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Introduction

e Prior to entering a sample order in the Pennsylvania Liquor Control Board's (PLCB) Licensee
Online Order Portal (LOOP), suppliers need to set up a payment method. Please refer to the
Supplier - Manage Payment Method in LOOP QRG for instructions on adding a payment
method to your account. Once a payment method has been set up and verified (with automated
clearing house [ACH] on file), you may begin entering sample orders.

e The sample order entry process is similar to entering a Special Order (SO) with the addition of
a couple of steps:

e After logging in, use the Change License Identification Number (LID) menu and select
your own Supplier LID from the list of LIDs you are assigned.

o After items have been added to an order, the supplier needs to select a payment
method rather than entering a delivery method for the order.

o Delivery method is defaulted to Sample Order.

e The supplier will need to look for an approval notice for the order and approve the order
in LOOP before the order can be fulfilled.

e Sample order fulfillment will follow the same process as an SO:

. LOOP validates . Order integrates to PLCB auto- Supplier may
Supplier creates
ofdper in LOOP order and notifies S:ppl:g\;:spgrrg\e/fr Wholesale Order generates supplier remove purchased
approver pp Management (OM) AP Invoice sample from stock
I

e The supplier will enter the following details for a sample order:
Select the supplier LID from the list of accounts
Delivery method is Sample Order

Item(s)

Customer purchase order (PO) number

Payment method

e LOOP will calculate pricing and update the Cart Summary with totals.

e Once the order has been created, LOOP will send a natification to the (supplier) order
approver. The supplier approver will review and approve or reject the order and optionally
update the payment method, releasing it for processing.
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Supplier Sample Order Entry in LOOP

Link to eLearning video: Supplier - Sample Order Entry in LOOP

Create Sample Order

1. Log in to the Licensee Online Order Portal (LOOP) with registered credentials.

-/ wholesale
OPERATIONS

LICENSEE ONLINE ORDER PORTAL

Email Address

Password

(O)

Forgot Password?

Need Access? Call 717.555.9876
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Welcome to

License ID:
3 3 Restaurant (Liquor) | Expires May 30, 2022
Licensee Online Order Portal Wi e
< Have a nice day >
Upcoming Orders Submitted Status
In-store Pickup $41.94 In-stare Pickup 036 $33.37
Pick Up Wed Dec 7 | Carlisle Marketplace Submit L H Nov22 -
(&) PayIn Store
]
: A l
[y L] 2
B 2 ]
Cancelled | Call 717.123.9876 Approve Reject
Qrder Hlsto Submission Date: Wed Aug 17 | Wed Aug 17 View All Order Approvals >

The LOOP Dashboard is displayed after log in.

2. Click Change LID in Profile to select the supplier LID for which the order is being placed.

For sample order entry, the supplier must select the supplier LID for which they are creating the
sample order.

......

Welcome to
Licensee Online Order Portal

Have a nice day

A small pop-up window will appear.
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3. Click Select.
Select LID X
Ter LID Q
Jennifer's Brewery + WEIS MARKETS INC-60649
16 South Industrial Park
Road -
Milton, PA 17847
Jennifer's Brewery + ROSCO'S SPORTS BAR-107724
4546 BUFFALO RD UNIT 3 " Selected
ERIE, P4 16510
FRUIT OF THE VINES INC-VO3765
5102 VERNON BLVD
Long Island City, NY 11101
Note: Filter LID in the search bar or scroll through the list to select the supplier LID.
= E";‘,ﬂg'ﬁﬁ,ﬁ ryder Q * Sample Order ) f:’::'f‘;;‘ Lo -El

Welcome to

License ID:

Licensee Online Order Portal PRl .

Once the supplier LID is selected the Delivery Location will change to Sample Order.

OR CONTROL BOARD
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4. Search an item by using the browse option. Click the Menu Icon on the top left corner.

= O Jennifer
;E] &mg'ﬂ?ﬂf ryder Q % Sample Order AN oiropT. Y -E,

Welcome to

License ID:

Licensee Online Order Portal PRl .

Note: The menu icon is available in the upper left corner of the screen, where users can access
product navigation information.

5. Select an item by navigating through the Item Catalog.

| Browse All Departments X

- S =

SPIRITS

e Order Portal

6. Alternatively, search for a particular item using the Search Bar.

1l
8]

-1 wholesale Q lennifer
 OPERATIONS | ryder Q I % SampleOrder = Loy oFT.. ¥ -E,

Welcome to

License ID:

Licensee Online Order Portal pemslanencz.
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7. Click the “+” Icon to increase or the “~” Icon to decrease the quantity of a selected item.
Then click Add Bottles.

_ . Jennifer
= T uholessle ryded Qg semeeoser O ST =
<
" ®

Ryder Estate Cuvee 348 Cabernet Sauvignon Monterey 1 + Add Bottles g @
$5.89 each
Ryder Estate Chardonnay Monterey 1 & Add Bottles E
$9.39 each
Ryder Estates Sauvignon Blanc Sonoma County 1 + Add Bottles E
$9.39 each

See All Results

Add additional items as needed. Items can also be added using the Bulk Upload function,
or manual item entry from the Landing Page.

8. When finished adding items, click the Shopping Cart Icon.

= | cal ] © Jennifer 3 items
= - wholesale ryder Q Q[; Sample Order = couirorT. E $12.6
[,
R,
641218 B
o
Ryder Estate Cuvee 348 Cabernet Sauvignon Monterey 1 + Add Bottles E N
$5.89 each
650890
Ryder Estate Chardonnay Monterey 1 + Add Bottles E
$9.39 each
Ryder Estates Sauvignon Blanc Sonoma County 1 + Add Bottles -E
$9.39 each

See All Results
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9. Validate the Shopping Cart.

= FP1 ifer 3
ER i e Q @y sempleorser 2, M g 3w

», Shopping Cart

B
2
&
Exnort 10 SV Save 1o Purchs ) 0
3 Bottles
Item Quantity (Bottles) Item Price Total Price CART SUMMARY Empty
641218 Total Bottles 3
Ryder Estate Cuvee 348 Cabernet Sauvignon $3.39 each $10.17 | Gross price $10.17
Monterey - 3+
it bekiie) | 3043 per ounce Taxable Amount $10.17
toP a
Tax $0.61
Freight" $7.50
Order Total $18.28

Notes: A shopping cart can be modified by increasing or decreasing the item quantity.
Click Remove to delete an item from the cart.

10. Click Continue to Checkout.

I
2,

R lennifer 3 items
o1 wholesale yder Q @ smpleoner 2 ruToFT. =]

», Shopping Cart

(=) chat

xport 1o CSV Save fo Purchase Lis] il

3 Bottles

Item Quantity (Bottles) Item Price Total Price CART SUMMARY Empty
641218 Total Bottles 3
Ryder Estate Cuvee 348 Cabernet Sauvignon $3.39 each $10.17  Gross Price $10.17

Monterey - 3 0+
1 bot
...... Taxable Amount $10.17
..... [ e to 2

Tax $0.61
Freight* $7.50
Order Total $18.28
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11. On the Checkout Screen, review the contact information and optionally add a PO number.
Confirm the payment method, then click Place Order.

= o
T ot

Checkout

CART SUMMARY

Contact Infarmation

A

payment
Payment Method
-

Billing Address

FRUIT OF THEVINES INC

12. View the Order Confirmation Page.

2]
i

L © Order Confirmation

st

Ryer Etate Cuvoe 343 Cabernet Sauignon Menterey

The supplier approver is then notified of the order ready for review.

Page 9 of 15
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13. Click the PLCB Logo to return to the homepage.

© Order Confirmation

Approve a Sample Order

Once a sample order is submitted, it will be routed for approval. A supplier must have an
Approver or Administrative role in order to approve sample orders.

1. Review the list of Sample Orders for approval on the For Your Approval dashboard on the

Landing Page, and use the View All Order Approvals link to see the list of orders waiting for
approval.

Submitted by Jennifer McDaniel on Dec § at 1:17 prr
B3R 1111
There are no upcoming orders to display.

‘ fefect ‘

Submission Date: Tue Dec5 | Tue Dec View All Qrder Approvals M-

= T SRR P - R S
Upcoming Orders For Your Approval d ‘_5
‘._Il"
In-store Pickup | 100042058 h $18.28

An order can be approved or rejected directly on the Landing Page, but before

approving, review the details of the order by clicking the Order Number link in the For
your Approval dashboard.

pennsylvania
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2. Alternatively click the Down Arrow Button by the Profile at the top right of the screen. Click
Order Approvals.

= PE‘TI'EQISS?‘E o ° % e E

Welcome, Jennifer X

FRUIT OF THE VINES INC-V03765
Upcoming oMers For Your Approval

In-store Pickup

=) Chat

Submitted by Jenni

There are no upcoming orders to display.

Submission Date:  Tue Dec 5

The search window for orders ready for approval will display.

3. Click the Order Number link to view an order waiting for approval or enter [Order Number]
(alternatively, enter date range) in the Search parameter. Click Search.

= n Jennifer
= Eueeme s Q| g e &, ¢ W

Orders For Approval :

(=) Chat

My Account

Search Date From Date To

J—l—

Clear Search

Order History

[;;\ Order Approvals

Search by Order Number, First Name or Last Name.

nvoice History

Pur L

OrderDate 3 Orders oy Total [ S— Submiteed By
Members e = 2023

1‘91(‘ W 100017058 3 Bottles 41828 &1 @ Jennifer McDaniel
Profile Details P

??_‘ijngn 100042049 2 Bortles $12.19 11 @7 Jennifer McDaniel [ Reject ‘
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4. View the details of the selected order. Scroll down to view item details.
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I Approval Details: 100042058

My Account

Ore

Shipping Information Contact Information Totals

License

Gross Price
Taxab
License Nickname
Primary Contact Tax
Jennifer McDanlel
ght*
Contact Email Order Total

Jennifer.medaniel@cmg-change.com

Primary Phone

Primary Business Phone

= ot Q O speower O lewiter =]
\pprov; ls
\ i ‘
: Approval Details: 100042058 (
My Account
Order & Submitted By
hipping Information Contact Information Totals
Address Li Total Botties
230 Gross Price $10
Lony Lon:
License Nickname Taxab s
Primary Contact Tax 0.6
Jennifer McDanel
Freight* $75
Contact Boall Order Total 1828
jen niel@cmg:change.com
Primary Business Phone
[ hem Qty (Batties) Unit Price Iam Total
O sans H $3.39 each $1047
Rydor Estata Cuvee 348 Cabemt Sauvignon Mantarey
750ML 4 i) | 5013 per unce
= ot Q O smpeown O lemiter =]
\pprov; ls

=) Chat

$18.28

Once the order is approved, you will return to the list of orders waiting for approval.

LIQUOR CONTROL BOARD
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= o Qg seow I % |
Orders For Approval : g
My Account
8
Order # Qy Total Payment ‘Submitted By
o __I‘_"" Bott m e I teDaniel m‘m
6. To reject an order, click Reject.
= Eue - = S =
Orders For Approval : :
My Account ‘
Order Date + Order oy Total Payment ‘Submitted By
N 100042048 Battl 5 Be~un @ Jennifer McDaniel —
A rejection comments window will display.
7. Enter a Comment. Click Reject Order.
Rejection Comments X
Add optional comments to this order for the requestor to see. A
optional

Comment

0/300 characters

Reject Order

Note: Order rejection comments are reported back to the buyer within LOOP.

‘Epennsylvania Page 13 of 15
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View Sample Order Details

1. From the Landing Page, click Order History from the dropdown menu, or click View Order
History beneath the Upcoming Orders dashboard to view Sample Order history.

= M wholesale Search .
LCBhurtd 2o

Welcome, Jennifer

Welcome to
Licensee Online Order Portal

< Have a nice day er Approvals
Upcoming Orders [ For Your Approval 2y, et
In-store Pickup | 100042053 dvofile Detai
Su Jennifer McDaniel on Dec 5 at 1:17 pm )
@1 .

There are no upcoming orders to display.

ﬁ ¥iaw Qrder Hisocy Submission Date: Tus Dec 5 Dec 5 ew ALl Order App

The Order History search window will display.

2. Click the Order Number link to view details of the order.

fo
i

E’Mag arch Q Ol sampleoer  Q Meniter

1]

My Account
r

LDP and LSC Orders

Chat

Search Date From DateTo
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3. Review the order details. Scroll down to see item details.
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B e A gl s § v
Order Details: 100042071 .
|4\ My Account
= ey —
100042071 SampleVendorTest Shipped
Shipping Information Contact Information Totals
Address License Premise
Lowg bad
License Nickname
Primary Contact. Tax $2.80
Eric VariTrump Order Total $49.47
ot s
Primary Phong
7347652341
Primary Business Phane
em Qty (Bottlas) Unit Prica Iram Total
244 $18.49 each $36.98
inte Pinat Noir Cenizas 2019
9 exch $9.69
Wild Arc Sparkding Piquette Resato Hudson Valley 2020
4. Click the PLCB logo to return to the Landing Page.
= Qg s =]
Order Details: 100042071 .

[ MyAccount

Order Date Order = Customer PO # Status
Dec 6, 2023 100042071 SampleVendorTesti Shipped
Shipping Information Contact Information Totals

Shipping Address

License Premise

License Nickname

Primary Contact Tax

Eric VarTrump Order Total
Contact Ema

evantrumgspleb-ven1 @gmaiLcom

Primary Phona

7347652341

Primary Business Phone

$2.40

349.47
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