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Customer Order Portal 

Order Portal (for Suppliers) 

Order Entry 

Create an Order - SLO 

Procedure 
 
Description: 
Use this procedure to create a special liquor order (SLO). 
 
Note:  Only SLO items can be placed on a SLO type order. 
 
Oracle Prerequisites: 
•   The customer must exist in the system. 
•   The items must exist in RMS. 

 
Step Action 

1. To complete this procedure, login to the Order Management Portal and select 
the PLCB SUPPLIER ORDER MANAGEMENT responsibility. 
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Step Action 

2. Enter the order header details in the Order Header section. 
 
Click on the ORDER TYPE field's drop-down icon. 

 
3. Click on the SLO ORDER list item. 

 
4. Enter or select the customer using the CUSTOMER NUMBER field. 

 
Note:  Vendors can place orders only for the licensees that are on the Fixed 
Deposit Program. 
 
To search for an existing customer, click on the SEARCH icon next to the 
CUSTOMER NUMBER field. 
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Step Action 

5. The Search and Select List of Values window displays.  
 
Click on the SEARCH BY field's drop-down icon. 

 
 

 
 

Step Action 

6. Select the appropriate search criteria. 
 
You can search for a customer by the CUSTOMER NAME, CUSTOMER 
NUMBER, or the PHONE NUMBER. 
 
Note:  The customer number is the LID number. 

 
7. Click in the SEARCH BY field. 

 
8. Enter the appropriate search value. 

9. Click on GO. 
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Step Action 

10. Select the appropriate customer record. 
 
To select a record, click in the SELECT radio button and then click on the 
SELECT icon. Or click on the QUICK SELECT icon for the desired record. 
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Step Action 

11. Note that the PICKUP STORE field defaults to the customer's home store. 
Validate the entry and change it if required.  
 
Optionally, enter comments in the COMMENTS field. 

 



Training Guide 
Customer Order Portal 

 

 Page 6 

 
 

Step Action 

12. Next, in the Item Details section, specify the line items for the order. Enter the 
appropriate item number or use the search option to look for the desired item. 
 
Note:  Only those items that are in the vendor portfolio are available for 
ordering.  
 
To search for an item, click on the SEARCH icon next to the first ITEM 
NUMBER field. 
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Step Action 

13. In the search window, click on the SEARCH BY field's drop-down icon. 

 
14. Select the appropriate search criteria. 

 
You can search by the ITEM NUMBER or the DESCRIPTION. 

 
15. Click in the SEARCH BY field. 

 
16. Enter the appropriate search value. 

 
If searching using the item number, enter the 9-digit item number.  
 
Note:  If the item number has less than 9-digits enter the item number with the 
leading zeros. For example, to specify the item number 69518, enter it as 
000069518 (with four zeros in the beginning).  

17. Click on GO. 
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Step Action 

18. Select the desired item from the search results. 
 
Note:  If the search returns multiple records, you can click on the ITEM 
NUMBER column heading to sort the results by the item number. Click on the 
column heading to view the items in the ascending order. Click on it again to 
change the view to descending order. 
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Step Action 

19. Click in the ORDERED QTY field. 

 
20. Enter the desired quantity. 

21. Press the [Tab] key on the keyboard. 
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Step Action 

22. The UNIT PRICE, EXTENDED PRICE, and FREIGHT for the line item 
populate automatically. 
 
If desired, click on the DELETE icon to remove the item from the order.  

23. Click in the ITEM NUMBER field on LINE NUM 2. 

 
24. Enter the appropriate item number or use the search option to look for the 

desired item. 

25. Press the [Tab] key on the keyboard. 
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Step Action 

26. Press the [Tab] key on the keyboard again. 

27. Enter the quantity to be ordered in the ORDERED QTY field. 

28. Press the [Tab] key on the keyboard. 
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Step Action 

29. Similarly, enter all the items for the order.  
 
Click on the SCROLLBAR to move to the bottom of the window. 

 



Training Guide

 

Customer Order Portal

 

 Page 13

 
 

Step Action 

30. After entering all the items click on RECALCULATE to calculate the order 
totals in the Order Summary section. 
 
Note:  By default, the Order Entry form allows you to enter 10 items at a time.  
To enter more than 10 items, click on the ADD ADDITIONAL ITEMS icon. 
The ADD ADDITIONAL ITEMS icon adds lines in multiples of 10's. 

 
31. Scroll up the window to view the Order Summary section. 
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Step Action 

32. Review and verify the numbers in the Order Summary section and click on 
APPLY to create the order. 
 
Note: Orders once created cannot be updated. To make changes to a previously 
created order, cancel the existing order and create a new one. 
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Step Action 

33. A blank Order Entry form is displayed with a confirmation message at the top.  
 
Note the assigned order number and if desired, use the Order Inquiry form to 
view the details and status of the order at any time.  

34.  
End of Procedure. 

Create an Order - Luxury Order Vendor Supplied (LOVS) 

Procedure 
 
Description: 
Use this procedure to create a Luxury Order Vendor Supplied (LOVS) order. 
 
Note:  Only luxury items can be placed on a LOVS order type. 
 
Oracle Prerequisites: 
•   The customer must exist in the system. 
•   The customer must be a member of the Fixed Deposit Program. 
•   The items must exist in RMS. 
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Step Action 

1. To complete this procedure, login to the Order Management Portal and select 
the PLCB SUPPLIER ORDER MANAGEMENT responsibility. 

 

 
 

Step Action 

2. Enter the order header details in the Order Header section. 
 
Click on the ORDER TYPE field's drop-down icon. 

 
3. Click on the LUXURY ORDER VENDOR SUPPLIED list item. 
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Step Action 

4. Specify the customer. 

 
5. Enter or select the customer number (LID number) in the CUSTOMER 

NUMBER field. 

6. Press the [Tab] key on the keyboard. 
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Step Action 

7. Note that the PICKUP STORE field defaults to the customer's home store. 
Validate the entry and change it if required.  
 
Optionally, enter comments in the COMMENTS field. 
 
Click in the first ITEM NUMBER field. 

 
8. Enter or select the appropriate item number. 

9. Press the [Tab] key on the keyboard. 
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Step Action 

10. If an incomplete or an invalid item number is entered, a search is initiated 
based on the item number. The Search and Select List of Values displays a list of 
all items matching the search criteria.  
 
Select the desired item from the search results. 
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Step Action 

11. Click in the ORDERED QTY field. 

 
12. Enter the desired quantity. 

13. Press the [Tab] key on the keyboard. 
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Step Action 

14. Specify the next item on the order.  

 
15. Enter or select the appropriate item number. 

16. Press the [Tab] key on the keyboard. 
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Step Action 

17. Press the [Tab] key on the keyboard again. 

18. Enter the quantity to be ordered in the ORDERED QTY field. 

19. Press the [Tab] key on the keyboard. 

 



Training Guide

 

Customer Order Portal

 

 Page 23

 
 

Step Action 

20. To delete an item from the order, click on the DELETE icon for the 
appropriate line entry. 
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Step Action 

21. After entering all the items click on RECALCULATE to calculate the order 
totals in the Order Summary section.  
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Step Action 

22. Review and verify the numbers in the Order Summary section and click on 
APPLY to create the order. 
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Step Action 

23. A blank Order Entry form is displayed with a confirmation message at the top.  
 
Note the assigned order number and if desired, use the Order Inquiry form to 
view the details and status of the order at any time.  

24.   
End of Procedure. 

Order Inquiry 

Search and View an Order 

Procedure 
 
Description: 
Use this procedure to search for an existing order and view its details. 
 
Oracle Prerequisites: 
•   The order must exist in the Order Management Portal. 

 
Step Action 

1. To complete this procedure, login to the Order Management Portal and select 
the PLCB SUPPLIER ORDER MANAGEMENT responsibility. 
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Step Action 

2. Click on the Order Inquiry tab. 
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Step Action 

3. Use any of the fields in the Search section to enter a search criterion. 
 
Select the appropriate search parameter(s). 

 
4. Enter or select the appropriate search value(s). 

 
5. Click on SEARCH. 
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Step Action 

6. The search results display in the Results section. 
 
If desired, click on any of the column headings with the bold borders, such as: 
PORTAL ORDER NUM, CUSTOMER, and ORDERED DATE to sort the 
results accordingly. 
 
To view the details of an order, click on the associated link in the PORTAL 
ORDER NUM column. 
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Step Action 

7. The order details for the selected order are displayed. View the required 
information. 
 
Optionally, click on the PRINTABLE PAGE icon to open the order in a 
printable version and print it. 
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Step Action 

8. A printable version of order displays in a separate browser window. 
 
To print the order, follow the menu path: FILE > PRINT. 

9. After printing the order, close the window displaying the printable version of 
the order. 
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Step Action 

10. Review the order details and return to the Order Inquiry form. 

 
11. Click on CLEAR to clear the search results.  

 
12.  

End of Procedure. 

Cancel an Order 

Procedure 
 
Description: 
Orders once submitted can only be cancelled and not updated. To make changes to a 
previously created order, cancel the existing order and create a new one. 
 
Use this procedure to cancel an order. 
 
Oracle Prerequisites: 
•   The order must exist in the system. 
•   The order must be created using the Order Management Portal. 
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Step Action 

1. To complete this procedure, login to the Order Management Portal and select 
the PLCB SUPPLIER ORDER MANAGEMENT responsibility. 

 

 
 

Step Action 

2. Click on the Order Inquiry tab to search for the order to be cancelled. 
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Step Action 

3. Use any of the fields in the Search section to search for the desired order. 
 
Select the appropriate search parameter(s). 

 
4. Enter or select the appropriate search value(s). 

5. Click on SEARCH. 

 
 



Training Guide

 

Customer Order Portal

 

 Page 35

 
 

Step Action 

6. If desired, click on the link in the PORTAL ORDER NUM column of the order 
to view its details. 
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Step Action 

7. View the information and return to the Order Inquiry form. 
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Step Action 

8. Click on the CANCEL ORDER icon for the order to be cancelled. 
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Step Action 

9. Click on YES to confirm the action. 
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Step Action 

10. Click on SEARCH to execute the search again. 

 
11. Verify the ORDER STATUS for the cancelled order and clear the search 

results. 

 
12.  

End of Procedure. 

Copy an Order 

Procedure 
 
Description: 
Use this procedure to copy an existing order to create a new order. 
 
Oracle Prerequisites: 
•   The order must exist in the Order Management Portal. 

 
Step Action 

1. To complete this procedure, login to the Order Management Portal and select 
the PLCB SUPPLIER ORDER MANAGEMENT responsibility. 
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Step Action 

2. Click on the Order Inquiry tab to search for the order to be copied. 
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Step Action 

3. Use any of the fields in the Search section to search for the desired order. 

 
4. Select the appropriate search parameter(s). 
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Step Action 

5. Enter the appropriate search value(s). 

 
6. If available, use multiple search parameters to refine the search. 

7. Click on SEARCH. 
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Step Action 

8. If desired, click on the link in the PORTAL ORDER NUM column of the order 
to be copied to view its details. 
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Step Action 

9. View the information and return to the Order Inquiry form. 
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Step Action 

10. Select the order to be copied. 

 
11. Click on COPY ORDER. 
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Step Action 

12. Make any changes if needed and create the new order. 
 
To create an exact same order, click on APPLY now. 
 
Click on ADD ADDITIONAL ITEMS to add more items to the order. 
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Step Action 

13. Activate the ITEM NUMBER field in the next available line. 

 
14. Enter the appropriate item number or use the search option to look for the 

desired item. 

15. Press the [Tab] key on the keyboard. 

16. Press the [Tab] key on the keyboard again. 

17. Enter the quantity to be ordered in the ORDERED QTY field. 

18. Press the [Tab] key on the keyboard. 

19. Similarly, make all the required changes.  
 
When done, click on the SCROLLBAR to move to the bottom of the window. 
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Step Action 

20. Click on RECALCULATE.  

 
21. Scroll up the window to view the Order Summary section. 
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Step Action 

22. Review and verify the numbers in the Order Summary section and click on 
APPLY to create the order. 

 
23.  

End of Procedure. 

Item Introduction and Inquiry 

New Item Introduction 

Procedure 
 
Description: 
Use this procedure to submit a request to introduce a new item. 
 
Note:  Once submitted, the item request cannot be modified, cancelled, or deleted until it is 
approved or rejected by the SLO staff at the Central Office. 
 
Oracle Prerequisites: 
•   The supplier must have the valid login id and the responsibility to access the Order 
Management Portal. 
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Step Action 

1. To complete this procedure, login to the Order Management Portal and select 
the PLCB SUPPLIER ORDER MANAGEMENT responsibility. 

 

 
 

Step Action 

2. Click on the Item Introduction tab. 
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Step Action 

3. The New Item Introduction form displays. Fill in the details for the new item. 
 
Use the WINE/SPIRIT field to specify if the item is a wine or a spirit. 

 
4. Enter the brand name in the BRAND NAME field. 

5. Press the [Tab] key on the keyboard. 
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Step Action 

6. Optionally, enter the flavor or the grape variety of the item in the FLAVOR / 
GRAPE VARIETY field. 

7. Press the [Tab] key on the keyboard. 

8. Optionally, specify the producer in the PRODUCER field. 
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Step Action 

9. Similarly, if applicable specify APPELLATION, UPC, and VINTAGE for the 
item. 
 
Specify the minimum order quantity for the item in the MIN ORDER QTY 
field. It is set to one by default. 

 
10. To change the quantity, double-click in the MIN ORDER QTY field and enter 

the new quantity. 

11. Press the [Tab] key on the keyboard. 
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Step Action 

12. Enter the size of the item in ounces in the SIZE IN OZ field. 

13. Press the [Tab] key on the keyboard. 
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Step Action 

14. If applicable, enter the AGE for the item. 
 
Use the UDA TYPE field to specify the type of the item. 

 
15. If required, scroll through the list to find the desired entry. 

16. Select the appropriate entry from the list. 

 
17. Press the [Tab] key on the keyboard. 
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Step Action 

18. Specify the unit cost for the item in the UNIT COST field. 

19. Press the [Tab] key on the keyboard. 

20. Enter the base freight for the item in the BASE FREIGHT field. 
 
Note:  The base freight should not be more than the unit cost and should end in 
a zero. For example, base freight can be $1.00 but not $1.05. 
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Step Action 

21. If applicable, select the PROOF for the item. 

 
22. If required, scroll through the list to find the desired entry. 

23. Select the appropriate entry from the list. 
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Step Action 

24. In the Attributes section, select all that is applicable. 
 
Then, click on the CALCULATE icon to view the retail price for the item.   
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Step Action 

25. If desired, change the values in the UNIT COST and BASE FREIGHT fields 
and click on CALCULATE again to obtain the desired retail price for the item.  
 
When done, click on SUBMIT to submit the request to introduce the new item. 
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Step Action 

26. Once the request is submitted successfully, the Item Status form displays with a 
confirmation message at the top. 
 
Note that the request is automatically assigned a REQUEST NUMBER and the 
STATUS is set to PENDING. You can check the status of the request at any 
time using the Item Status form. 

27.  
End of Procedure. 

Item Status Inquiry 

Procedure 
 
Description: 
Use this procedure to search for an item request and verify the item status. 
 
Oracle Prerequisites: 
•   The item request must exist in the system. 
•   The item request must be submitted using the Order Management Portal. 

 
Step Action 

1. To complete this procedure, login to the Order Management Portal and select 
the PLCB SUPPLIER ORDER MANAGEMENT responsibility. 
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Step Action 

2. Click on the Item Status tab. 
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Step Action 

3. Enter an appropriate search criterion to locate the desired item request. 
 
Use any of the fields in the Search section to enter the search criteria. 

 
4. Enter/select the appropriate search value(s). 

 
5. Click on SEARCH. 
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Step Action 

6. View the required information and clear the search results. 
 
Note:  The search results can be sorted based on the REQUEST NUM, 
VENDOR NUM, VENDOR NAME, and REQUEST DATE fields. Click on one 
of these column headings to sort the results accordingly. 

 
7.  

End of Procedure. 

Freight Maintenance and Inquiry 

Create a New Freight Discount 

Procedure 
 
Description: 
Use this procedure to create a new freight discount. 
 
Oracle Prerequisites: 
•   The item must exist in RMS. 
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Step Action 

1. To complete this procedure, login to the Order Management Portal and select 
the PLCB SUPPLIER ORDER MANAGEMENT responsibility. 

 

 
 

Step Action 

2. Click on the Freight Maintenance tab. 
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Step Action 

3. The Freight Maintenance form displays. Specify the item and the details for the 
new freight discount. 
 
Click in the ITEM NUMBER field. 

 
4. Enter the appropriate item number. 

5. Press the [Tab] key on the keyboard. 
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Step Action 

6. Verify the values in the ITEM DESCRIPTION, ITEM SIZE, and SIZE UOM 
fields. 
 
The EFFECTIVE DATE defaults to the next calendar day. If required, change 
it to a later date. 

 
7. Specify the number of units for which the discount will be applicable in the 

UNITS FOR DISCOUNT field. 

8. Press the [Tab] key on the keyboard. 

9. Enter the desired freight amount in the FREIGHT AMOUNT field. 
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Step Action 

10. Click on APPLY. 
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Step Action 

11. To verify the new discount, query the freight entries for the item. 

 
12. Enter the item number in the ITEM NUMBER field. 

13. Press the [Tab] key on the keyboard. 

14. Click on SEARCH. 

 
 

 
 

Step Action 

15. Verify the new freight entry and click on CLEAR to clear the search results. 

 
16.  

End of Procedure. 

Freight Inquiry 

Procedure 
 
Description: 
Use this procedure to search and view the desired freight entries. 
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Oracle Prerequisites: 
•   The item must exist in RMS. 
•   The freight entries must exist in the system. 

 
Step Action 

1. To complete this procedure, login to the Order Management Portal and select 
the PLCB SUPPLIER ORDER MANAGEMENT responsibility. 

2. Click on the Freight Inquiry tab. 

 
 

 
 

Step Action 

3. Use the ITEM NUMBER or AS OF EFFECTIVE DATE fields to search for the 
desired freight entry. 

 
4. Enter the appropriate search criterion. 

5. Click on SEARCH. 
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Step Action 

6. View the required information and click on CLEAR to clear the search results. 

 
7.  

End of Procedure. 

Cost Change and Inquiry 

Cost Change for an Approved Item 

Procedure 
 
Description: 
Use this procedure to request a cost change for an approved item. 
 
Oracle Prerequisites: 
•   The item must exist in RMS. 

 
Step Action 

1. To complete this procedure, login to the Order Management Portal and select 
the PLCB SUPPLIER ORDER MANAGEMENT responsibility. 

2. Click on the Cost Change tab. 
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Step Action 

3. The Item Cost Change form displays. Specify the item for which the cost/base 
freight needs to be changed. 
 
Click in the ITEM NUMBER field. 

 
4. Enter the appropriate item number. 

5. Press the [Tab] key on the keyboard. 
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Step Action 

6. Verify the values in the ITEM DESCRIPTION and the CURRENT COST 
fields. 

7. Enter the new cost for the item in the NEW COST field. 

8. Press the [Tab] key on the keyboard. 

9. Enter the base freight for the item in the FREIGHT field. 
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Step Action 

10. Note that the EFFECTIVE DATE is set to the first of the next month. 
 
Note:  If the cost change request is submitted 10 or more days prior to the end 
of the month, the EFFECTIVE DATE is set to the 1st of the next month. 
However, if the cost change request is submitted less than 10 days prior to the 
end of the month, the EFFECTIVE DATE is set to the 1st of the following 
month. 
 
Click on CALCULATE to view the retail price and discounts for the item based 
on the new cost.  
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Step Action 

11. If desired, change the values in the NEW COST and FREIGHT fields and click 
on CALCULATE again to obtain the desired retail price for the item.  
 
When done, click on SUBMIT to submit the request to change the cost of the 
item. 
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Step Action 

12. To view the status of the request just submitted, search for the request using 
the item number. 

 
13. Enter the appropriate item number. 

14. Press the [Tab] key on the keyboard. 

15. Click on SEARCH. 
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Step Action 

16. Click on CLEAR to clear the search results. 

 
17.  

End of Procedure. 

Cost Inquiry 

Procedure 
 
Description: 
Use this procedure to perform a cost or a cost change request inquiry for an item. 
 
Oracle Prerequisites: 
•   The item must exist in the system. 
•   The cost change request must exist in the system. 
•   The cost change request must be submitted using the Order Management Portal. 

 
Step Action 

1. To complete this procedure, login to the Order Management Portal and select 
the PLCB SUPPLIER ORDER MANAGEMENT responsibility. 
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Step Action 

2. Click on the Cost Inquiry tab. 
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Step Action 

3. Use the ITEM NUMBER or STATUS fields to search for the desired cost 
change request. 

 
4. Enter the appropriate search criterion. 

 
5. Click on SEARCH. 
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Step Action 

6. View the required information and click on CLEAR to clear the search results. 

 
7.  

End of Procedure. 
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