FINE WINE & GOOD SPIRITS

LOOP | Special Order Approval or Rejection

Job Aid

Log in to your LOOP account, and you will first arrive at the
Dashboard. You will start here each time you login to LOOP.

Welcome,
Mark Daniel

EEE Dashboard

w

FINE WINE & GOOD SP

You will see Special Orders that are Pending Approval.

Please note: There are two Special Order types, Delivery and
Pickup.

3266

Open Orders

Pending Approval

2

~ | AMBRIDGE SERVICE MENS ASSN. # 3266

60920277
Delivery: Special Order

60920334
Pickup: Special Order

Amount Due:
$481.66

Amount Due!
$551.62

Delivery Address:
4TH ST & DUSS AVE - 15003

Pickup Store
2115

Review Order

Review Order

Click on Review Order.

'Review Order




Special Order: Store Pickup
Order Settings will display all order details.

Please verify that the Pickup Store is correct and has the
right items and quantities requested. If not, reject the order.

Please note: An order requiring modification must be rejected
by the licensee, then resubmitted by the supplier.

3266 | - | AMBRIDGE SERVICE MENS ASSN._ # 3266

New Order for 3266 AMBRIDGE SERVICE MENS ASSN

Order Settings #60920334

Order Type
Pickup: Special Order

Payment Information®

Disc ending with 9815 - exp. 12/25 -
Pickup Store Vendor
Store #2115 Vendor #02423

wi s
3725 Capital City Mall Dr CAPITAL WINE & SPIRIT!
CAMP HILL, PA 17011-7003

Contact Information

Primary Contact Person

Primary Business Phone

Willie Close (717) 5551212
ary CASE
ITEM CODE ORoERem) MINOTY  PRODUCT NAME VOLUME  gAde UNIT PRICE TOTAL  FREIGHT
7173 20 12 gopp_endge (e © 7s0mL 1 $3.89 $77.80 $32.00
auvignon
71580 20 6 2‘:0”: Cellars Merlot oML 4 $17.79 $355.80  $60.00
$433.60
$26.02
$92.00

Accept Order Reject Order

Special Order: Delivery
Order Settings will display all order details.

Please verify that the Delivery Address is correct and has the
right items and quantities requested. If not, reject the order.

Please note: An order requiring modification must be rejected
by the licensee, then resubmitted by the supplier.

3266 | ~ | AMBRIDGE SERVICE MENSASSN. # 3266

New Orderfor 3266 AMBRIDGE SERVICE MENSASSN

Order Settings #60920277

Order Type
Delivery: Special Order

Payment Information®

Disc ending with 9818 - exp. 12125

Delivery Address Vendor
Vendor #02423

4TH ST & DUSSAVE CAPITAL WINE & SPIRITS

AMBRIDGE, PA 15003

Contact Information

Primary Contact Person

Primary Business Phone

Wil Close (717) 5551212
ITEM CODE %TA’DERED) MINQTY  PRODUCT NAME VOLUME  SASE UNITPRICE TOTAL  FREIGHT
73 20 12 CopperidgeCabeme! @ rsom 4 5229 $45.80  $32.00
auvignon
71580 20 6 ;':g: CElE et 750 ML 1 $16.09 $321.80
$367.60
$0.00
$22.06
$92.00

Accept Order Reject Order Compare Pickup




Compare Price X

e o RIS G Came G
Compare Price Button 7173 ggfj;ji‘-:\emma 20 $3.80 $2.29 $77.80 $45.80
The Compare Prlce button for the I|Censee that SeIeCtS the 71580 Napa Cellars Merlot 2006 20 $17.79 $16.09 $355.80 $321.80
Dellvery option: This screen prov_ldes the licensee a price P R e
Comparlson between a dlrect-denVEfed VerSUS Store-denVEfed This screen is intended to provide the licensee a price comparison
. between a direct-delivered versus store-delivered Special Order. $433.60 $367.60
SpeCIal Order The “Delivery” price does NOT include the supplier-imposed direct $0.00 $0.00
. " . . . R dehverryrfee reflected at the bottom of the order, while the “Pickup’
The “Dellvery prlce does NOT Include the SUppller-lmpOSEd fperg::;‘l‘neglusweolPLCBs handling fee and no additional delivery $26.02 $22.06
. . . 92.00 92.00
direct delivery fee reflected at the bottom of the order, while PSTeEEC we Nleis e e : ;
the “Pickup” price is inclusive of PLCB’s handling fee and no g et e Suppler e erter toran aemate GERLLED L inEEd
additional delivery. -
Payment Information®
Disc ending with 9818 - exp. 12/25
To accept the order, select a payment type from the Payment
Information drop-down menu, and click “Accept Order.”
Accept Order
To reject the order, simply click “Reject Order.” Reject Order
STATUS AMOUNT

If your Payment Method is not showing when you review the
order through the Dashboard, go to the My Orders tab. Click
the ellipsis at the end of the row. You will see the Review
Order tab. Follow the same process to Approve or Reject.

An email will be sent to the licensee when the order has been
prepared for shipment, and another email will be sent when
the order is ready for pickup.
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