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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@Icbo.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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O H9 0+« v G0 )7 FYL: LCBO isupplier: Invitation to Register - Message (HTML)
G
Message Developer Adobe PDF

SRR XA | e M)

Reply Reply Forward || Delete Moveto Create Other || Block | Notjunk || Categorize Follow Markas B relate
to All Folder~ Rule Actions~ || Sender - Up~ Unread || W Select~
Respond Actions Junk E-mail £} Options £} Find

From: LCBO Oradle - F15Q [oradle-fisq@lcho.com]

To: POSREGYZ_122536_invite_302126720
cc

Subject: FYL LCBO isupplier: Invitation to Register

] Message | @ ATT00001.htm (525 B)

To POSREGV2_122536_invite_302126720
Sent 13-MAY-2013 14:21:50
o 823210

iSupplier Special Invitation: Click here to register! [Supplier Registration Link .

Dear Valued Supplier,

The LCBO has invested in Oracle isupplier, a self-service business application for suppliers to access invoice and payment information online. Some of the many benefits of iSupplier include:
i) Real-time online access, available 24 hours a day, 7 days a week

ii) Secure, password-protected portal

iii) Access to LCBO invoice information, such as invoice status, supplier quote, and cases LCBO received

iv) Access to LCBO payment information, such as payment terms, payment date, and payment method

v) Information can be downloaded in a spreadsheet farmat

Once your iSupplier registration is complete, you will receive and email within 48 hours with your user name and password. You will then have access to update your business and contact information in realtime, as well as add additional users for your organization.

To access the iSupplier registration form, please click on the following link: [Supplier Registration Link .

For more information about iSupplier and how it can benefit your company, please visit our website at hity

cbotrade.com/accounts pavable isupplierhtm

The link will open the iSupplier Registration page. Fill in your information and click Submit.

A 11} Supplier Portal

Close Preferences
Respond to Invitation
:nl:gvig:;lée:gu\v:néegﬂt; register. Please complete the registration from and then click the submit button [cancel | [ Submit_
My Company Details

Company Name ABC WINERY
My Profile

Enter your information. Your email address will be your Username for the system.
* Emai Address  [name@dorrain.com Phone Area Code | ]
sttt * phone Number [416-099-9999

Contact Title
* First Name
Middle Name
* Last Name

Job Title

Extension
Fax Area Code

Fax Number

[ cancel | [ submit |

You will receive confirmation that your registration has been completed.

|K#:{1}i Supplier Portal

Thank you for registering. Your reqgistration request has been submitted for approva

. You will receive your user name and password within 48 hours via email.

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.

/= Junos Pulse Secure Access Service - Windows Internet Explorer

@ =y |§, https: f ey Icbonet, comfdana-na)authfurl_defaultfwelcome. cgi

File Edit View Favorites Tools Help @jconvert v [RGelect ([ Snagt B 4
i:? *'1'}1"? I @ Junos Pulse Secure Access Service ]_l
JUNIPEL

Welcome to the

Junos Pulse Secure Access Service

Username |name@dn|min.u:nm | Please sign in to begin your secure session.

Password |nuun |

Realm |LCBO—ReaIm V|

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

Welcome to the Sacure Access SSL VPN.

g| iSupplier System i
iilaiicniic e eiillicard value "%" to search for inveices meeting certzin criteriz. For example, if you search by "108%" it will dizslay all inveices beginning with 106. If you search by "%:80°7 it will display

sll invoices ending with 80. If you search by "103%:554% it will display =l invoices beginning with 102 and ending with 654.

iSupplier User Manual
iSupplier Online Manuzl
Help
Help Page

Password Change
Passzword Change

n @ [ O

LCBO Trade Resources Online
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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. namel12345@domain.com.

ORACLE"

77777 i

s ' el |name@d0ma|n com
'{'5?/,. A (=xample: michaeljames.smith)
4 : *Password
axsr’pﬂ 4|.‘:'9 23]
conca |

Accessibil

Select a Language:
English

You are now logged into iSupplier.

(NIl isupplier Portal

A Navigator> B Favorites w Home Logout Preferences Help

Invoices/Payments | Home | Admin

Full List » Invoices
Subject Date
Mo results found.
« Payments
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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.

(AWl iSupplier Portal

M Navigator v B Favorites v Home Logout Preferences Help

Inveices/Payments | Home | Admin

5 [notifications Invoices.

| Full List « Invoices
Subject Date

HNo results found.

e Poyments

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.

(MWl isupplier Portal

T Navigator ¥ B2 Fayorites v Home Logout Preferences

Invoices/Payments | Home | Admin

Profile Management

«  General General

« Company Frofile Organization Name ABC WINERY DUNS Humber
- Address Book Supplier Number 72801 Tax Registration Number
- Alias Taxpayer ID
o Contact Parent Supplier Name Country of Tax Registration
Gilan] Parent Supplier Number

o Business
Classifications

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

o Contact
Directory
= 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.

INW{1] isupplier Portal

i nNavigatorv B2 Favorites v Home Logout Preferences Help

Invoices/Payments | Home | Admin
Profile Management

= General Address Book

« Company profe

©  Address Book = Address Name = |Address Details (Country Update Remove
5 Contact DEF 123 KING STREET Canada 2 @
Diractory TORONTO, ON M5V 3A1

2 Business
Classifications
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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.

JKW{i] isupplier Portal

1 Navigator v B Favortes v Home Lagout Preferences

Invoices/Payments | Home | Admin
Profile Management

0ot Contact Directory : Active Contacis

« Company Profile

© Address Book First Name |Last Name |Phone Humber |Emait Status User Account Remove Addresses Update
- Contact John Smith 416-999-9993 name@domain.com Current v | =] o
Directory

O Business

Classifications

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.

IK®:11] isupplier Portal

Invoices/Payments | Home | Admin

i Navigator v % Favorites v Home Logout Preferences Help

Profile Management
T | Business Classifications
s Company Profile e
o Address Book
= Contact “TIP Date format example: 22-May-2013
Directory 2 Previous [1-15 [ Next 15 &
©  Business Classil i Minority Type Expiration Date
Lo Alcohol [ ]
| Bags =

Balers & Accessories
Catering Services
Chemicals
Computer Equipment & Accessories
Construction
Consulting Services
Design Services
Educational Services
Employee

Employee Uniforms
First Aid & Safety EQ
Freight

LT
TN
D

Furniture

) Previous |1-15 (¥ Next 15 @

Invoices/Payments Tab

The Invoices/Payments tab is where you will go to search for invoice and payment details.

IAWi{l] isupplier Portal

M Navigator ¥ B2 Favorites v Logout Preferences Help

TInveices/Payments | Home | Admin
View Invoices | View Payments

View Invoices

‘simple search

| Advanced search |

Invoice Number ‘ Amount Due From ‘ Ta ‘ ‘

Payment Number Invoice Date From | @ 7o | | &
LT b Due Date From [ &
(xample: Z 13)

Invoice Amount From | To |
| Go | | Clear
Invoice Description Invoice Date Type Currency Amount  Due Payment Status Due Date Payment Receipt  Discount Date i Discount

No search conducted.

‘- Export 1
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Viewing Invoice Information

To view invoice information, navigate to the View Invoices page under the Invoices/Payments tab.

IR Il iSupplier Portal

7 rasvigaior > B2 Fawemes v

Irnvaiciss [ Pa mts | Wome | Admin

[Viow Irvoicos | Vi poymens

Wiaw Invaices

Expoit
- Simphe Search
Advanced Search
IweDice Numier Amngunt Dus Fram To

Fayment Hurmber Inveice Date From Te

e -
Payrnint Status | Due Date From Te

Invoikoe Amount From To
Go Clear

Tnvolce Description Invaloe Date Type  Currency Amount  Due Payment Status Due Date Payment Recelpt  Discount Date Available Discount  Attachments
Mo search conduched.

Export

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.

(AR HI] isupplier Portal

N Navigatory B2 Favortes v Home Logout Pref

Invoices/Payments | Home | Admin
View Invoices | View Payments

View Invoices

Export |
Simple Search
Advanced Search
Invoice Number| [101-0012399 Amgunt Due From
Fayment Number Invoice Date From ]
Fayment Status | b . Due Date From =
Tnvoice Amount From | To (waamle; 23-May- 2013
Invoice ) iptio Invoice Date Type Currency Amount  Due Payment Status Due Date Payment Receipt Discount Date Available Discount  Attachments
No search conducted.
| Export
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The invoice information will be displayed.

(KWi{l] iSupplier Portal

1 Naagator v B2 Favorites v Home Logout Prefa

Invoices/Payments | Heme | Admin
View Invoices | View Payments

View Invoices

Advanced Search |
Invoice Number |101-0012399 Amount Dug From To
Payment Number [ Invoice Date From A =]
Paymant Status | v = Due Date From |
Invoice Amount From To | e bl
6o | [ clear |

Invoice [Description Invoice Date = ype Currency Amount| Due Payment Status Due Date Payment Receipt  Discount Date ilable Di Al
10 9 FRODUCT 15-Mar-2013 Standard  CAD 120,550.00 0.00 Paid JE: L 4

Export
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.

IK#{)] isupplier Portal

N Navgator v B2 Favorites v Home Logout Preferences Help

Invoices/Payments | Home | Admin
View Invoices | View Payments
View Invoices

Export
Advanced Search

Invoice Humber Amount Due From To

Payment Number | | 668997 Invoice Date From @ To = |
Loymes e 3 Due Date From ___| & 1, =

Involce Amount From To b e
=]
Invoice Description Invoice Date Type Currency Amount Due Payment Status Due Date Payment Receipt Discount Date Available Discount  Attachments

N search conducted.
Export |

All invoices and deductions included on that payment will be displayed.

IAWii] isupplier Portal

M Navigator B2 Favorfles v Home Logout Prefe

Invoices/Payments | Home | Admin
‘View Invoices | View Fayments

View Invoices

- Simple Search
Advanced Search |
Invoice Humber Amount Due From To
Payment Number |666997 Invoice Date From | & T =
FPeyment Styus A Due Date From @
Invoice Amount From To arhe: 1
Go Clear
: ipti Invoice Date « ]‘rvpe Currency Ql_u_o_uﬂgl Due Payment Status Due Date Payment Receipt Discount Date _| ilable Discount h
LAB FEE 01-Apr-2013 Credit Memo CAD (2,500,00)| 0.00 Paid
01-Apr-2013 Credit Memo CAD (500.00) 0.00 Faid
FRODUCT 15-Mar-2013 standard CAD 120,550.00.  0.00 Paid

Export ‘
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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.

IRWH{I] isupplier Portal

A Navgatorv B2 Favorites v Home Logout Preferences Help

Invoices/Payments | Home | Admin
View Invoices | View Fayments

View Invoices =
[Export |

Advanced Search
Invoice Humber | Amount Due From | | 7o |
Payment Number Invaice Date From @ To =
Invoice Amount From To i re e T T
Invoice Description Invoice Date Type Currency Amount Due Payment Status Due Date Payment Receipt Discount Date Available Discount Attachments

Mo search conducted.

Export |

A list of all unpaid invoices will be displayed.

(KWHI] isupplier Portal

i Navigator v B¥ Favorites v Home Logout Preferences Help

Invoices/Payments | Home | Admin
View Invoices | View Fayments

View Invoices

Export
Advanced Search |
Tnvoice Number | Amount Due From To
Payment Number Tnvoice Date From | | @ 7o @
Payment Status | Not Pald s Due Date From - & _f' To =
Invoice Amount From To 2ok 20
Go | [ Clear |
Invoice Description \Invoice Date = Ype Currency Amount Due Payment Status Due Date Payment Receipt | Discount Date A
01-May-2013 Standard CAD 50,000.00 50,000.00 Not Faid 30-]
0 3 FRODUCT 01-Apr-2013 Stendard  CAD 1,000.00 1,000.00 Not Faid 0 3

Export |

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.

(AWI]  iSupplier Portal

M Navgator v B2 Favortes v Home Logout Preferences Help

Invoices/Payments | Home | Admin
View Invoices | View Payments
View Invoices

Simple Search
Advanced Search |

Invoice Number | Amount Due From To |
Payment Number Invoice Date From | B 1o &
. [~ | -

Payment Status = Due Date From = To
Imvoice Amount mel 1000 | To | 100{)' (wcample: 22-May-1013)
Currency Amount|
PRODUCT 01-Apr-2013 Standard  |CAD 1,000.00  1,000.00 Not Faid DI-MAY-2013
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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.

IAWi{l] isupplier Portal

fi navgaorw B Favorites w Home Logout Preferences Help

Invoices/Payments | Home | Admin
View Invoices | View Payments

View Invoices

Simple Search
Advanced Search

Invoice Number Ameunt Due From To

Fayment Humber Invoice Date From @ To =
EBpien: S A = - Due Date From = ! To =2

Invoice Amount Froml 1000 I Tol 2uaul eample: 22
I GO Clear
Invoice | iption Invoice Date + ['I'unq Currency Ammms! Due Payment Status Due Date Par nt t Discount Date Available Discount  Attachments

PRODUCT 01-Apr-2013 Standard CAD 1,000.00 1,000.00 ot Paid 01-MAY-2013

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.

[AWil] isupplier Portal

i Nawgator> B2 Favorites ¥ Home Logout Preferences Help

Invoices/Payments | Home | Admin
View Invoices | View Payments

View Invoices
Advanced Search |
Invoice Number Amount Due From To |
Payment Humber Invoice Date From & To =]
Byt siahie b Due Date From | . 7, =2
Invoice Amount From 1000/} To | Spies 22 204
Go || Clear |
Invoice Description Invoice Date = [type Currency Amount| Due Payment Status Due Date Payment Receipt  Discount Date Available Discount  Attachments
TT-May-2013 Stendord  |CAD S0.000.00 50,000.00 Not Faid i
PRODUCT 01-Apr-2013 Standard  (CAD 1,000.00 1,000.00 ot Paid
PRODUCT 15-Mar-2013 Standard CAD 120,550.00 0.00 Paid

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.

(W1l  isupplier Portal

fi navgatorv B2 Favorites v Home Logout Preferences Help
Invoices/Payments | Home | Admin
View Invoices | View Payments
View Invoices
Export
Advanced Search |
Invoice Number | Amount Due From To
Payment Number Invoice Date From B To =
PRyment St = Due Date From = To @
Invoice Amount From | o o] e
G ]
|Invoice Date + [rype Currency | Amount| DuePayment Status Due Date Discount
DL-Apr-2013 Credit Memo TAD 1500.00)  0.00 Faid NLAFR-2013
01-Apr-2013 Credit Memo CAD (2,500.00)  0.00 Paid
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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).

INRHI] isupplier Portal

M Navgator v B9 Favorites v Home Logout Preferences Help
Invoices/Payments | Home | Admin
View Invoices | View Payments

View Invoices

[Export
Advanced Search |
Invoice Number Amount Due From To
Fayment Number Invoice Date From ||01-Apr-2013 | B 1o | 01-Apr-2013 |‘_
Poayment Status b Due Date From - 1 S 1o =3
Invoice Amount From To {wampie: 22-May-2013)
7 [
Invoice |Description Invoice Date = [Type Currency Amount] Due Payment Status Due Date Payment  Receipt  Discount Date Available Discount  Attachments
= Ha CAD 1.000-00  1,000.00 ot Faid BI-MAT-Z013

LAB FEE 01-Apr-2013 Credit Memo CAD (2,500.00) 0.00 Paid
01-Apr-2013 Credit Memo cAD (500.00) 0.00 Paid

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.

LCB O REIT

N Navgator B2 Favorites v Home Logout Preferences Help

TInvoices/Payments | Home | Admin
View Invoices | View Payments
View Invoices

Advanced Search |
Invoice Number Amount Due From To
Fayment Number Invaice Date mel 01-Mar-2013 ] 7] Tol 01-Apr-2013 ] |
Foman: St _ Due Date From ) &
Invoice Amount From To | wecuenple: 22-Mary- 2017,

Invoice Date ~ [Type Currency

FRODUCT 01-Apr-2013 Standard CAD 1,000.00  1,000.00 Not Paid
01-Apr-2013 Credit Memo CAD {500.00) 0.00 Faid

LAB FEE 01-Apr-2013 Credit Mamo CAD {2.500.00) 0.00 Paid

FRODUCT 15-Mar-2013 Standard CAD 120,550.00 0.00 Paid

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.

[AW)]  isupplier Portal

Invoices/Payments | Home | Admin
View Invoices | View Payments

View Invoices

A Navgatorv B Favorites v Home Logout Preferences Help

Export
Simple Search.
Advanced Search |
Invoice Number Amount Due From To
Paymank Number Invoice Date From [(01-4pr-2013 || To[] =
fomen e - Due Date From 4 1o 1]
Invoice Amount From To {ecampie: 22-Miry 2013,

oice Date - Aoy Due Payime
01-May-2013 Standard 50,000.00  50,000.00 Not Paid
01-Apr-2013 Credit Memo CAD (500.00) 0.00 Paid
PRODUCT 01-Apr-2013 Standard CAD 1,000.00 1,000.00 Not Paid
LAB FEE 01-Apr-2013 Credit Memo CAD (2,500.00) 0.00 Paid

iable Discount h
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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.

(AWl isupplier Portal

i Navigator B Favorites v Home Logout Preferences Help

Invoices/Payments | Home | Admin
View Invoices | View Payments
View Invoices

Advanced Search |
Inwoice Number Amount Due From To
Payment Number | Invoice Date From || @ 1o | 01-Apr-2013 | =
IRymiant S .| Due Date From | = & 1o 3
Invoice Amount From To wcampie: 22-Hay-2013
=
Invoice |Description Invoice Date [Type Currency Amoung Due Payment Status Due Date Recelpt  Discount Date Available Discount  Attachments
PRODUCT 01-Apr-2013 Standard CAD. 1,000.00 1,000.00 Not Paid 3
01-Apr-2013 Credit Memo CAD (500.00) 0.00 Faid
LAB FEE 01-Apr-2013 Credit Memao CAD (2,500.00) 0.00 Paid
FRODUCT 15-Mar-2013 Standard CAD 120,550.00 0.00 Faid

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.

LCBO iSupplier Portal

A nawgator ™ B2 Favorites v Home Logout Preferences Help

Invoices/Payments | Home | Admin
View Invoices | View Payments
View Invoices

Export |
 Simple Search
Advanced Search |
Payment Humber Invoice Date From | [01-Apr-2023 || To e |
Payment Status LRoLt Due Date From | & |
Invoice Amount From
Invoice Type Currency Amount  Due Payment Status Due Date Payment Receipt Discount Date Available Discount  Attachments

Mo search conducted.

All invoices meeting these criteria will be displayed.

LCBO RET I S

1 Navigator v B Favortes v Home Logout Preferences Help

Invoices/Payments | Home | Admin
View Invoices | View Fayments

View Invoices

| Advanced Search

Invoice Number |%123% Amount Due From ‘ To ‘ ‘
Payment Number Invoice Date From [01-Apr2013 | [ To | |
Payment Status | Not Paid b RS DS e o & o l:l =

Invoice Amount From 1000/ To ‘ fexmiter 22 Mot i}
[Go | [ Clear
Tnvoice Description [invoice pate ~ [Type Currency Amount Due Payment Status Due Date Payment  Receipt  |Discount Date i Discount A
123456 01-May-2013 Standard CAD 50,000.00 50,000.00 Not Paid 3 3
102-0012345 PRODUCT 01-Apr-2013 Standard CAD 1,000.00 1,000.00 Not Paid 3
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Example 7: Advanced Search

Additional advanced search options are available by clicking on the ‘Advanced Search’ button.

AN 1] isupplier Portal

i Navigator B2 Favorites v Home Logout Preferences Help
Invoices/Payments | Home

View Involces | View Payments

View Invoices

Export
Simple Search

Invoice Number Ameunt Dee From To

Payment Number | Invoice Date From & vo =
Payment Status ~ thue Date From ~ | l 1o =

Invoice Amount From To (aampie: 12-May=2013
| | Clear
Invoice Description Invoice Date Type Currency Amount Due Payment Status Due Date Payment Receipt Discount Date Discount

Ho search conducted

Al

This will open the Advanced Search page.

IKWi{1] isupplier Portal

N Navigator v B2 Favorites v Home Logout Preferences Help

Invoices/Payments | Home | Admin
View Invoices | View Payments
Invaices/Payments- View Invaices >
View Invoices

|

@® Shov table data when all conditions are met.
© show table data when any condition is met.
Invoice Number ‘,5 v‘ | ‘

Invoice Date

Payment Number ‘ is v‘ ‘
Receipt Number ‘ is v‘ |
| 6o | [ clear |add Anather [ Add
Invoice Description Invoice Date Type Currency Amount Due Payment Status Due Date Payment Receipt Discount Date ilable Discount hi
No search conducted.

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

iSupplier Portal

2 Favorites ¥
Inveices/ Payments
View Invoices | View Payments
Invoices/Paymants: Vi >

View Invoices

simple search |
(3 Show table data when all conditions are met.
© Show table data when any condition is met.
Invoice Number

Invoice Date B
Pament Mrnbar [ [ooreans
Receipt Number | [SNS with
Go. | Clear |Adﬂ Another | Amount Due v | Add
Invoice Description Invoice Date Type Currency Amount  Due Payment Status Due Date Payment Receipt Discount Date Discount At
Ho search conducted.
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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.

MWl isupplier Portal

A Navgator* B2 Favoriles ¥ Home Logout Preferences Help

Invoices/Payments | Home | Admin
View Involces | View Payments

Invoices/Payments: View imvices >
View Invoices

simple Search |
(@ Show table data wehen all conditions are met.

) Show table data when any condition is met.

Invoice Number is -
Invoice Date is - @
forampie: 22-Hay-2013)
Payment Number is ~
Receipt humber  [is v
! lSu | Clear ]Add Another | Amount Due v| | Add J
Invoice Descrigtion BT e cdrrency Amount  Due Payment Status DueDate  Payment  Receipt  Discount Date Discount At
No search conducted. Due Date
Tnvaice Amount
Invoice Date
Tnvoice Number Export
Oparating Unit
Facking Slip yments Home Admin Home Logowl Preferences Help

Payment Number
Payment Status
Recaipt Number
Supplier Site

08, Oracie. All rights resseved

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.

(AWHI]  iSupplier Portal

N Navigator v % Favorites v Home Logout Preferences Help

Invoices/Payments | Home | Admin
View Invoices | View Fayments
View Invoices

| Advanced Search

Invoice Number

Payment Number

[101-0012399

Amount Due From

Invoice Date From | =
FPayment Status ~ Due Date From: | —_l
Invoice Amount From To [
Go | | Clear
Invoice | ip [Invoice Date [Type currency Amount| Due Payment Status Due Date payment  Receipt  |Discount Date Discount
PRODUCT 15-Mar-2013 standard  CAD 120,550.00  0.00 Paid 14-APR-2013 668097
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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.

LCBO

iSupplier Portal

7 Navigator v B Favorites v Home Logout Preferences

Invoices/Payments | Home | Admin

View Invoices | View Payments

Invoices/Payments: View Invoices >

Standard Invoice: 101-0012399 (Total CAD 120,550.00)
Currency=CAD

Export
Payment Information
General Amount Summar
& w Paid 120,550.00
Invoice Date 15-Mar-2013 Ttem 120,550.00 Discount Taken 0.00
gatch Freight 0.00 (2 [rD
Attachments Hone Miscellaneous  0.00 Status  Paid
Supplisr ABC WINERY T o ) Payment Date  13-MAY-2013
Supplier Site  DEF Prepayment 0.00 Fayment 668997
Address 123 KING STREET Retainage 0.00 Term :,F;:E“Hzﬁ‘sfg ON RECEIPT IN
TORONTO, M5V 3A1 Withholding Tax  0.00 Method
Total 120,550.00
Invoice Lines | Scheduled Payments
Line = [Type Description Amount] BOL Cases Cases Received Supplier Quote  Qby Price Receipt Tax Included Retainage
1 Ttem 011111 50,000.00 100 150.00 15.5900 0.00
z Ttem 022222 25,000.00 300 300.00 32.9800 0.00
3 Ttem 033333 30,250.00 150 150.00 36.2500 0.00
4 Ttem DEFOSIT 10,000.00 0.00
5 Tem HST 5,300.00 0.00

Return to Invoices/Payments: View Invoices

Export

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

iSupplier Portal

N Navigator ¥ B2 Favorites v Home Logout Preferences

Invoices/Payments | Home | Admin

View Invoices | View Payments

Invoices/Payments: View Invoices >

Standard Invoice: 101-0012399 (Total CAD 120,550.00)

Currency=CAD -
Payment Information
— L — Paid 120,550.00
Invoice Date  15-Mar-2013 Ttem 120,550.00 Discount Taken 0.00
Batch Freight 0.00 Due 0.00
Attachments Hone Miscellaneous  0.00 Status  Paid
Supplier ABC WINERY Tax g.op @ Fayment Date 13-MAY-2013
Supplier Site  DEF Prepayment 0.00 Payment 668997
Address 123 KING STREET Retainage 0.00 Term ;lvi;é]“gll\l:goﬂ RECEIPT IN
UL, 2 21 Withholding Tax 0.00 -
Total 120,550.00

Invoice Lines | Scheduled Payments:

Due Date
14-Apr-2013

Amount
120,550.00

Method
Check

Remaining Amount Status
0.00 Fully Paid

Return to Invoices/Payments: View Invoices

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.

LCBO

iSupplier Portal

i Navigator ¥ B% Favorites v Home Logout Preferences Help

Invoices/Payments | Home | Admin
View Invoices | View Payments
View Invoices

Export
Advanced Search
Tnwoice Number [101-0012399 Amount Due From To
Paymant Number Invoice Date Fram & 1o =
Fayment Status v Due Date From & 5 &
Invoice Amount Fram To {wanpe: 22-May-2013)
Go || Clear
Invoice  |pescription [Invoice Date - [Type Currency | Amount| DuePayment Status Due Date Receipt  |Discount Date ilable Discount ch
101 PRODUCT 15-Mar-2013 Standard  CAD 120,550.00  0.00 Paid 14-4PR-2013
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Details of the payment will be displayed.

(AWl iSupplier Portal

i Navigator v B Favorites v Home Logout Preferences

Invoices/Payments

View Invoices | View Payments
Invoices/Payments: View Invoices >
Payment: 668997 (Total CAD 117,550.00)

Payment Date  13-May-2013 Supplier ABC WINERY
Method Check Supplier Site  DEF
Address 123 KING STREET

TORONTO M5V 3A1

Invoice Date Currency Amount|Payment Status Payment Receipt Attachments
01-Apr-2013 CAD <2,500.00> Paid <2,500.00>
01-Apr-2013 CAD <500.00> Paid <500.00>

101-0012399 15-Mar-2013 CAD 120,550.00 Paid 120,550.00

Return to Invoices/Payments: View Invoices

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.

iSupplier Portal

torv B Favorites v Home Logout Preferences Help

Invoices/Payments | Home | Admin
View Invoices | View Payments
View Invoices

Advanced Search

Tnwoice Number [101-0012399 ] Amount Due From To [

Payment Number | Invoice Date From B To | @
Fayment Statis bt Dus Date From | To @

Invoice Amount From To i
Go | | Clear |
Invoice Description 'lvmk'.! Date - pe Currency N‘EILIJ Due Payment Status Due Date Receipt |Discount Date Discount
199 PRODUCT 15-Mar-2013 Standard CAD 120,550.00  0.00 Paid

All invoices included on that payment will be listed.

IAWi{l] isupplier Portal

Invoices/Payments | Home | Admin
View Ivoices | view Payments
Invoices/Payments: View Invoices =

Payment: 668997 (Total CAD 117,550.00)

7 Navigator v #2 Favorites v Home Logout Preferences

Export
Payment Date  13-May-2013 Supplier ABC WINERY
Method Check Supplier Site  DEF
Address 123 KING STREET
TORONTO M3V 3A1
[invoice Date |currency | Amount|Payment Status Payment Receipt Attachments
01-Apr-2013 CAD <2,500.00> Paid <2,500.00>
01-Apr-2013 CAD <500.00> Faid <500.00>
15-Mar-2013 cAD 120,550,00 Faid 120,550.00
Rt ExXport
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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.

(KNIl iSupplier Portal

i Naigator v B¥ Favorites v Home Logout Preferences Help

View Invoices | View Fayments
Home >

View Invoices

| Advanced Search |
Irrvoice Humber Amount Due From To
Fayment Humber Invoick Date From B 1o I |
LSSt s Due Date From E o =
Invoice Amount From To wample: 15-Miy-2013)
Go | [ clear |
J'Dmhl;nn _______ Date = Type Currency _A!l_ml_l_ld Due Payment Status Due Date Payment Receipt '_I?!g_nql_mib_a_[e___l Available Discount  Attachments
2013 Standard CAD 50,000.00 50,000.00 Hot Fald 30 i

1-Apr-2013 Credit Memo CAD (500.00) 000PBd = DI-APR-2013 668997
FRODUCT 01-Apr-2013 Standard cAD 1,000.00 1,000.00 Mot Paid
LAB FEE 01-Apr-2013 Credst Memo  /CAD (2,500.00) 0.00 Faid
PRODUCT 15-Mar-2013 Standard can 120,550.00 0.00 Faid

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

(AWl isupplier Portal

N Navigator ¥ B Favorites v Home Logout Preferences Help

Invoices/Payments | Home | Admin
View Invoices | View Payments
Home >

View Invoices

Export
simple Search
— Advanced Search
Invaice Number Gile Download 3]
Payment Number Do you want to open or save this file? ] =
Payment Status v ]
Invoice Amount From ‘ To ‘ @ NTE'"E :’IXDWL:‘;H B Wl
wpe Microsof ice Excel Worksheet
Go | | Clear e (i s s
Invoice Description Invoice Date ~ Type Currency Payment Receipt Discount Date ilable Discount h 5
123456 01-May-2013 Standard CAD E Open Save Cancel
102-0012345T 01-Apr-2013 Credit Memo CAD 668997
102-0012345 PRODUCT 01-Apr-2013 Standard CAD
LF12345 LAB FEE 01-Apr-2013 Credit Mema CAD ( ; Wihile files fram the Intemet can be usehul, some files can potentially 668997
101-0012399 PRODUCT 15-Mar-2013 Standard CAD 12) @ haim your computer. If you do not trust the source. do not open or 668997
save this file, What's the risk?
Export
Open the file to view your results.
A B e D E F G H | J K L M
1 |Invoice Description Invoice Date Type Currency Amount  Due Payment Status Due Date Payment Receipt Discount Date Available Discount
2 123456 1-May-13 Standard CAD 50,000.00 50,000.00 Not Paid 30-Jun-13
3 |102-0012345T 1-Apr-13 Credit Memao CAD -500 0 Paid 1-Apr-13 668337
4 |102-0012345 PRODUCT 1-Apr-13 Standard CAD 1,000.00 1,000.00 Not Paid 1-May-13
5 |LF12345 LAB FEE 1-Apr-13 Credit Memao CAD -2,500.00 0 Paid 1-Apr-13 668997
6 |101-0012393 PRODUCT 15-Mar-13 Standard CAD 120,550.00 0 Paid 14-Apr-13 668957

LCBO Oracle R12 iSupplier User Guide 2022 | Page 18



You can also export the invoice details information for a particular invoice.

iSupplier Portal
3 ator B2 Favdtes v Home Logout Preferences

Invoices/ Payments | Home | Admin
Invoices/Payments: View Payments > mvoices >

Standard Invoice: 101.00123%3 (Total CAD 120,550.00)

Currency=CAD Export

Faid 120,550.00

General
Invoice Date  15-Mar-2013 Item 120,550.00 Discount Taken 0.00
Batch Freight 0.00 Due 0.00
Attachments None Miscellanecus  10.00 Status  Pald
Supplier ABC WINERY Tax p.p0 [ Payment Date  13-MAY-2013
Supplier Site  DEF Frepayment  0.00 Payment 668997
Address 123 KING STREET Retznage 0,00 Term uwﬂu:a: DAYS ON RECEIPT IN
TORONTO, M5V 3A1 Withholding Tax  0.00 Mathod

Total 120,550.00

Invoice Lines  Scheduled Payments

Line ~ [Type i i Amount BOL Cases Cases Recelved Supplier Quote  Qty Price Receipt Tax Inchuded Retainage
1 Ttem 011111 50,000.00 100 150.00 15.5900 0.00
2 Ttem 022222 25,000.00 300 300.00 32.9800 0.00
3 Ttem 033333 30,250.00 150 150.00 36.2500 0.00
4 Ttem DEPOSIT 10,000.00 0.00
5 Tem HsT 5,300.00 0.00
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Viewing Payment Information

To view payment information, navigate to the View Payments page under Invoices/Payments tab.

(KNIl isupplier Portal

M Navgator v ¥ Favorites v Home Logout Preferences

ts Admi
vievs noices. | [ View Payments]

View Payments

Nate that the search ks case insensitive Advanced Search |

Fayment Number Fayment Date From M e L @
Invoice Number ezt
Fayment Amount From To
Go | [ ciear |
Payment Payment Date Currency Amount Method Invoice
Mo search conducted.

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.

(AWl isupplier Portal

M Navgatorv B9 Favortes v Home Logout Preferences

Invoices/Payments | Home | Admin
View Irvoices | View Payments
View Payments

Export
Nats that the search is case insensitive Advanced Search |
Paymant Number | 668957 Payment Date From = To =
Brvokce Humber g 13-y 291
Payment Amount From To
Payment Payment Date Currency Amount Method Invoice

Mo search conducted.
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The payment information will be displayed.

(AW i1I]  isupplier Portal
M Navigator v B Favorites v Home Logout Pre

Invoices/Payments | Home | Admin
Wiew Involces | View Payments
View Payments :

Note that the search is case insensitive Advanced Search |
Paymant Number 663957 | Payment Date From E 1 =
Inmvoice Number RXBRENS T30, 2002} .
Fayment Amount From To
Go I Clear |
lPayment Date - Jcurrency AmoyntiMethod Insoies
13-May-2013 CAD 117,550.00 Check Muitiple I

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.

LCBO iSupplier Portal
N Madgator v B9 Favodites v Home Logout Prefen

Invoices/Payments | Home | Admin
View Involces | View Payments

View Payments
Export |
Note that the search is case insensitive Advanced Search |
Payment Humber Payment Date From 8 1o -

Invoice Mumber |101-0012399

Fayment Amount From To

Payment Payment Date Currency Amount Method Invoice

Mo search conducted.

Payment details related to the invoice will be displayed.

A8l  isupplier Portal
M Navgatr v B Favorites ¥ Home Logout Prefersnces

Invoices/ Payments | Home | Admin
View Irvoices | View Payments:

View Payments

Advanced Search

Note that the search Is case insensitve
PRt e Payment Date From __| & g =
Iwvoice Number | 101-00123%9 {mampia: 23-May- 2013
Pn';ment Amount From To
6o | | clear |
- = lcurrency Invoice
668 13-May-2013 CAD 117,550,00 Check Multiple ]

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.

[XWI] isupplier Portal
N Naigator v B% Favortes v Home Lagout Preferences

Invoices/Payments | Home | Admin
View Ivoices | View Payments

View Payments

Advanced Search |

HNote that the search is case Insensitive

Paymaent Numbar Payment Date From = Ta

Invoice Number
Fayment Amount From '.l?SsOI Ta l 117550
6o ||| clear |
[Payment Date ~ |currency Amount/Method Invoice
13-May-2013 D 117,550.00 Check RIRRT |
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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.

[AW{)] isupplier Portal

N Navigator v B2 Favorites v Home Logout Preferences

Invoices/Payments | Home | Admin
View Ivoices | View Payments
View Payments

Export
Note that the search is case insensitive Advanced Search |
Payment Number Paymaent Date From I To ]
Invoice Number R T b
Fayment Amount Fram 100000 |TD | 200000
GO ] Clear !

Payment [payment Date - lcurrency Ampunt|Method Invoice

[Gesssz 13-May-2013 CAD. 117,550.00 Check Myltigle |

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.

[Ki{l] isupplier Portal

i Navgator v B9 Favorites + Home Logout Prefe

Invoices/Payments | Home | Admin
View Invaices | View Payments
View Payments

Export |
Note that the search is case insensitive Advanced Search
Paymnent Humber Payment Date From & o ]
Twvaice Number i b e
Payment Amaunt From 100000, | 7 :l
B

Pa t \Pame__nr Date ~ |currency Amount Method Involce

7 13-May-2013 CAD 117,550.00 Chedk Muitipls |

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.

(AWl isupplier Portal

7 Navigator v B2 Favorites ¥ Home Logout Prefe

View Payments
- Simple Search
Mate that the search Is case insensitive J}!‘EHE’E‘J

. Payment Date From - | . 1o &
Irvolce Number (#carmple: 23-Mary-2013

Payment Amourt From | To I 200000

o] o]
J = [Currency AmountiMethod Involce

13-May-2013 CAD 117,550.00 Check Mulbgle |
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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).

IAWill] isupplier Portal

A Navgator ¥ B2 Favortes ¥ Home Logout Preferences

View Invoices | View Payments
View Payments =
Export

- Simple Search
lHote that the search is case insensitive Advanced Search |
Payment Number Payment Date From [[12-M3-2013 | & 1o |13 -1my-2013 | M0
Invaice Number | e
Fayment Amount From To
Payment [payment Date - [currency Amount/Method Invoice
13-May-2013 CAD 117,550.00 Check Multiple ]

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.

INWHI] isupplier Portal

M Navgator v ® Favortes v Home Logout Preferences

Invoices/Payments | Home | Admin
View Involces | View Payments

View Payments

Simple Search
Note that the search Is case Insensitive Advanced Search i
Fayment Number Payment Date From [91-Mey-2013 | 8 ¢4 31 may-2013 (| @0
Iwolce Nurriber SO STy )
Fayment Amount From To
Payment [Payment Date - Jcurrency Amount|Method Invoice
I- GEI0T 13-May-2013 CAD 117,550.00 Chedk I

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.

[AMHI] isupplier Portal

 Mavgator v B Favorites v Home Logout Preferences

Invoices/ Payments | Home | Admin
View Ivoices | View Payments
View Payments

Note that the search is case insensitive Advanced Search |

Eoment iimbes Fayment Date From
Irvaice Number TNMETaT I PR oL
Payment Amaunt From To
|currency Nmmd“el!md Invoice
13-May-2013 CAD 117,550.00 Check Muliple ]
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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.

INW{1] isupplier Portal

N Navigator ¥ B Favorites v Home Logout P

View Payments =
Export |

HNote that the search is case insensitive Advanced Search

Fosimast Risobad ) I ] =

Iwoice Number e

Payment Amount From To
t | t Date = [currency Amount|Method Tnvoice
13-May-2013 CAD 117,550.00 Check Mystiple I

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.

(A1l  isupplier Portal

N Navgator v 2 Favorfies v

Invoices/ Payments | Home | Admin
View Invoices | View Payments

View Payments
| Advanced Search |

Mote that the search is case insensitive

Poymst Bumber Payment Date From — (R TR

Enweice Number

Payment Amount From 100000] o | %'lu.E'.E'.I‘J
Go !l Clear
B z Jcurrency Amount/Method Invoice

13-May-2013 CAD 117,550.00 Check Muttiphe |

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

INW)] iSupplier Portal

f Navigator v B Favorites v Home Logout Preferences

Invokces/ Payments | Home | Admin
View Inwolces | View Payments
View Payments
Export |

Mote that the search is case insensitive. Advanced Search |
FESTONL Nwntac Payment Date From — =
Ewoice Number ey,
Fayment Amount From To
Go Clear |
Payment Payment Date Currency Amount Method Invoice

Ho search conducted
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This will open the Advanced Search page.

IKW{1] isupplier Portal

A Navigator v B2 Favorites v Home Logout Pref
Tnvoices/Payments | Home | Admin
View Invoices | View Payments
Invoices/Payments: View Payments >

View Payments

Specify parameters and values to filter the data that is displayed in your results set. \5|m7p|€séﬁﬁ'
® Show table data when all conditions are met.
© Show table data when any condition is met.

Poyment humber i | |
Invoice Number ‘\5 V‘ [ |
Payment Amount g v I |

Payment Date

[ 6o | [ cClear | add another [Imvoice fumber | [ Add |

Payment Payment Date Currency Amount Method Invoice
No search conducted.

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

LCB O EEIT

B Favorites v

Specify parameters and values to filter the data that is displayed in your results set Simple Search |
(@) Shaw table data when all conditions are met.
O Shaw: table data vhen any condition is met.

Payment Kumber s
Invoice Number
Is not
Payment Amount containg

starts v
ends with

Faymant Date
e
| Go | [ Clear | Add Another [Tnvoice tumber %] | Add |

Payment Payment Date Currency Amount Method Invoice
Ho search conducted.

You can also add additional search fields from the drop-down menu below by choosing a field and clicking the Add
button.

IAMHI] isupplier Portal

N Nadgatory B Favorites v Home Logout Preferences

View Payments

Specify parameters and values to filter the data that is displayed in your results sat. Simple Search |
® Show table data when all conditions are met.
O Show table data when 2ny condition is met,

Payment Nurnber ie w
Invoice Number s v
Payment Amount s v
Paymant Date [ - B
waampla: 33
GO Clear || Add Another | Invoice Number ||| Add
Payment Currency Amount Method Invoice
Mo search conducted.
Fayment Amount
Fayment Date
Fayment Mathod Export
Payment Number .
Supplier Ste Imoices/Payments Home Admin Home Logout Preferences

Oxnche. All 1ights reservec
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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.

B c BO iSupplier Portal

M Navigator v B Favortes v Home Logout Preferences

Invoices ] Payments
View Imvaices | View Payments

View Payments

 Simple Search

Hate that the search is case insensitve
Payment Number | 666597

Fayment Date From Ty
Irwoice Number g )
Fayment Amount From To
Go | | Clear
|Payment pate - [Currency
13-May-2013 CAD

Export

Advanced Search

Amount|Method

117,550.00 Check

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

LCBO ERELEE

Invoices/Payments | Home | Admin
View Invoices | View Payments
Invoices/Payments: View F‘a;jmems =
Payment: 668997 (Total CAD 117,550.00)

B Favorites v

i Navigator ¥ Home Logout Preferences

Fayment Date  13-May-2013 Supplier
Method Check Supplier Site
Address

Induded Invoices
Invoice [Invoice Date lcurrency Amount|Payment Status
LF12345 01-Apr-2013 CAD <2,500.00> Paid
102-0012345T 01-Apr-2013 CAD <500.00> Paid

101-0012399 15-Mar-2013 Cap 120,550.00 Paid

Return to Invoices/Payments: View Payments

ABC WINERY
DEF
123 KING STREET

TORONTO M5V 3A1

Payment Receipt Attachments
<2,500.00>
<500.00>

120,550.00

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.
LCBO

iSupplier Portal

Invoices/ Payments | Home | Admin
View Invoices View Payments
View Payments

1 Navgator v BY Favorles v Home Logout Preferences

Mote that the search is case insensithve

Fayment Number | 668997 Payment Date From To

Invoice Number

Export |

Advanced Search

Fayment Amount From To

Go | | Clear |
Payment |Payment Date ~ {Currency
668997 13-May-2013 CAD

Invoice

117,550.00 Check
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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.

(KNIl isupplier Portal

n Navgator v ® Favrites v Home Logout Preferences

Invoices/ Payments
View Invoices | View Payments
ImoicesPayments; View Payments >

Invaices for Payment: 66B997

Invoice Description Invoice Date ~ Type Currency nmoinﬂ Due Payment Status Due Date Payment Receipt Attachments
102-0012345T 01-Apr-2013 Credit Memo CAD (500.00) 0.0 Faid 1-APR-201 6805

LAB FEE 01-Apr-2013 Credit Memo CAD {2.500.00) 0.00 Faid

PRODUCT 15-Mar-2013 Standard CAD 120,550.00 0.00 Faid

w Pyyments Export |

Details for that invoice will be displayed.

(AWl  isupplier Portal

M Navigator v B2 Favorites v Home Logout Preferences

Invoices/Payments | Home | Admin

View Invoices | View Payments

Invoices/Payments: View Payments > View Invoices >
Standard Invoice: 101-0012399 (Total CAD 120,550.00)
Currency=CAD

Export
= . Payment
Gener AmOUNt Summary Faid 120,550.00
Invoice Date  15-Mar-2013 Tiem  120,550.00 Discount Taken  0.00
Batch Freight 0.00 Due 0.00
Attachments None Miscellaneous 0.00 Erny (a1
Supplier ABC WINERY Tox g.00 Payment Date  13-MAY-2013
Supplier Site  DEF Prepayment 0.00 Fayment 668997
Address 123 KING STREET Retainage 0.00 VL ﬁfﬁ'uzﬁ;? C e
TORONTO, M5V 3A1 Withholding Tax  0.00 Methad
Total 120,550.00
Invoice Lines | Scheduled Payments
Line = [Type Description Amount] BOL Cases Cases Received Supplier Quote  Qty Price Receipt Tax Included Retainage
1 Ttern 011111 50,000.00 100 150.00 15.5900 0.00
2 Item 022222 25,000.00 300 300.00 32.9800 0.00
3 Item 033333 30,250.00 150 150.00 36.2500 0.00
4 Item DEPOSIT 10,000.00 0.00
5 Itern HST 5,300.00 0.00
Return to View Invoices Export

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™Nou will also note the payment # is a smaller number.

LCBO BN E

™ Navigator v @ Favorites ¥ Home Logout Preferences

Purchase Orders | Invoices/Payments | Home | Admin

View Invoices | View Payments v

View Payments

Export
Simple Search
Note that the search is case insensitive [ Advanced Search
Payment Number rd PaNgnt Amount From [ 70 [
Invoice Number Sep- =) E
7 paymNQate From (0150202 | & 1, [isepaom =
PO Number (example: 19-Sep-2022)
le T 1234)
| Go | | Clear
Payment ‘Payment Date » Currency Al t Method ‘Status Invoice PO Number
1324481 21-Sep-2022 CAD 2508MDIRECT DEPOSIT Negotiable DEMO1
134714 16-5ep-2022 CAD 750.00 Cleared DEMO1
| Export
Purchase Orders Invoices/Payments Home Admin Home Logout Preferences
Privacy Statement Copyright (c) 2006, Oradle. All rights reserved.
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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 aréwyltiple invoices, “Multiple” will appear.

iSuppIier Portal

T Navigator v @ Favorites ¥ Home Logout Preferences

Purchase Orders | Invoices/Payments | Home
View Invoices | View Payments

View Payments

Simple Search

Note that the search is case insensitive
Payment Number Payment Amount From | | To I

Invoice Number \;1 o -
Payment Date From 101522202 | B 1, Lisepooz | @
PO Number (example: 19-Sep-2022)
Clear

Payment ‘Payment Date * Currency Amount Method |Stams
1324481 21-5ep-2022 CAD 250.00 DIRECT DEPOSIT Negotiable
134714 16-5ep-2022 CAD 750.00 Cleared

|_Advanced Search |

Invoice PO Number
MO1

| Export

Purchase Orders Invoices/Payments Home Admin Home Logout Preferences
Priva latement ights reserved.

™ Navigator v @ Favorites Home Logout Preferences

Purchase Orders | Invoices/Payments | Home | Admin
View Invoices | View Payments

Invoices/Payments: View Payments >

Standard Invoice: DEMO1 (Total CAD 1,000.00]

Currency=CAD [ Export |
Payment Information Netting Information
General Amount Summary. Paid 1,000.00 Netted Amount 750
Discount Taken  0.00 CAD
Invoice Date  01-Apr-2022 Ttem  1,000.00 Due 0.00 Netting Report (5]
Batch Freight 0.00 Status  Paid
Attachments None Miscellansous  0.00 Payment Date  Multiple
Supplier DEMONSTRATION Tax .00 [ Payment  Multiple
Supplier Site  DEF Prepayment 0.00 ALtk LI
Address 123 MY STREET Retainage  0.00 Method Multiple
TORONTO, M1M 4T3 Withholding Tax  0.00

Total 1,000.00

Invoice Lines  Scheduled Payments

Line - [Type Description | Amount CasesReceived  Container Deposit BOL Cases Supplier Quote Qty Price PO Number Receipt  TaxIncluded Retainage Cases Received  Container Deposit  BOL Cases Supplier Quote
1 Item 1,000.00 0.00

Retum to Invoices/Payments: View Payments

Purchase Orders Invoices/Payments Home Admin Home Logout Preferences

Privacy Statement Copyright (<) 2006, Oracle. All rights reserved.

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

n Navigator v By Favorites ¥ Home Logout Preferences

Purchase Orders | Invoices/Payments | HO

View Invoices | View Payments
Invoices/Payments: View Payments > Invoice Det§ls >

(3 Information
Request Id 42027784 is currently at status Pending. Raport output will be gw#ffable when it is complete.

View Netting Report

Template | Final Nef

[Run |

Locale |English:United States (*) v Format |HTML v

(*) Defauft Template

Return to Invoice Details

Purchase Orders Invoices/Payments Home Admin Home Logout Preferences
Privacy Statement Copyright (c) 2006, Oracle. All rights reserved.
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You can view the netting report by scrolling both bars to the right

D | O SupplierProfile Management x| [ Suppliers X () isupplier Portal: View NethgRe X - o X

<« C @ ot @ @

upplier Portal y

N Navigaw, ~ B Favorites ¥

A

etBatchViewReportPG&p_TemplateAppsShortName=...

Home Logout Preferences

Purchase Orders | Invoices/Payments

View Invoices | View Payments
Invoices/Payments: View Payments >  Invoice Details >
View Netting Report

Template | Final Netting Report ~ Locale | English:United States () v Format [HTML v
() Default Template
[#2An ImageNetting Final Netting Report Report Date  19-Sep-22
Page 10f1
Operating Unit ~ Setup Business Group Batch Number 301717
Netting Agreement DEMONSTRATION42240 Batch Name DEMO1
Start Date  01-JAN-00 Reckoning Currency CAD
End Date Settlement Date  16-SEP-22
Trading Partner Reference Transaction Due Date  31-DEC-22
Netting Bank Account  ACCOUNT1 AAN Response Date
Final Netting Amount ~ 750.00
Select Only Past Due  No
Days Past Due
Netting Order Rule  Due Date (Oldest to most
recent)
Netting Balance Rule  Net Always
Netting Currency Rule ~ Convert to Accounting
Currency
Currency
Exchange Rate Type  Corporate
Exchange Rate
O | O supplierProfile fgnagement x| (3 Suppliers x [ iSupplier Portal: View Netting R= x| = — a X

& C @

Supplier Portal

A Notsecure | Icbosuppliergavpn.lcbo.com:8003/0A_HTML/OA jsp?page=/oracle/apps/pos/account/webui/PosNetBatchViewReportPG&ip_TemplateAppsShortName=... A g =

1 Navigator ¥ @ Favorites ¥ Home Logout Preferences

Orders
View Invoices | View Payments
Invoices/Payments: View Payments >  Invoidk Details >
View Netting Report

Template 4gFinal Netting Report ~

Locale | English:United States (¥) v

(%) Default Template

Format |HTML v

Select Only Past Due
Days Past Due
Netting Order Rule

Netting Balance Rule
Netting Currency Rule

Currency
Exchange Rate Type
Exchange Rate

No

Due Date (Oldest to most.
recent)

Net Always

Convert to Accounting
Currency

Corporate
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[+2An ImageNetting Final Netting Report Report Date  19-Sep-22
Page 1of1
Operating Unit ~ Setup Business Group Batch Number 301717
Netting Agreement  DEMONSTRATION42240 Batch Name DEMO1
Start Date  01-JAN-00 Reckoning Currency CAD
End Date Settlement Date  16-SEP-22
Trading Partner Reference Transaction Due Date  31-DEC-22
Netting Bank Account  ACCOUNT1 AAN Response Date
Final Netting Amount ~ 750.00



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

le2An ImageNetting

Final Netting Report

Repprt Date 18-Sep-22

FPage 10f1

Cperating Unit Setup Business Group Baich Mumber 301717
Metting Agreement  DEMONSTRATION42240 Baich Mame DEMOA
StartDztz 0M1-JAN-0O Reckoning Currency CAD
End Date Setlernent Dste  16-5EP-22
Trading Partner Reference Transaction Due Oste 31-DEC-22
Matting Bank Account  ACCOUNT AAN Response Dste
Final Metting Amount  750.00
Select Only Past Due Mo
Diays Past Due
Metling Order Rule  Due Date {Oldest to most
recent)
Metting Balance Rule  MNet Always
Metting Currency Rule  Convert to Accounting
Currency
Currency
Exchangs Rate Type Corporate
Exchangs Rats
Supplier DEMOMNSTRATION Supplier Mumber 166590 Site DEF
Supplier Taxpayer ID 123456789 Supplier Tax Reg Mo.
Invoice Numke . | ice Dat Invoice Methed nvoice Converted
rvaies Rumbsr Invoice Type nveioe Late Amount Amount | Currency Metted Amount
DEMOC1 Standard 01-AFR-Z2 1,000.00 750,00 | CAD T50.00
Total 750.00
Customer DEMOMSTRATION Customer Number 42240 Location 59680
Customer Taxpayer 123456739 Customer Tax Reg No.
D
Tranzastion Mumbsr . Transsction Transaction Netted Amount Transaction Converted
= Transaction Type Date Amount Cumency Metted Amount
DEMO2 MISC AR 02-AFR-ZZ 750.00 750.00 | CAD T750.00
Total 750.00

End of Report
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The Supplier details are the Payables portion of the netted payment which show your Payables applied.

[52An ImageNetting Final Netting Report Report Date  19-Sep-22
Page 1of1
Opelating Unit  Setup Business Group Batch Mumber 301717
MNetting eement DEMONSTRATION42240 Baich Mame DEMO4
art Ozte 01-JAN-00 Reckoning Currency CAD
nd Data Setflement Date  16-5EP-22
Trading Partner Referance Transaction Duwe Date 31-DEC-22
Metting Bank Account ACCOUNTY AAN Response Date
Final Metting Amount  750.00
Select Only Pagt Due Mo
Due
Metting OrdedqRule  Due Date (Oldest to most
recent)
Metting Balance Rule  Met Always
Metting Currency Rule  Convert to Accounting
Currency
Currency
Exchange Rate Ty Corporate
Exchangs Ral
Supplier DEMOMNSTRATION Supplier Number 166590 Site DEF
Supplier Taxpayer ID 123456789 Supplier Tax Reg MNo.
Invoiea Mumbar ) |nvoice Date Invoice Metted nwoice Converted
Invoice Type Amount Amount | Cumrency Metted Amount
DEMO1 Standard 01-APR-22 1.000.00 TH0.00 | CAD 750.00
Tatal 750,00
Customer DEMONSTRATION Customer Number 42240 Location 59680
Custorner Taxpayer 123456789 Customer Tax Reg MNo.
D
Transaction Mumber X Transaction Transzaction Netted Amaunt Transaction Converted
= Transaction Type Cate Amount Cumency Metted Amount
DEMO2 MISC AR 02-APR-22 T50.00 TE0.00 | CAD 760.00
Total 750.00

End of Report
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The Customer details are the Receivables portion of the netted payment which show your Receivables applied.

[#1An ImageMetting Final Netting Report Report Date  10-Sep-22
Page 1of1
Operfiing Unit  Setup Business Group Batch Mumber 301717
Metting Agreement  DEMONSTRATION42240 Saich Mame DEMOA
Sgart Date 01-JAN-00 Reckoning Currency CAD
nd Date Setlement Date  16-5EP-22
Trading Partner R¢ference Transaction Due Date  21-DEC-22
Metting Bankficocount  ACCOUNTI AAN Response Date
Final Mefting Amount  750.00
Select Only Hast Dus Mo
Days Flst Due
Metting Order Rule  Due Date (Oldest to most
recent)
Metting Balange Rule  Met Always
Metting Currangy Rule  Conwvert to Accounting
Currency
Cijrrency
Exchangs Ratg Type Corporate
Exchangg Rate
Supplier | DEMONSTRATION Supplier Mumber 166530 Site DEF
Supplier Taxpayer ID | 123456789 Supplier Tax Reg Mo.
Inwoice Mumber A |nvoice Date Invoice Metted | Invoice Converted
Invoice Type Amount Amount | Cumency Metted Amount
DEMO1 Standard 01-AFR-ZZ 1,000.00 750.00 | CAD 750.00
Total 760,00
‘L

Customer DEMONSTRATION

Customer Mumber 42240
Customer Taxpayer 123456788

Location 53680
Customer Tax Reg Mo,

[]
—_ ) Transaction Transaction Transaction Converted
ransaction Number Transaction Type Dsts rnount Metted Amount Currency N Armaunt
DEMOZ MISC AR 02-AFPR-22 T50.00 750.00 | CAD 750.00
Total 750.00

End of Report
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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.

(A1l isupplier Portal

n naigator v B Favorites v Home Logout Preferences

Invoices/Payments | Home | Admin
Vigw Involces | View Payments

View Payments
| Export |

Simple Search

Hote that the search is case insensitive Advanced Search
Payment Number 668997 | FATrOark Dot From ) @ 5 - R
Invoice Humber wampin: M1
Payment Amount Erom | 7o
Go | | Clear
Payment |[payment pate - Jcurrency Method .
SRR 13-May-2013 CAD 117,550.00 Cheek Multiple

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

LCB O T NE

N Navigator v B Favorites v Home Logout Preferences

Invoices/Payments | Home | Admin
View Invoices | View Payments

View Payments

Export
Simple Search
Note that the search is case insensitive Advanced Search

Payment Mumber |668997

File Download

Invoice Number

Do you want to open or save this file?

Payment Amount From To
o i~ Name: export.tsw
Payment |payment ate ~ 1 iﬂlj Type: Microsoft Office Excel Worksheet, 129 bytes |Method Invoice
668997 13-May-2013 From:  Ichosupplierqavn. b, com 117,550.00 Check Multiple

Qpen Save Cancel

™ While fles from the Internet can be usehl, some files Gan potentially R L B L
hiarmn your computer. |f you da nat trust the source, da not open or
sawe this file. \What' the risk?

Open the file to view your results.
A B C D E F
1 Payment Payment Date Currency Amount  Method Invoice
2 668937 13-May-13 CAD 117,550.00 Check  Multiple

You can also export data from the invoice details page for the payment.

K81} isupplier Portal

7 Navgator v B9 Favorites v Home Logoul Pred

Invoices/Payments | Home | Admin
View Invoices | View Payments

ImoicesPayments. View Payments >

Involces for Payment: 668997

|| Export l

|pescription Invoice Date ~ [Type Currency Amount|  Due Payment Status Due Date Payment Receipt Attachments
01-Apr-2013 Credst Memo CAD (500.00)  0.00 Paid 0 3 68007
LAB FEE 01-Apr-2013 Credst Memo CAD (2,500.00) 0.00 Paid

PRODUCT 15-Mar-2013 Standard CAD 120,550.00 0.00 Paid
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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.

[ARHI] isupplier Portal

N Navigator v B Favorites v Home Logout Preferences Help

Invoices| Payments | Home m

Profile Management
ol Gl Address Book
Compon Profe
Address Hame - |Addras Details (Country | Update Remove
> Contact DEF 123 KING STREET Canada > B
Directory TORONTO, ON M5V 3A1 =
o Business
Classifications

Creating a New Address

If your company has multiple locations, you can create additional addresses. To create a new address, click the ‘Create’
button.

Wil isupplier Portal

A Nagator v B2 Favarites ¥ Home Logout Pre

Invoices| Payments | Home | Admin

S gk Address Book

«  Company Profile
-  Address Book Address Name - |address Details Country Update Remove
o Contact DEF 123 KING STREET Canada 7 g
Directory TORONTO, ON M5V 3A1
o Business
Classifications
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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.
LCBO

iSupplier Portal

Admin. Profle Management: Address Beok >
Create Address

A Navgator v B Favorites v Home Logout Preferences

= Indscates required field

| cancel | || Save |
Supplier Name  ABC WINERY Supplier Number 72801
= Address Hame | TORONTO Fhone Area Code |416
Country | Canada ~ Phone Humber |995-1234
= Address Line 1 |100 YONGE ST Fic Area Code
Address Line 2 ISLHE 1500 Fax Numbser
Address Line 3 | Email Address
Address Ling 4
* City/Town/Locality | TORONTO
County |
State/Region
Frovince |ON
* Postal Code | MSE 1E5
Hote
HNote
Inciude any addional detals SDouL thae addness such as tha fyp of addreis, This w ba visbis 10 other byt within your anganiaton s vwall as 15 the suppher. Alsc. incude brief notes 10 buyer about the changs whan changing address information

Cancel | [ save
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.

LCBO

iSupplier Portal

i Navigator> B Favores v Home Logo

Invoices|Payments | Home | Admin
Profile Management

= General

Lg Confirmation

«  Company Profile

TORONTO has been added to your Address Book.

> Contact

Address Book

Dy
C Sness Address Name -~ Address Details Country Update Remove
DEF 123 KING STREET Canada » -1
JOBOMTO Obl S 341 &

roronTo 100 YONGE 5T Canada
SUITE 1500 & B

TORONTO, ON MSE 1ES

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

iSupplier Portal

n Navigator v B Favorites v Home Logout Preferences Help

Tnvoices/Payments | Home | Admin
_ Profile Management
| Address Book

| create

= General

+  Company Profile

o | Address Book = Address Name - |Address Details Country Update Remove
o Contact DEF 123 KING STREET Canada 7 m
Directory TORONTO, ON M5V 3A1

o Business

Classifications

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.

LCBO ERET G

A Naagator v  ® Favorites ¥ Home Logout Preferences Help

Invoices/ Payments | Home | Admin

Profile Management
« General Address Book
« Company Profile Create
Address Book  Address Hame - |Address Details Country Update Remove
o Contact DEF 123 KNG STREET Canada ry 3
Directory TORONTO, ON M5V 3A1
Business TORONTO 100 YONGE 5T Cenada
Classifications

SUITE 1500 4 I~ |
TORONTO, ON MSE 1E5
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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.

(AWl isupplier Portal

n Navgator v B Favortes v Home Logout Pr

Admin: 2 Manag
Update Address

= Indicates required fiald

nent: Address Book >

Cance}
Suppler Name  ABC WINERY Supplier Number 72801

* Address Name |DEF

Phoné Ares Code 416

Country | Canada fr Fhone Number .999-9999
= Address Line 1 [123 KING STREET Fax Area Code 418
Address Line 2 || SUITE 1100 Fao Number | 888-8888

Address Line 3 Email Address

Add

% Line 4
* City/Town/Locality [TORONTO
County
State/Region
Province |ON
* Postal Code |MSV 3AL

Hote
Irciude any addhonyl detals about the sdcness such as the e of sodress. This vl b viskie 10 othar buvers within your srgar

zation as wel 2810 the suppier. Also. incude brisf rotes to buyer shout the change whan changing addrs information

| Cance] | | save |

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.

LCBO iSupplier Portal

i Naigator B9 Favoriies v Home Logout Prel
Involces/Payments | Home | Admin
Profile Management
= Ganersl =
+  Company Frofile -G Conﬁm;dtlon ;
F ed,
- EAITaE ik Details for your DEF addrass have been modified.
o Contact Addesss Book
e
5 Bush
Classifications Address Name - ‘Country | Update Remove
DEF Canada
o -]
ORONTO, ON M5V 3A1
TORONTO 100 YONGE ST Canods
SUITE 1500 7 b7 |

TOROMNTO, OH MSE 1E5

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

INMHI] isupplier Portal

it Navgatorv B2 Favortes w o ogout Praferences Help
| Invoices/Payments | Home | Admin
Profile Management

-  General Address Book

=  Compary Profile
© | Address Book  Address Name - _Address Details Country Update Remove
3 Contact DEF 123 KING STREET Canadas 2 8
Directory TORONTO, ON M5V 3A1
o Business TORONTO 100 YOHGE ST Canada
Classifications SUITE 1500

TORONTOQ, ON MSE 1E5

Removing an Existing Address
To remove an address from your Address Book, click the ‘Remove’ button.

(AWHI] iSupplier Portal

i Maigator ¥ Favotes v Home Logout Preferences Help
Involces| Payments | Home | Admin
Profile Management
=l Ganaral Address Book
«  Campany Profile
©  Address Book  Address Name - |Address Details Country update Remove
- Contact DEF 123 KING STREET Canada
Directory SUITE 1100 & 7]
o Business TORONTO, ON M5V 3A1
Classifications TORONTO 100 YONGE 5T

Canada
SUITE 1500 &
TORONTO, ON M5E 1E5
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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.

IAWI] iSupplier Portal

N Navigator ¥ B Favorites ¥ Home Logout Preferences
Invoices/Payments | Home | Admin
Profile
« General i Warning
= Company Profile The address TORONTO has been i Al of the sitas jated with the address
Add Book have also been inactivated and the address is no longer assodated to any contacts or
bank accounts.
> Contact
[Reacry, Would you ke to proceed with this action?
Business

Classifications
e ]

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.

[XWii] isupplier Portal

1 Mavigator v B2 Favorites v Home Logowt Preferences Help
Involces | Payments | Home | Admin
Profile Management
= General
= Company Profile

& Confirmation
TORONTO address has been removed from your Address Book.

o Contact Address Book

e

a,mﬁs Address Name - |Address Detaits Country Update Remove
DEF 123 KING STREET Canada

SUTTE 1100 > B
TORONTO, ON M5V 3A1

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

81l isupplier Portal

i Navgator v B Favorles ¥ Home Logout Preferences Help
Invoices/ Payments | Home | Admin
Profile Management
«  General Address Book
= Company Profile
o | Address Book  Address Name -~ |Address Details Country | update Remove
Contact DEF 123 KING STREET Canada
Directory SUITE 1100 P4 7]
Business JTORQNTO, ON MOV 241
Classfications TORONTO 100 YONGE ST Canada

SUITE 1500 7 -]
TORONTO, ON M5E 1E5

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.

KWl isupplier Portal

N Navigator ¥ B Favorites ¥

Invoices] Payments | Home

Profile Management
« General Contact Directory : Active Contacts
= Company Profile Create |
= AddressBook  prsk Name [Last name |Phone number |Emait status | User Account Remove Addresses Update
°  Contact John Smith 416-999-9999 name@domain.com Current v b | = 4

Business =l Contact Directory : Inactive Contacts
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Creating a New Contact

To add a new contact and request iSupplier access, click the ‘Create’ button.

N8Il isupplier Portal

N Navigator v B2 Favortes v Home Logout Preferences
Involces Payments | Home | Admin

 Profile Management

s Cenasl Contact Directory : Active Contacts

e
= Address Book First Name |Last Name |Phane Number |Emait |status | User Account Remove Addresses Update
©  Contact John Srnith 416-999-9999 nanmedomain.com Current o 3 3 »
Directory

Business -l Contact Directory : Inactive Contacts

Classifications

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

(AR 1] isupplier Portal

fi Madgator v B9 Favorites v Home Logout Preferences

Admin: Profle Management: Contact Direclory >
Create Contact
= Indicates required field

[ cancel | [ save |

Contact Title ™ Fhone Area Code
First Name  |Mary Phone Mumber 416
Middle Name Phone Extension |555-1234
* Last Name |Jones Alternate Phane Area Code
Alternate Hame Alternate Phone Number |
Job Title Fax Area Code
Department Fax Number |
Contact Email | mary.jonesgabe.com
url

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

[AWi{l] isupplier Portal

Mwigator * B Favores v

Involces | Payments | Home | Admin

Profile Management
= General X Cn
= Company Profile S A ae o
o  Address Book Mary Jones has been added to your Contact Directory.
- Contact Contact Directory : Active Contacts
orectory
f;l! ﬂanmss First Hame |Last name [Phone Humber Email Status User Account Remove Addresses update
IMl‘—'\‘ Jones 416 555-1234 mary.smith@abe.corm Pending g ] ~
John Smith 416-999-9999 namegGdomain.com Current v a ] >

\+| Contact Directory : Inactive Contacts

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.

(ANl iSupplier Portal

A Navigator v B9 Favorites v Home Logout Preferences
Invoices| Payments | Home | Admin
Profile Management
«  General Contact Directory : Active Contacts
" conpary e
° AddressB0ok  firt Mame [Last Hame |Phone tumber Email |statue User Account Remove Addressas Update
Contact Mary Jones 416 555-1234 mary.jones@abe.com Current 8 = »
- John Smith 416-999-9999 name@domain.com Current w 7 = 4
o Business
Clessifications
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If your request is rejected by the LCBO, your new contact will no longer be displayed.

IN8{)] isupplier Portal

N Navigator v B Favorites v Home Logout Preferences
Invoices/Payments | Home | Admin
Profile Management

« General Contact Directory : Active Contacts

=  Company Profile

> Address Book

First Name |Last Name |Phone Humber |Ema'll Status User Account Remove Addresses Update
- Contact John Smith 416-999-9999 name@domain.com Current v i 7
Directory
o B T (Eatontagtlirectory.cInagtiva Contacks

Classifications

Updating an Existing Contact

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

(KNIl  iSupplier Portal

A Madgator v B Favorites ¥ Home Logout Preferences

Invoices/ Payments | Home | Admin

» General Contact Directory : Active Contacts
+  Company Profile
Address Book First Hame |Last name |Phone tumber [Email |Status User Account Remaove Addresses Update
Contact Mary Jones 416 555-1234 mary.jones@abc.com Current ” = | ] m
. Jahn Smith 416-999-9999 name@domain.com Current - 7| = 7
> Business
Classifications

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.

IR I] isupplier Portal

N Navgator v # Favortes v Home Logout Preferences

Admin. Profile Management: Contact Directory >

Update Contact

* Indi required fi
Indicates required field Cance]

Cantact Title > Phone Area Code
First Hame |Mary Phong Number |416

Middle Hame Phone Extension |365-5578

= Last Hame |Jones Alternate Fhone Area Code

Alternate Name Alternate Phone Number

Job Title |Manager Fax Area Code

Department | Fax Humber

Contact Email | mary.jones@abe.com
ud |

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.

(KWl isupplier Portal

M Navigator ¥ B2 Favorites w Home Logout Preferences

Invoices/ Payments | Home | Admin

Profile Management
»  General = =
+  Company Frofile & Confirmation
Address Book Contact details for Mary Jones have been saved
Contact Contact Directory : Active Contacts
Directory Create |
ms:‘f';’:e"m First Name |Last Name [Phone Number |Email |status | User Account Remove Addresses Update
Mary Jones 416 555-1234 mary. jones@abe.com |(.‘|ange Pending I v 3 & 2
Jahn Srhith 416-999-9599 nameSdomain, com Current v | = 7
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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.’

AWl isupplier Portal

N Nagator v PR Favorites + Home Logout Preferences
Involces | Payments | Home | Admin
Profile Management
s Canoral Contact Directory : Active Contacts
«  Company Profile
o Address Book First Name |Last Hame |Phone Number |Email Status User Account Remove Addresses Update
- Contact Mary Jonas 416 365-5678 mary.jonesgabe.com v B = v
i John Smith 416-999-9999 name@domain.com Current v =1 ] o
Buginess

|-l Contact Directory : Inactive Contacts

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

L.CB O EET

N Naagator v BF Favories ¥ Home Logout Preferences
Invoices/Payments | Home | Admin
Profile Management
o Coneral Contact Directory : Active Contacts
«  Company Prafile
© AddressBook st Name |Last Hame |Phone Humber [Email |status | User Account Remove Addresses Update
©  Contact Mary Jones 416 555-1234 mary. jones@abe.com ICurrer'. I v -1 ] >
Birectncy John Smith 416-999-9999 nameddomain.com Current v -] B ’
o Business =
Classifications
|+ Contact Directory : Inactive Contacts.

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.

KWl isupplier Portal

M1 Maigator v B9 Favorites v

Involces | Payments | Home | Admin

Profile Management
» Caneral Contact Directory : Active Contacts
- Conpay e
o AddressBook  prst name [Last name |Phone number |Eman [status | User Account Remove Addresses Update
©  Contact Mary Jones 416 365-5678 rmary.jones@abe.com Current v = ¥ g
Uiraclory John smith 416-995-9999 namegdomain.com Current v B = >
Busingss 3

|zl Contact Directory : Inactive Contacts

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

[AW{I] isupplier Portal

A Naigator v B¥ Favortes v Home Logout Preferences
Invoices/ Payments | Home | Admin
Profile Management
«  General . - -
«  Company Profile “z Confirmation
o Addeas Baok Mary Jones has been removed from your Contact Directory.
Contact Cantact Directory : Active Contacts
prectry
2 Business First Name |Last name |Phone Humber |Emall Status User Account Remove Addresses Update
John Smith 416-999-9509 name@domain. com Currant - B ] 2
14l Contact : Inactive Contacts

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

N Navigator v B% Favorites v Home Logout Preferences

Invoices /Payments | Home | Admin

Profile Management
«  General Contact Directory : Active Contacts
= Company Profile
o AddressBOOK | pist Hame |Last Hame: |Phone Number Email |status User Account Remove Addresses update
Contact John Smith 416-999-9999 name @ domain.com Current v g = 7
Directory
Business | - Contact Directory : Inactive Contacts
Classifications
First Hame [Last name |Phone Number |Email istatus User Account
Mary Jones 416 365-5678 mary. jones@abe.com | Pendmg| v

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.

[AWi] isupplier Portal

N Maigator v B Favorites v Home Logout Pref

Involces | Payments | Home | Admin

Profile Management
« Ganeral Contact Directory @ Active Contacts
= Company Profile Create |
AddressBook | First Name |Last name Phone lumber Email Status User Account Remove Addresses Update
- Contact John Smith 416-999-9999 name&domain.com Current v B B >
Directory
o Business =), Contact Directory : Inactive Contacts.
Classifications
First Name |Last Hame |Phone Number Email User Account
Mary Jones 416 365-5678 mary. jonesgabc.com Inactive ¥4

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

IAW{1] isupplier Portal

A Navgator ¥ B Favorites v Home Logout Preferences
Invoices | Payments | Home | Admin
Profile Management
» General Contact Directory : Active Contacts
+  Company Profile
g -hess ook lta Last Name [Phone Humber Email Istatus User Account Remove Addresses Upda
- Contact Mary Jones 416 365-5678 mary.jonesBabe.com Current o g ] 2
= John Smith 416-999-0959 nameSdamain, com Current " 7 | B 2
Business. - ~
Classifications
'/ Contact Directory : Inactive Contacts

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.

LCBO iSupplier Portal

1 Havigator v ¥ Favortes v Home Logout Preferences Help
Invoices/Payments | Home | Admin
Profile Management
« General Business Classifications
* Company ol save
Address Book
. Contact #TIP Date format example: 26-May-2013
Directory <) Previous [ 1-15 (86| Next 15
Business Classification | Appcable Minority Type Certificate Humber Certifying Agency Expiration Date
ot |, o | 2
gags O ]
8alers & Accessories O =
Catering Senvices O =
Chemicals O =
Computer Equipment & Accessories @] =2
Construction @] @
Consulting Services O -
Design Services O =
Educational Services 0 =
Employee O =
Emplayee Undforms (] =
First Aid & Safety EQ =] =]
Fraight 0o =
Furniture E =

evious | 1-15 M| Mext 15 @
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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.’

[K8HI] isupplier Portal

N Navgator e B2 Favaites v Home Logout Preferences Help
Invoices/ Payments | Home | Admin
Pioflc Management:
« General Business Classifications
- Company Profil
o Address Book
5 Contact #TIP Date format example: 26-May-2013
Directory Frevious [1-150f 34 W) Hext 15 &
Business Classification | ble Minority Type Certificate Number Certifying Agency Expiration Date
Classifications Alcghol =
Bags @
Balers & Accessaries @
Catering Services =B
Chemicals =

Computer Equipment & Accessories
Construction

‘Consulting Services

Design Services

Educational Services

Employee

Employee Uniforms

First Aid & Safety EQ

Freight

DDDDDDD!DDDDDDm

Furniture

You will receive confirmation that your classifications have been saved. A notification will also be sent to the LCBO.

(AR 1] isupplier Portal

N Navgator v B Favorles w Home Logout Preferences Help

Invoices/ Payments | Home | Admin

Profile Management
+ Ganeral o
« Compony Profile -z Cond |m|al;nn
Addrads B Your classifications have been saved.
Contact Business Classifications
Dérectory
Cance| Save
Business ol
Classifications # TIP Date format examphe: 26-May-2013
Frevious | 1-15 @
Classification \ppl Minority Type Certificate Number Certifying Agency Expiration Date
Aboohal =
Bags =

Balers & Accessories
Catering Services
Chemicals

Computer Equipment & Accessories
Construction
Consulting Services
Dasign Senvices
Educational Services
Employee

Employee Uniforms
First Aid & Safety EQ

Freight

i o o s R s

Furniture
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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@Icbo.com to have your
password reset. This will update both your network password and your iSupplier password(s).

/= Junos Pulse Secure Access Service - Windows Internet Explorer

@.\:/ - \g, https: jfwwan.|cbonet . comjdana-nafauthjurl_defaultiwelcome. cgizp=Failed

hd
File Edt Wiew Favorites Tools Help @ convert ~ PRselect  [Esnagc [ &
W I (& Junos Pulse Secure Access Service ]_I

NETWORKS

Welcome to the

Junos Pulse Secure Access Service

Invalid username or password. Please re-enter your user information.

Username l:l Please sign in to begin your secure session.
Realm LCBO-Realm v

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.

ORACLE

h

Bl N AME @DOMAIN.COM
“Password R —
[ecample: 23

73)
(Cogn ] conce
Accessihiiity| Mone v

@ Error

Login failed. Please verify your login information or contact the system administrator.

}
I £
. 3

\#\'! i

e [ -

)

Select a Language:
English

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.

Juniper @ b e - |
S— Homae | Praferences Help  Sign Out
Walcome to the Secure Access S5LVPN.
=l
Q
walus “3" ke saarch for invoites masting eartain crterin. Fer axamale, if you search by “106%° it will display all inveices Beginning with 106. If yeu saarch by “3E0" it will disgiay
B2, If you seanch by "100%E34% it will disclay all invoices Seginning with 103 and ending with §34,
]
=]
.
lin Q
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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.

m Identity Manager

Change Password
To change your password, please fill in all of the fields below and click OK

User ID
|name@d0main com

Current Password

MNew Password

Caonfirm New Password

[oK]
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Frequently Asked Questions

Question 1:

How do | 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

/= Junos Pulse Secure Access Service - Windows Internet Explorer

@.- y - |g, https: f fvavne  lcbonet, comfdana-na/authfurl_defaultfwelcome. coi

L

Fle Edit \View Favorites Tooks Help @convert ~ Pgelect [ onagk B 2
* "1"';1\? I@JunasPulseSecure.ﬂccessService ]_l

Juniper

Welcome to the

Junos Pulse Secure Access Service

Username |name@dnmain.cum | Please sign in to begin your secure session,

Password |nnnn |

Realm |LCEEO-Rea|m V|

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

Welcome to the Secure Access 55L VPN,

[Ty r—|

iSupplier System
etouican izez uillicard value "%” to search for inveices meeting certzin criteriz. For example, if you search by "105%” it will display all inveices beginning with 106. If you search by ":80° it vill display
all inveices ending with 80. If you search by "103%:534% it will displsy =ll inveices beginning vith 103 and ending with 554,

@ iSupplier User Manual

iSupplier Online Manuzl

@ Help

Help Page

& Ppassword Change
Dasszwerd Change

[E LcBO Trade Resources Online

5 s v s |
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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. namel12345@domain.com.

ORACLE"

TR
g thcriamc |name@d0ma|n com
A % {=xample: michael.james.smith)
7 “Password
ex;r"p 4|.‘T=
Accessihility| Mone v

Select a Language:
English

Question 2:
Why can’t | 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@Icbo.com to have it reset. This will change both your
network and iSupplier passwords.

Question 3:
Why can | log into the LCBO network, but not into the iSupplier system?

ORACLE

@ Error
Login failed. Please verify your login information or contact the system administrator.
i b N AME @DOoMAIN.COM
“p %’

[example: mes,.smith)

*Password

exr"p : 4u39v33)

99v23
Accessihilityl Mone v

Select a Language:
English
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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.
Junipea & ¥ & B

some  Prefarances T dalp sign Out

Walcome to the Secura Access SSLVPN.

[ et Bockemarks [[§ =
{& isupplier System =]
Tip: You can vie & alu: §

t will display oll inveices beginning with 106. If you senrch by “3E0" it will diapiny

[@ LCBO Trade Resources Online =]

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.

m Identity Manager

Change Password
To change your password, please fill in all of the fields below and click OK

User ID
|name@d0main com

Current Password

New Password

Caonfirm New Password

[oK]

Question 4:

Why haven’t | 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@I|cbo.com and PRODITIM Administrator@Icbo.com.
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Question 5:

Why can’t | find specific invoices?

Answer:

There are a few reasons you may not be able to find particular invoices:

1) Theinvoice 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 | 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.

(NWi{1] isupplier Portal

N Nadgator v B Favorites
Invoices/ Payments | Home | Admin
View Invoices | View Payments

View Invoices

Simple Search

Advanced Search |
Invoice Number |101-0012399 Amount Due From To
Fayment Number Invaice Date From To 3
Fayment Status b Due Date From 3 1
Invoice Amownt From To wampie: 26-May-2013
Go | | Clear

Invoice |Description Invoice Date = Type Currency Amount| Due Payment Status Payment Receipt  Discount Date Available Discount  Attachments.

FRODUCT 15-Mar-2013 Standard CAD 120,550.00  0.00 Paid
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Question 7:

Why can’t | 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.

i c BO iSupplier Portal

N Navgator v B Favorites v Home Logout Preferences

Invoices/Payments
View Invoices | View Payments

View Payments

Simple Search

Hote that the search is case insensitive
Payment Number | 666597

Invoice Number

Fayment Amount From

Fayment Date From To
wampis 13-Hay-2013)

To
Go | | Clear

ent [Payment pate -

currency

Export

Advanced Search

Amount|Method

13-May-2013 CAD

117,550.00 Check

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

LCBO

iSupplier Portal

Invoices/Payments | Home | Admin
View Invoices | View Payments
Invoices/Payments: View Payments >
Payment: 668997 (Total CAD 117,550.00)

M Navigator ¥ B Favorites v Home Logout Preferences

Fayment Date  13-May-2013 Supplier
Method Check Supplier Site
Address

[Invoice Date |currency Amount|Payment Status
01-Apr-2013 CAD <2,500.00> Faid
01-Apr-2013 CAD <500.00> Paid
15-Mar-2013 CAD 120,550.00 Paid

Return to Invoices/Payments: View Payments

2) From a particular invoice query

ABC WINERY
DEF
123 KING STREET
TORONTO M5V 3A1
Payment Receipt Attachments
<2,500.00>
<500,00>
120,550.00
Export

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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LCBO BlE upplier Portal

Invoices/ Payments | Home | Admin

A Mavigator v B Favorites v

Home Logout Preferences

View Invoices | View Payments

View Invoices

Invoice Number |101-0012399
Payment Number

Payment Status b
Invoice Amount From To
[ Go | [ ciear |
Invoice |Description Tnvoice Date ~

R

FRODUCT 15-Mar-2013

Amount Due From | To
Tnvaice Date From & 1o
Due Date From o Ty
Currency nmounj Dugl Payment Status Due Date
Standard  CAD 120,550.00  0.00Paid

Details for the payment, including a list of invoices included on the payment, will be displayed.

IK8i{)] isupplier Portal

B2 Favorites v

T Navigator ¥

Export

| Advanced Search |

ilable Discount h

Home Logout Preferences

Invoices/Payments | Home | Admin
View Invaices | View Payments
Invoices/Payments: View Invoices >
Payment: 668997 (Total CAD 117,550.00)

Payment Date 13-May-2013 Supplier
Method Check Supplier Site
Address

Inveice Invoice Date [Currency Amount|Payment Status
LF12345 01-Apr-2013 CAD <2,500.00> Paid
102-0012345T 01-Apr-2013 CAD <500.00> Paid
101-0012399 15-Mar-2013 CAD 120,550.00 Paid

Return to Invoices/Payments: View Invoices

Question 8:

ABC WINERY
DEF
123 KING STREET

TORONTO M5V 3A1

Payment Receipt
<2,500.00>

<500.00>
120,550.00

Export

Attachments

Export

Where can | 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.

(A1l iSupplier Portal

Invoices/Payments | Home | Admin

N Nadgator  ® Favorites v

Home Logout Preferences Help

View Invoices | View Fayments
View Invoices

Amount Due From To

Invoice Number [101-0012399
Payment Number Invoice Date From | M To
e = Due Date From | & 5
Invaice Amount From | To (sarple: 2obay-203
Go | | Clear
Invoice J on |Invoice Date - [Type Currency _Amount| Due Payment Status

=
] omer

15-Mar-2013

Standard CAD 120,550.00, 0.00 Paid

E

t Receipt |Discount Date
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Additional details for this invoice are displayed. These details can be exported to Excel by clicking on the ‘Export’ button.

IAWil] isupplier Portal

N Navigator v B Favorites v Home Logout Preferences

Tnvoices/Payments | Home | Admin

View Invoices | View Payments

Invoices/Payments: View Invoices >

Standard Invoice: 101-0012399 (Total CAD 120.550.00)

Currency=CAD e
Payment Information
Seneral AmOUnt Stmmary Faid 120,550.00
Invoice Date  15-Mar-2013 Ttem 120,550.00 Discount Taken 0.00
Batch Freight 0.00 Uz D
Attachments Hone Miscellaneous 0.00 SimbE b
Supplier  ABC WINERY Tax o.00 & Payment Date  13-MAY-2013
Supplier Site  DEF Prepayment 0.00 Fayment 668997
Address 123 KING STREET Retainage  0.00 Term :ﬂsgﬂ%ﬁg ON RECEIPT IN
TORONTO, M5V 3A1 Withholding Tax  0.00 Method
Total 120,550.00
Invoice Lines = Scheduled Payments
Line = Type Description Amount| BOL Cases Cases Received Supplier Quote Qty Price Receipt Tax Included Retainage
1 Tem 011111 50,000.00 100 150.00 15.5000 0.00
2 Tem 022222 25,000.00 300 300.00 32.9800 0.00
3 Ttem 033333 30,250.00 150 150.00 36.2500 0.00
4 Tem DEPOSIT 10,000.00 0.00
5 Tem HST 5,300.00 0.00

Return to Invoices/Payments: View Invoices Export

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 | 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.

N8Il isupplier Portal

N Navigator v B2 Favortes v

Invoices/ Payments | Home | Admin

Profile Management
o cesaal Contact Directory : Active Contacts
«  Company Profile ml
= Address Book First Name iLast Hame |Phone Number ] Istatus ] User Account Remove Addresses Update
©  Contact John Srnith 416-999-9999 nanmedomain.com Current o 3 = 4
Directory
Business +| Contact Directory : Inactive Contacts
Classifications
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Enter the contact details and click the ‘Save’ button.

(AR 1] isupplier Portal

M Navigator v B9 Favorites v

Admin: Profile Management: C

Craate Contact

= Indicates required field _cancﬂj l_E_i:F_G__l

Contact Title ™ Fhone Area Code
First Name | Mary Phone Number (416
Middle Name Phone Extension |555-1234
* Last Name |Jones Alternate Phone Ares Code
Alternate Name Alternate Fhone Humber [
Job Title Fax Area Code
Department Fax Number |
Contact Email | mary.jones@abe.com
url

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.

[AWi{l] isupplier Portal

fi Mavigator v B9 Favortes v Home Logout
Invoices | Payments | Home | Admin
Profile Management
= General Y e
+  Company Profie _& Confirmation
o Address Book Mary Jones has been added to your Contact Directory.
Contact Contact Directory : Active Contacts
orectory
- Business First Hame |Last Hame |Phone Humber Email Status User Account Remove Addresses update
I"“l‘—'\‘ Jones 416 555-1234 mary.smith@abe.corm Pending g ] ~
John Smith 416-999-9959 namegdomain.com Current v 8 B >

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.

(ANl iSupplier Portal

A Navigator v B9 Favorites v Home Logout Preferences
Invoices| Payments
Profile Management
«  General Contact Directory : Active Contacts
" conpary e
° AddressB0ok  firt Mame [Last Hame |Phone tumber Email |statue User Account Remove Addresses Update
Contact Mary Jones 416 555-1234 mary.jones@abe.com Current 8 = »
b John Smith 416-999-9999 name@domain.com Current v 7] =2 -
> Business
Clessifications

If your request is rejected by the LCBO, your new contact will no longer be displayed.

(NBi(] isupplier Portal

M Navigator v B Favorites ¥ Home Logout Preferences

Invoices/Payments | Home | Admin

Profile Management
| o Ceneral Contact Directory : Active Contacts
= Company Profile
© Address Book First Hame |Last name |Phone Humber [Email Status User Account Remove Addresses Update
- Contact John Smith 416-999-9999 name@demain.com Current v i 7
Directory
S0 osaind (FiSontact Directory. - Iactive Contacts

Classifications
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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.

LCBO EEM L

M1 Maigator v B9 Favorites v Home Logout Preferences
Involces | Payments | Home | Admin
Profile Management
» Caneral Contact Directory : Active Contacts
= Company Profile
o AddrestBook  frst name [Last name |Phone number |Eman |status User Account Remove Addresses update
©  Contact Mary Jones 416 365-5678 rmary.jones@abe.com Current v = ¥ g
Dicectury John Smith 416-999-9999 namegdomain.com Current v G = g
Busness :

|- Contact Directory : Inactive Contacts

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

AW} isupplier Portal

M Nadgator v B¥ Favorites v Home Logout Preferences
Invoices/ Payments | Home | Admin
Profile Management
= General - -
«  Company Profile “z Confirmation
S Mary Jones has been removed from your Contact Directory.
Contact Cantact Directory : Active Contacts
prectry
H Business First Hame |Last name [Phone Number |Email Status User Account Remove Addresses update
John Smith 416-999-9999 name@domain,com Current v B =] 4

141 Contact Directory : Inactive Contacts

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

AW} isupplier Portal

N Navigator v B% Favorites v Home Logout Preferences

Profile Management
«  General Contact Directory : Active Contacts
+  Company Frofile
o AdiressBook | girst mame |Last name |Phone Humber |Emait |status User Account Remove Addresses Update
‘Contact John Smith 416-999-9999 namegdomain.com Current v - | ] Fd
Directory
Business | Contact Directory : Inactive Contacts
Classifications
First Hame [Last name |Phone Number |Email istatus User Account
Mary Jones 416 365-5678 mary. jones@abc.com I Pendmgl ]

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.

IA8l] isupplier Portal

N Maigator v B Favorites v Home Logout

Involces | Payments | Home | Admin

Profile Management
« Ganeral Contact Directory @ Active Contacts
s Company Profile Create |
Address Bock First Name |Last name Phone Humber Email Status User Account Remove Addresses update
- Contact John Smith 416-999-9999 name&domain.com Currenk - B B >
Directory
o Business =), Contact Directory : Inactive Contacts.
Classifications
First Name |Last Name |Phone Number Email User Account
Mary Jones 416 365-5678 mary. jonesgiabe.com Inactive ¥

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

IAW{1] isupplier Portal

N Naigator v B Favorites v Home Logout Preferences
Invoices | Payments | Home | Admin
Profile Management
» General Contact Directory : Active Contacts
+  Company Frofile
Hb s tia Last name [phone number Email Istatus User Account Remove Addresses upda
- Contact Mary Jones 416 365-5678 mary. jones@abc.com Currant v IF] ] 7
o John Smith 416-999-0959 nameSdamain, com Current " 7 | B 2
Business - ~
Classifications
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Question 10:

Can | 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.

.
View Invoices | View Payments
Home >

View Invoices

Simple Search
To search, please enter at least one of the following search criteria: Invoice Number, Supplier
Invoice Number | 151367 Q Supplier Site Q
Supplier |E. + J. GALLO WINERY Q Receipt Number
PO Number Amount Due From To |
example : 1234 Invoice Amount From To |

Release Number . = =
P PR Invoice Date From I m To m
vepaterom 1B o [ 1@

(example: 18-0ct-2022)

Invoice Status
Payment Number

Payment Status
Supplier Oon PO Payment Scheduled Netted Reckoning  Netting
Invoice|Invoice Date * Description Type Supplier  Site Currency| Amount Due Status Hold Number Receipt Status y y Attact Amount Currency Report
151367 |11-Sep-2021 P202106 (15-Aug- Credit E.+J. DEF CAD (2,694.92) 0.00 Approved Paid 1300346 N B
21-11-Sep-21) Memo GALLO E] m -

WINERY

(AWl iSupplier Portal

1 Navgator ¥ B2 Fawries v Home Logout

Purchase Orders | Invoices/Payments | Home | Admin
View Invoices ' View Payments

Invoices/Paymenis: View Invoices >

Attachments

Search

Note that the search is case insensitive
Title | Go

5 Show More Search Options
MarkView i I'I']rpe \Descri ption \Category |I_a5t Updated By |I_a5t Updated |llsage
| 151367 11-SEP-2021.pdf File Inwvoice Image To Supplier APORA 13-Sep-2021 One-Time

Return to View Invoices

Purchase Orders Inwices/Payments Home Admin Home Logout Help Preferences

Privacy Statement Copyright (c)

Do you want to open or save appl_fis_oracle_apps_apps_st_appl_lcbo_12.0.0_interface_out_ap_invoices_151367_11-SEP....pdf (5.65 KB) from Icbosupplierqavpn.lcbo.com? ™

COpen Save - Cancel

LCBO Oracle R12 iSupplier User Guide 2022 | Page 54



1.CBO INVOICE

55 Lakeshore Blvd East., Dept. # 884
Toronto, Ontano, M3E 1A4

E. + I. GALLO WINERY

POST OFFICE BOX 1130
ATTN: CREDIT DEPT
MODESTO, CA, 95353, US

Promotion : P202106 (15-Aug-21-11-Sep-21)

g
2

Description

ESS 103-00565642 232371
ESS 102-00568787 232371
ESS 102-00567132 454876
ESS 102-00565679 308122
ESS 104-00567124 454876
ESS 103-00567126 454876
VRF Release: 21-Aug-21 317693 17 Pinot Noir Kali H
ESS 102-00565679 232371
ESS 103-00565642 308122
ESS 103-00565642 454876

"C'm"-JQ‘Lﬂ-hLHM—I|

—
=

Invoice Date: 11-SEP-2021
Involce Mumber: 151367
Invoice Terms: IMMEDIATE

Qty
44
88

335

112

112

280

83
56
56

GRAND TOTAL : { CAD)

386 169.84

JB6 339.68

1.72 576.20

1.72 192.64

1.72 192.64

1.72 481.60
210,00 210,00
386 339.68

1.72 9632

1.72 96.32

SUB TOTAL : 2.694.92
GST/HST : 0.00
2.694.92

POSITIVE INVOICE TOTAL REPRESENTS AMOUNT OWING TO THE LCBO. INVOICE WILL BE DEDUCTED

FROM FUTURE PAYMENTS. YOUR COMPANY WILL BE CONTACTED FOR PAYMENT IF NECESSARY.
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