What you typically see on this screen (screen may vary for your deployment): 
• Batch Name  
• Batch Type 
• Copies of signs in each batch  
• Starting Date  
• Expiration Date 
• Print Status – printed or unprinted 

 

 Gray Check – indicates that the batch has been fully printed  
 
Clicking on the Blue hyper Link will take you into the individual Batch view. Typically, this is the 
name but can vary for each deployment 
• To return to this screen at any time, click “Batches” tab in the grey at the top of the screen.  
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Printing Batches 
Printing Batches is the fastest way to print, by selecting one or multiple batches you can the print all 
signs in those batches. The signs will be sorted by Paper and Template to reduce waste so all signs 
that fit on the 1UP 8.5x11 Paper will grouped by the same template that use that paper then printed. 
Users will be prompted for each paper change and shown the templates that used for that print job. 
 

 
• Choose the Batches to print from the Batches View – a green box with checkmark will appear  
• Click on the Print Icon to launch the print jobs dialog – The print jobs prompts users through 

printing by prompting for the proper paper to load as well as provides the visuals for types signs 
that were sorted and that will be printed on that same paper. This view shows you the template 
size, number of items (117) and number of pages (24). If you need to change the template, 
you need to go to the Store Inventory (Master Batch), change template. All bintags are 
defaulted to 6.5’x1.75’. 
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Changing Templates 
• Any screen that allows template changes will present the user with one of these options. 

   

• By clicking on the icon or button you will be presented with the option to choose another 
template 

 

 
There are 6 template designs. 

1. 4x1 BinTag – smaller version - 20 labels per sheet 
2. 6.5x1.75 BinTag – default bintag size – 5 labels per sheet 
3. 8x5.5 Case Card – print for cases on floor – 2 per sheet 
4. 8x5.5 Case Card LTO – print for cases on floor that are on SALE – 2 per sheet 
5. 4x1 BinTag LTO – print for items that are on SALE - 20 labels per sheet 
6. 6.5x1.75 BinTag – print for items that are on SALE – 5 labels per sheet 

 

1. Filters are provided at the top to narrow down the templates you are searching for 
o Also, there is a Search (Top Right) if you know the name or description 

2. Choose the template by clicking it 
 

• Choose to Change Template once you have chosen a template 
• That new template will be used for all signs you create until you change templates or log out 
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1. Change/Choose your Printer 

a. Choose Print from this dialog to initiate the print job once paper is loaded 
2. Shows the Paper to Load and total pages 
3. Paper Prompt visual 
4. First signs using the shown template will be printed 
5. Next signs using the shown template will be printed next on this paper 
6. Shows the next Paper to load and the signs by template 
7. When signs are printed the dialog will scroll thought the list and add a green check for signs 

that have been printed 

Sign Batch View 
Viewing Signs in a Batch 
The Batch view shows all signs that are part of that batch. It provides similar ways to navigate this view 
by filtering, sorting, searching 

 

1. Filtering – Note more than one filter can be used to filter 
2. Second Filter also applied – can filter by template 
3. Clearing Filters 
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a. Clear the individual filter on the filter by clicking on - “(1) Clear” 
b. View and see all Filters above the grid 
c. Clear all filters on the far right  

• You choose all or one or more signs to print from this view 

Sign Batch View 
To delete products from your Store Inventory (Master Batch) 
• Click on the Blue Hyperlink from the Batch View will take you to the sign information and edit 

screen  
 

 
Click Delete Sign to remove the product from your Store Inventory (Master Batch) 
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Printing Signs in a Batch 
Printing Signs and Batches are basically the same functions. 

• Choose either the Batches or as shown here Signs from within a Batch 
• The example below shows the Signs selected and the Template size 

 
• Click on the Print Icon to launch the print jobs dialog – The print jobs prompts users through 

printing by prompting for the proper paper to load as well as provides the visuals for types signs 
that were sorted and that will be printed on that same paper. 

 
1. Change/Choose your Printer 
2. Shows the Paper to Load and total pages 
3. Paper Prompt visual 
4. First signs using the shown template will be printed 
5. Next signs using the shown template will be printed next on this paper 
6. Shows the next Paper to load and the signs by template 
7. When signs are printed the dialog will scroll thought the list and add a green check for signs 

that have been printed 

4x1 Bintag 

6.5x1.75 Bintag 

Case Card 
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Adding Products to the Store Inventory  
Add signs by clicking on the Add Signs Button If items need to be added or removed from the master 
batch list, this can be done by adding new items from the Master Brand List. Open the Store Inventory, 
click on ‘Add Signs’ and click on ‘Master Brand List’  

 

 

• Click on Master Brand List – this is the LCBO Master Brand list. By adding the items to your 
Store Inventory this will update the Regular Price, LTO, and SS batches if the price changes. 
The LCBO Master Brand list may contain items from The Beer Store (TBS). Use the filters on 
the left or the Search on the right to help narrow down the item(s) you are looking for. Select the 
items and click on ‘Add to Batch’ 
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1. Select the product to be added to your Store Inventory. 
2. Click on auto-assign template to change the label template 

 

 
 
  

1. Shows the name of the batch where the items will be added and 
o Sign Count as items are added 

2. The Template selected for adding items, templates can be change prior to adding items 
o See changing templates section for this functionality. 

3. Filtering 
o This includes the libraries available for item selection to create a sign/label 

4. The list of items based on the selected Library 

• Choosing items will enable the Add to Batch button, when clicked it will add those items using 
template selected and add the count to the Batch Name/Count 

 

Printing Exceptions and Replacements 
Reprinting individual signs because they have been damaged or have gone missing is very simple. 
Simply open the batch with the most recent pricing, select the item(s) to be printed and click Print 
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