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Benefits of using iSupplier 

The LCBO iSupplier Portal is a collaborative application enabling secure transactions between buyers and suppliers using 
the Internet. The LCBO iSupplier Portal allows you to view your invoices and payment information, as well as maintain 
your address and contact information by submitting that information to the LCBO for approval. 

This guide contains information required in order to use the iSupplier Portal application. It illustrates the information 
available to you, the actions you can perform in iSupplier, and how to navigate through the application to access each 
of these areas. 

System Requirements

Oracle’s iSupplier Portal is fully internet-enabled and requires no software installation on your computer. For best 
performance you will require a Microsoft operating system (at minimum Windows XP Service Pack 3), an internet 
browser of the latest version (such as Internet Explorer version 6 and above), a display with 800x600 screen resolution 
or higher, and an internet connection supporting at least 64 Kb/Sec. 

Registering for iSupplier 

All new suppliers are sent invitations to register for iSupplier via email to the email addresses provided on the Vendor 
Profile Form.  To register an existing supplier for iSupplier, complete the Vendor Information and Contact Information 
sections of the Vendor Profile Form, found in the forms section of the Doing Business with LCBO website 
AccountsPayable > Forms
Please ensure the form is signed and dated at the bottom of page 2.  Email the completed form to 
accounts.payable@lcbo.com.   

After your form is received, you will receive an invitation to register via email.  Click on the iSupplier Registration Link 
contained in the email to complete the registration process. 
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The link will open the iSupplier Registration page.  Fill in your information and click Submit. 
 

 
 
You will receive confirmation that your registration has been completed. 
 

 
 
After your registration has been completed and approved, you will receive an email containing your password. 
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Logging Into iSupplier 
 
Logging into iSupplier is a two-step process.  You must first log into the LCBO network and then into the iSupplier 
application. 
 
1) Log into the LCBO Secure Network 
 
Once you have received your password via email, go to www.lcbonet.com and enter your username and password. 
Note:  Your username is your email address.   
Realm must be set to LCBO-Realm. 

 
 
After logging into the network, you are presented with the following links. 
To access iSupplier, click on the iSupplier System link. 
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2)  Log into the iSupplier System 
 
You will be prompted for your user name and password to log into the iSupplier system. 
Note:  If you have access to multiple supplier accounts, you must enter the user name associate with each of these 
accounts.  Subsequent user names will have the supplier number in the user name, i.e. name12345@domain.com.  

 
 
You are now logged into iSupplier. 
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Navigating iSupplier 
 

Home Tab 
 
The Home tab is the main screen you are brought to when you log into iSupplier.  It contains quick links to the Invoices 
and Payments screens.  Click any link to go directly to the corresponding page. 

 
 

Admin Tab 
 
The Admin tab contains your company’s information. 
The General page shows your company name and supplier number.  If applicable, your Tax Registration Number will also 
be shown. 

 
 
Under Company Profile you can access your Address Book, Contact Directory, and Business Classifications. 

 
 
The Address Book shows your company’s current address.  You can create, remove, or update this at any time.  For 
detailed instructions, see the section on address updates. 
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The Contact Directory lists all of your company’s contacts, and those who have iSupplier user accounts.   Active contacts 
are listed in the top section and inactive contacts are listed in the bottom section when expanded.  You can create, 
remove, or update this at any time.  For detailed instructions, see the section on contact updates. 

 
 
The Business Classification page shows your company’s business classification.  You can create, remove, or update this at 
any time.  For detailed instructions, see the section on business classification updates. 

 
 
Invoices/Payments Tab 
 
The Invoices/Payments tab is where you will go to search for invoice and payment details. 
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Viewing Invoice Information 
 
To view invoice information, navigate to the View Invoices page under the Invoices/Payments tab. 

 
Invoice Search Options 
 
To search for invoices, enter information into any of the following fields (or a combination of fields) and click the Go 
button.  To narrow down your search, enter as much information in your search criteria as possible. 

- Invoice Number 
- Payment Number 
- Payment Status 
- Invoice Amount 
- Amount Due 
- Invoice Date 
- Due Date 

 
Note for product suppliers:  The invoice number is the LCBO Purchase Order number, not your commercial invoice 
number. 
Tip:  Use the wildcard character (%) to widen your search criteria.  For example, enter “12345%” to query all invoices 
beginning with 12345, or alternatively, “%12345%” to query all invoices that contain 12345. 
 
Example 1:  Search for an invoice by invoice number 
Enter the invoice number in the ‘Invoice Number’ field and click the Go button.  In this example, we are searching for 
invoice number 101-0012399. 

 
 
 



LCBO Oracle R12 iSupplier User Guide 2022 | Page 9 
 

The invoice information will be displayed. 

 
Example 2:  Search for an invoice by payment number 
Enter the LCBO payment number in the ‘Payment Number’ field and click the Go button.  In this example, we are 
searching for invoices included on payment number 668997. 

 
All invoices and deductions included on that payment will be displayed. 
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Example 3:  Search for an invoice by payment status 
You have the option to search for invoices based on their payment status:  Not Paid, Partially Paid, or Paid.  To search for 
all unpaid invoices, select ‘Not Paid’ from the drop-down menu in the ‘Payment Status’ field and click the Go button.  
This can also be used in combination with other search criteria. 

 
A list of all unpaid invoices will be displayed. 

 
 
Example 4:  Search for an invoice by amount 
To search invoices by amount, you have 4 options: 

1) Search by exact amount  enter the invoice amount in the ‘From’ and ‘To’ fields and click Go.  In this example 
we are searching for invoices in the amount of $1,000. 
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2) Search by amount range  enter an amount range in the ‘From’ and ‘To’ fields and click Go.  In this example, we 
are searching for invoices between $1,000 and $2,000. 

 
 

3) Search by amounts greater than a particular amount  enter an amount in the ‘From’ field and leave the ‘To’ 
field blank.  Click the Go button.  In this example, we are searching for all invoices over $1,000. 

 
 

4) Search by amounts less than a particular amount  leave the ‘From’ field blank and enter an amount in the ‘To’ 
field.  Click the Go button.  In this example, we are searching for all invoices less than $0.  This query will pull up 
all deductions. 
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Example 5:  Search for an invoice by date 
To search invoices by date, you have 4 options: 

1) Search by exact date  enter the invoice date in the ‘From’ and ‘To’ fields and click the Go button.  In this 
example, we are searching for invoices with an invoice date of April 1, 2013. 
Tip:  Use the calendar button to choose your date, or be careful to enter the date in the proper format (01-Apr-
2013). 

 
 

2) Search by date range  enter a date range in the ‘From’ and ‘To’ fields and click Go.  In this example, we are 
searching for invoices between March 1, 2013 and April 1, 2013. 

 
 

3) Search for invoices after a particular date  enter a date in the ‘From’ field and leave the ‘To’ field blank.  Click 
the Go button.  In this example, we are searching for all invoices with invoice dates after April 1, 2013. 
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4) Search for invoices before a particular date  leave the ‘From’ field blank and enter a date in the ‘To’ field.  Click 
the Go button.  In this example, we are searching for all invoices with invoice dates up to, and including April 1, 
2013. 

 
 
Example 6:  Search for an invoice using multiple search criteria 
To search for invoices, you can enter as little or as much search criteria as you wish.  In this example, we are searching 
for all unpaid invoices over $1,000 after April 1, 2013 that contain “123” in the invoice number. 

 
 
All invoices meeting these criteria will be displayed. 
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Example 7:  Advanced Search 
Additional advanced search options are available by clicking on the ‘Advanced Search’ button. 

 
 
This will open the Advanced Search page. 

 
 
Each search field contains a drop-down menu that can be used to narrow down your search. 
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You can also add additional search fields from the drop-down menu below by choosing a field and clicking the Add 
button. 

 
 

Viewing Invoice Details 
 
After you have searched for an invoice, you can view additional details for that invoice by clicking on the invoice number 
link. 
Note:  Additional details are provided on various fields throughout iSupplier.  Links are displayed in blue and are 
underlined. 
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Additional details for this invoice are displayed.   
- The General section contains the invoice date, supplier name, supplier site, and address. 
- The Payment Information contains the total amount of the payment (total of all invoices included on the 

payment), payment status, payment date, payment number, and payment terms. 
- The Invoice Lines tab shows a breakdown of the invoice amount, such as product, tax, and bottle deposit.  For 

product suppliers, it shows the Bill of Lading quantity, number of cases received, and the product quote. 

 
 
The Scheduled Payments tab shows the payment due date and details about the payment. 

 
 
To return to the previous page, click the ‘Return to Invoices/Payments: View Invoices’ link at the bottom of the page. 
 
If the invoice has been paid, you can also view payment details by clicking on the payment number link. 
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Details of the payment will be displayed. 

 
 

Viewing Invoices Included on a Payment 
 
To view all invoices included on a particular payment from the Invoices tab, you can either search by the payment 
number, or click on the payment number link for the invoice you have queried.  

 
 
All invoices included on that payment will be listed. 
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Exporting Invoice Information to Excel 
 
After you have searched for invoices, you can export these details into Excel by clicking on the Export button either at 
the top or bottom of the page. 
Note:  If the data extends onto multiple pages, the export will pick up all data in your search results.  You do not need to 
export each page individually. 

 
You will be prompted by Excel to either open or save the file. 

 
 
Open the file to view your results. 
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You can also export the invoice details information for a particular invoice. 
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Viewing Payment Information 
 
To view payment information, navigate to the View Payments page under Invoices/Payments tab. 

 
 

Payment Search Options 
 
To search for payments, enter information into any of the following fields (or a combination of fields) and click the Go 
button.  To narrow down your search, enter as much information in your search criteria as possible. 

- Payment Number 
- Invoice Number 
- Payment Amount 
- Payment Date 

 
Note for product suppliers:  The invoice number is the LCBO Purchase Order number, not your commercial invoice 
number. 
Tip:  Use the wildcard character (%) to widen your search criteria.  For example, enter “12345%” to query all payments 
beginning with 12345, or alternatively, enter “%12345% to query all payments containing 12345. 
 
Example 1:  Search for a payment by payment number 
Enter the payment number in the ‘Payment Number’ field and click the Go button.  In this example, we are searching for 
payment number 668997. 
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The payment information will be displayed. 

 
 
Example 2:  Search for a payment by invoice number 
Enter the invoice number in the ‘Invoice Number’ field and click the Go button.  In this example, we are searching for 
invoice number 101-0012399. 

 
 
Payment details related to the invoice will be displayed. 

 
 
Example 3:  Search for a payment by amount 
To search payments by amount, you have 4 options: 

1) Search by exact amount  enter the payment amount in the ‘From’ and ‘To’ fields and click Go.  In this example 
we are searching for payments in the amount of $117,550. 
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2) Search by amount range  enter an amount range in the ‘From’ and ‘To’ fields and click Go.  In this example, we 
are searching for payments between $100,000 and $200,000. 

 
 

3) Search by amounts greater than a particular amount  enter an amount in the ‘From’ field and leave the ‘To’ 
field blank.  Click the Go button.  In this example, we are searching for all payments over $100,000. 

 
 

4) Search by amounts less than a particular amount  leave the ‘From’ field blank and enter an amount in the ‘To’ 
field.  Click the Go button.  In this example, we are searching for all payments less than $200,000. 
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Example 4:  Search for a payment by date 
To search payments by date, you have 4 options: 

1) Search by exact date  enter the payment date in the ‘From’ and ‘To’ fields and click the Go button.  In this 
example, we are searching for payments with a payment date of May 13, 2013. 
Tip:  Use the calendar button to choose your date, or be careful to enter the date in the proper format (13-May-
2013). 

 
 

2) Search by date range  enter a date range in the ‘From’ and ‘To’ fields and click Go.  In this example, we are 
searching for payments between May 1, 2013 and May 31, 2013. 

 
 

3) Search for payments after a particular date  enter a date in the ‘From’ field and leave the ‘To’ field blank.  Click 
the Go button.  In this example, we are searching for all payments with payment dates after May 1, 2013. 
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4) Search for payments before a particular date  leave the ‘From’ field blank and enter a date in the ‘To’ field.  
Click the Go button.  In this example, we are searching for all payments with payment dates up to, and including 
May 31, 2013. 

 
 
Example 5:  Search for a payment using multiple search criteria 
To search for payments, you can enter as little or as much search criteria as you wish.  In this example, we are searching 
for all payments between $100,000 - $200,000 up to May 31, 2013 where the payment number begins with 6. 

 
 
Example 6:  Advanced Search 
Additional advanced search options are available by clicking on the ‘Advanced Search’ button. 
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This will open the Advanced Search page. 

 
 
Each search field contains a drop-down menu that can be used to narrow down your search. 

 
 
You can also add additional search fields from the drop-down menu below by choosing a field and clicking the Add 
button. 
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Viewing Payment Details 
 
After you have searched for a payment, you can view additional details for that payment by clicking on the payment 
number link. 
Note:  Additional details are provided on various fields throughout iSupplier.  Links are displayed in blue and are 
underlined. 

 
 
Additional details for this payment are displayed, including a list of invoices included on the payment. 

 
 
To return to the previous page, click the ‘Return to Invoices/Payments: View Invoices’ link at the bottom of the page. 
 

Viewing Invoices Included on a Payment 
 
To view a list of invoices and invoice details included on a payment, click on the link in the Invoice field after querying a 
payment. 
Note:  If there are multiple invoices included on the payment, the link will show “Multiple.”  If there is only one invoice 
on the payment, the link will show the invoice number. 
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A list of invoices and the invoice details for that payment will be displayed.  To drill down to view additional invoice 
details, click on an invoice number. 

 
 
Details for that invoice will be displayed. 

 
 

Viewing Netting Information 
 
Netting Payments are payments made to LCBO on your behalf. These reduce the Payables LCBO owed you and reduces 
your Receivables you owe LCBO. After you have searched for a payment, on the payment screen below, you will notice 
the “Method” column is blank when a payment is due to Netting vs “DIRECT DEPOSIT” or “WIRE” when it is a payment 
issued to you. You will also note the payment # is a smaller number. 
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Click the hyperlink in the invoice column for the netted payment. Note if the payment represents a single invoice, the 
invoice # is noted. If there are multiple invoices, “Multiple” will appear. 

 
 
 
Click the calculator to the right of “Netting Report”  

 
 
Ensure “Final Netting Report” is visible in the Template and click “Run” 

 
 
 
 



LCBO Oracle R12 iSupplier User Guide 2022 | Page 29 
 

You can view the netting report by scrolling both bars to the right  

 
 
You may export and save the report for your reference 
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The Final Netting Report provides details as to what your Receivables was applied to. 

The top section is a summary which contains the settlement date (payment date) and the total $ netted 
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The Supplier details are the Payables portion of the netted payment which show your Payables applied. 
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The Customer details are the Receivables portion of the netted payment which show your Receivables applied. 
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Exporting Payment Information to Excel 
 
After you have searched for payments, you can export these details into Excel by clicking on the Export button either at 
the top or bottom of the page. 
Note:  If the data extends onto multiple pages, the export will pick up all data in your search results.  You do not need to 
export each page individually. 

 
 
 
You will be prompted by Excel to either open or save the file. 

 
 
Open the file to view your results. 

 
 
You can also export data from the invoice details page for the payment. 
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iSupplier Maintenance 
 
You have the ability to update the following supplier information through the iSupplier system.  Your request will be sent 
to the LCBO for review and approval prior to being updated. 

- Address Information 
- Contact Information 
- Business Classification 

 

Address Updates 
 
At any time, you can create a new address, change an existing address, or remove an existing address from the iSupplier 
system.  To do so, navigate to the Admin tab and click on Address Book.  Your current address information will be 
shown. 
Note:  Address Name is for LCBO use only. 

 
 
Creating a New Address 
If your company has multiple locations, you can create additional addresses.  To create a new address, click the ‘Create’ 
button. 
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Enter the new address details and click the ‘Save’ button.  To cancel, click the ‘Cancel’ button. 
Note:  Address details must be typed in CAPITAL LETTERS. 

 
You will receive confirmation that the new address has been added to your Address Book and the new address will be 
displayed.  A notification will also be sent to the LCBO.   

 
 
If your new address is rejected by the LCBO, it will no longer appear in your Address Book. 

 
 
Updating an Existing Address 
If your address has changed, you can update the existing address in the system.  To update an existing address, click the 
‘Update’ icon for the address you wish to update. 
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The current details will be displayed.  Enter your updates and click the ‘Save’ button.  To cancel, click the ‘Cancel’ button.  
In this example, we have added ‘SUITE 1100’ to Address Line 2. 
Note:  Address details must be typed in CAPITAL LETTERS. 

 
 
You will receive confirmation that your address details have been modified and the updated address details will be 
shown.  A notification will also be sent to the LCBO.   

 
 
If your changes are rejected by the LCBO, these changes will no longer appear in your address. 

  
Removing an Existing Address 
To remove an address from your Address Book, click the ‘Remove’ button. 
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You will receive a warning message confirming that you would like to proceed with removing the address.  Click ‘Yes’ to 
continue, or ‘No’ to return. 

 
 
You will receive confirmation that your address has been removed and the address will no longer be shown.  A 
notification will also be sent to the LCBO. 

 
If your change is rejected by the LCBO, the removed address will reappear in your Address Book. 

 
 

Contact Updates 
 
At any time, you can add a new contact, change existing contact details, or remove an existing contact from the iSupplier 
system.  To do so, navigate to the Admin tab and click on Contact Directory.  A list of your current contacts will be 
shown.  Inactive contacts will be shown at the bottom of the page by expanding the section. 
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Creating a New Contact 
To add a new contact and request iSupplier access, click the ‘Create’ button. 

 
 
Enter the contact details and click the ‘Save’ button. 

 
 
You will receive confirmation that your new contact has been added.  A request will also be sent to the LCBO to grant 
iSupplier access. 

 
 
Once your request is approved by the LCBO, the new contact will have the User Account field checked.  They will also 
receive an email containing their password. 
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If your request is rejected by the LCBO, your new contact will no longer be displayed. 

 
 
Updating an Existing Contact 
To update an existing contact, click on the ‘Update’ button. 

 
 
Make the changes to the appropriate fields and click the ‘Save’ button.  To cancel, click the ‘Cancel’ button. 
Note:  If you change your email address, this will NOT change your user name.  Your user name will remain as your old 
email address.  If you would like your user name to be consistent with your email address, remove the contact 
associated with your old email address and create a new contact with the new email address details. 

 
 
You will receive confirmation that your changes have been saved and a notification will be sent to the LCBO.  The status 
will show ‘Change Pending’ until approved by the LCBO. 
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Once your changes are approved by the LCBO, the new details will be shown and the status will change to ‘Current.’ 

 
 
If your change is rejected by the LCBO, the old details will reappear and the status will change to ‘Current.’ 

 
 
Removing an Existing Contact 
You have the ability to remove contacts that are no longer with your company, or that no longer require access to 
iSupplier.  To remove an existing contact, click on the ‘Remove’ button. 

 
 
You will receive confirmation that your contact has been removed from your Contact Directory.  A notification will also 
be sent to the LCBO. 

 
 
The removed contact will now be shown in the Inactive Contacts section with a status of Pending. 
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Once your update is approved by the LCBO, the status will change to ‘Inactive’ and the user will no longer have access to 
the iSupplier system.   

 
 
If your update is rejected by the LCBO, the removed contact will reappear in your Contact Directory. 

 
 
Business Classification Updates 
 
At any time, you can update your business classification details.  To do so, navigate to the Admin tab and click on 
Business Classifications.  Your current classification(s) will be shown. 
Note:  There are 3 pages of business classifications.  
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To make changes to your business classifications, simply check or remove the appropriate classifications and click the 
‘Save’ button.  In this example, we are adding ‘Consulting Services’ and removing ‘Alcohol.’ 

 
 
You will receive confirmation that your classifications have been saved.  A notification will also be sent to the LCBO. 
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Password Changes 
 
If you are unable to log into the LCBO network, you must contact the IT Service Desk at servdesk@lcbo.com to have your 
password reset.  This will update both your network password and your iSupplier password(s). 

 
 
If you can log into the LCBO network, but cannot access the iSupplier system, you must change your password using the 
Password Change link.  This will change both your network and iSupplier passwords, as well as any additional iSupplier 
accounts associated with your email address. 

 
 
For example, if you have access to two vendor accounts: Vendor# 12345 and vendor# 67890, you will have two separate 
iSupplier user names.  The first will be your email address and the second will be your email address with the vendor 
number in it, i.e. name67890@domain.com.  Changing your password will change the password for both of these 
accounts. 
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Clicking on the Password Change link will open an Identity Manager page, where you can change your password. 
User ID – this is your user name (email address). 
Current Password – this is your current network password. 
New Password – create a new password.  This will be your new password for both the LCBO network and iSupplier. 
Confirm New Password – re-enter your new password to confirm. 
Click the ‘OK’ button once complete.  
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Frequently Asked Questions 
 
Question 1: 
How do I log into iSupplier? 
 
Answer: 
Logging into iSupplier is a two-step process.  You must first log into the LCBO network and then into the iSupplier 
application. 
 
1) Log into the LCBO Secure Network 
 
Once you have received your password via email, go to www.lcbonet.com and enter your username and password. 
Note:  Your username is your email address.   
Realm = LCBO-Realm 

 
 
After logging into the network, you are presented with the following links. 
To access iSupplier, click on the iSupplier System link. 

 
 
 

http://www.lcbonet.com/
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2)  Log into the iSupplier System 
 
You will be prompted for your user name and password to log into the iSupplier system. 
Note:  If you have access to multiple supplier accounts, you must enter the user name associate with each of these 
accounts.  Subsequent user names will have the supplier number in the user name, i.e. name12345@domain.com.  

 
 
Question 2: 
Why can’t I log into the LCBO network? 
 
Answer: 
Your user name is your email address and your password is emailed to you upon registration for iSupplier.  If you forget 
your password, contact the LCBO IT Service Desk at servdesk@lcbo.com to have it reset.  This will change both your 
network and iSupplier passwords. 
 
Question 3: 
Why can I log into the LCBO network, but not into the iSupplier system? 

 
 
 
 
 
 
 

mailto:name12345@domain.com
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Answer: 
You may have the incorrect user name or password.  Your user name is your email address and your password is emailed 
to you upon registration.  If you have access to multiple vendor accounts, your iSupplier user name will contain the 
vendor number for each subsequent supplier, i.e. name12345@domain.com.   
 
To synch your passwords, click on the Password Change link. 

 
 
You will be prompted for your user ID (email address), current network password and new password.  This will become 
your new password for both the LCBO network and all iSupplier accounts. 

 
 
Question 4: 
Why haven’t I received my password? 
 
Answer: 
You will receive your iSupplier password via email shortly after your registration is completed.  As your spam filter may 
block or delete messages, please check with your IT group to allow the successful delivery of LCBO emails, specifically 
from isupplier@lcbo.com and PRODITIM_Administrator@lcbo.com.  
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Question 5: 
Why can’t I find specific invoices? 
 
Answer: 
There are a few reasons you may not be able to find particular invoices: 
 

1) The invoice is not yet in our system 
Accounts Payable processes invoices once they have been approved by our user departments. If you are unable 
to locate your invoice in iSupplier, please contact the individual or department who has placed the order. 

 
2) The product has not yet been received in our warehouse (product suppliers only) 

Once purchase orders are received by the LCBO warehouse, they will appear in iSupplier the following business 
day. 

 
3) You are searching by your commercial invoice number rather than the LCBO purchase order number (product 

suppliers only) 
The LCBO uses Purchase Order numbers as the invoice number (i.e. 102-00012345). You must search using the 
LCBO PO number. 

 
Question 6: 
When will I be paid for my invoice? 
 
Answer: 
Invoice payments are driven by the payment terms. Once you have queried an invoice, review the due date.  To 
determine how the due date was calculated, review the invoice date and the terms. 
Note:  the due date is the date the invoice is applicable for payment.  This is not necessarily the date the invoice will be 
paid. 
Note for product suppliers:  the invoice date is the date the product is received in our warehouse. 
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Question 7: 
Why can’t I see my payment? 
 
Answer: 
There are various ways to search for payments in iSupplier. 
 

1) Under the Invoices/Payments tab, click on View Payments.  You can search using various criteria on this page: 
- Payment Number 
- Invoice Number 
- Payment Amount 
- Payment Due Date 

 
After you have searched for a payment, you can view additional details for that payment by clicking on the payment 
number link. 

 
 
Additional details for this payment are displayed, including a list of invoices included on the payment. 

 
 

2) From a particular invoice query 
Once you have queried an invoice, you can view the payment status for that invoice in the Payment Status field.  
If the invoice has been paid, the payment number will be displayed and will contain a link in the Payment field.  
Click on the payment number link to view details for the payment. 
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Details for the payment, including a list of invoices included on the payment, will be displayed. 

 
 
Question 8: 
Where can I find additional invoice details, such as quote and number of cases for my beverage alcohol purchase 
orders? 
 
Answer: 
After you have searched for an invoice, you can view additional details for that invoice by clicking on the invoice number 
link. 
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Additional details for this invoice are displayed.  These details can be exported to Excel by clicking on the ‘Export’ button. 

 
 
Note:  The LCBO’s payments are based on the Bill of Lading case quantities.  If any variances between Bill of Lading and 
Cases Received exist, subsequent adjustments will be made.  These adjustments will be made in the form of the original 
invoice number followed by a suffix, such as 102-00012345T.  These adjustments will appear in iSupplier once the 
adjustment has been processed. 
 
Question 9: 
How do I add or delete iSupplier users? 
 
Answer: 
Once you have completed your iSupplier registration, you will have the ability to request additional users for your 
organization, as well as remove existing users.  An agent can be granted access if requested by their supplier.  Each 
username and password is to be used by a single person. 
 
To add a new contact and request iSupplier access, navigate to the Contact Directory under the Admin tab and click the 
‘Create’ button. 
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Enter the contact details and click the ‘Save’ button. 

 
 
You will receive confirmation that your new contact has been added.  A request will also be sent to the LCBO to grant 
access to iSupplier. 

 
 
Once your request is approved by the LCBO, the new contact will have the User Account field checked.  They will also 
receive an email containing their password. 

 
 
If your request is rejected by the LCBO, your new contact will no longer be displayed. 
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To remove contacts that are no longer with your company or that no longer require access to iSupplier, click on the 
‘Remove’ button. 

 
 
You will receive confirmation that your contact has been removed from your Contact Directory.  A notification will also 
be sent to the LCBO. 

 
 
The removed contact will now be shown in the Inactive Contacts section with a status of Pending. 

 
 
Once your update is approved by the LCBO, the status will change to ‘Inactive’ and the user will no longer have access to 
the iSupplier system.   

 
 
If your update is rejected by the LCBO, the removed contact will reappear in your Contact Directory. 
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Question 10: 
Can I obtain invoice copies from iSupplier? 
 
Answer: 
Invoice copies can be retrieved from iSupplier. After you have searched for the invoice, on the View Invoices screen 
below, click the clip in the “Attachments” column. Then click the hyperlink in the “Title” column on the next page. You 
can either open or save the invoice copy for your reference.   
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