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Licensee - LOOP Order Entry Quick Reference Guide

Introduction:

This reference guide will explain how to enter and manage orders in the new Licensee
Online Order Portal (LOOP) by:

Entering items manually

Using the search bar

Uploading a CSV or Excel file

Browsing by department

Using the Mobile Barcode Scan feature

Populating a LOOP order based on a previously placed order
Approving or rejecting a LOOP order
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Glossary
Acronym Meaning
LOOP Licensee Online Order Portal
PLCB Pennsylvania Liquor Control Board
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LOOP Order Entry

All licensee orders will be captured in the new Licensee Online Order Portal (LOOP).
The Licensee Buyer, Approver or Administrator (Admin) will place orders for stock
merchandise (not Special Orders [SOs]) in LOOP, and the Licensee Approver or
Licensee Admin will approve orders to release them for processing. We will now walk
through the different ways to place an order in LOOP.

Enter Iltems Manually

1. Navigate to the Licensee Online Order Portal (LOOP), enter valid login
credentials, then Sign In.

e wholesale
-

OPERATIONS

LICENSEE ONLINE ORDER PORTAL

Email Address

pennsylvania
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2. Verify the fulfillment type and store before moving to placing the order.

Welcome to

Licensee Online Order Portal

For Your Approval t

Purchase Lists Recent Orders

Lisk Flaar =

E? pennsylvania Page 5 of 39
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3. Click Enter SKUs manually on the Landing Page (as shown at the bottom of the
screenshot below).

1]
e
i

There are no upcoming orders to display. There are no orders needing approval at this time.

Fulfilment Date:  Wed Ma:

y 18 Apr 26 tory w ALl O AppIova
Purchase Lists Recent Orders
List Name = Last Modified +
Hew Purchase st ay 10,2022 t +

No orders available.

Bulk Order Upload

Draga csvor xscfile ick the upload button below

A Pop-up Window will appear.

"ﬂ? pennsylvania
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4. Enter [SKU/PLCB Item Number], then select the product.

Bulk Upload X
Add All Items to Cart
Image PLCE ltem # Product Name Price Quantity
4791 U
4291
Add Another Rot Jack Daniel’s Old No 7 Black Label Tennessee Whiskey 80 Proof i
750ML (1 bottle) | $0.79 per ounce

§19.99 42459 each

5. Click Add Another Row to add additional products.

Bulk Upload X

Add All Available ltems to Cart

1 of 1 products contain errors. They are grouped at the top of table below.

Image PLCE tem # Product Name Price Quantity
e 4291 $19.99 ™
4291 Jack Daniel's Old No 7 Black Label Tennessee Whiskey 80 Proof $24:99 cach Y
750ML (1 bottle) | 50.79 per ounce

/b This item is out of stock

pennsylvania
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6. Click Add All Available Items to Cart.

Bulk Upload X

Add All Available Items to Cart

Image PLCB Item # Product Name Price Quantity

i 4291 Jack Daniel's Old No 7 Black Label Tennessee Whiskey 80 Proof e ! . +

Barefoot On Tap Rose

Note: Ensure there are no products added in error before clicking Add All Available
Items to Cart.

7. Click the Shopping Cart Icon to view the item(s) in the cart, then confirm they are
correct.

whslessle

5}
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8. Click Continue to Checkout.
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Shopping Cart

9. If scheduling a pickup order at a Fine Wine & Good Spirits (FW&GS) store, select a
date and time from the options presented. If scheduling a pickup order at a Licensee
Service Center (LSC), a payment method must also be selected. If Licensee
Delivery Program (LDP) is the fulfillment method, only dates (no times) will appear.
A date and payment method must be selected from the available options.

T wholrnsie
- g

CARD SUMMARY B
Eme

Order Total 7T

pennsylvania
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10.Click Place Order.

o, TeR T Ton,
Mo wirnse a b inlamc N Gl Lot = siae
- g

Pickup Date and Time CART SUMMARY B
Lmat:
P -
Toduy L2

Tausble Amao 719

Ordor Tesal £7.70

[~

Note: After the order is submitted, the status will change to “Pending Approval.”

pennsylvania

Page 10 of 39



PROJECT\)

NEW
Licensee - LOOP Order Entry Quick Reference Guide HORIZON
Using the Search Bar

1. Navigate to LOOP, enter valid login credentials, then Sign In.

;! wholesale
OPERATIONS

LICENSEE ONLINE ORDER PORTAL

Email Address

Welcome to

Licensee Online Order Portal

Upceming Orders For Your Approval !

sk Rl % [T

pennsylvania
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3. Click the Search bar.

T wholesale Sean i 2 o
Ty e | a | b v &M W

Welcome to u
Restaurant Liguo) | Expires May 50, 22
Manage Lice

Licensee Online Order Portal

Upcoming Orders For Your Approval

$23.09 st $31.61

In-store Pickup | 501

Up pending 11685 Bus:

é

@

Fulfilmant Date:  pendin: Submission Date: Wed A

Purchase Lists Recent Orders

4. Begin typing the item to search for.

= holesal - pickup o Ty
= Eimie QP v QM. - B

&) Chat

rrel Straight Rye Whiskey 115 Proof
KCRO15 86174

Single Barrel Straight Baurbon Bottled ir
f

m: -d

Note: A search can be performed by typing in item key words including, but not limited
to: product name, product description, brand name, category type, SKU/PLCB Item
Number (for FW&GS or LSC pickup) or by Shipping Container Code (SCC) (for LDP).

ﬁ pennsylvania
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5. Adjust item quantity (+/-) as needed. Click Add Bottles to add item(s) to cart.

wholesale barefoot v Picklp o Ty —
T vnotesate barefood Q T Fhune & e =)

g Barsfoot Blusberry Fruitscata
OML (1 borties) | §

IR ~dd Bottles
Barefoot Fruitscato Mango Moscato
e fenae N o Botiles

Bl ~dd Borties B

R i Bottles B

6. Click the Shopping Cart Icon to view the item(s) in the cart.

wholesale barefoot Q P
aTion o FINE WINE

Barefoot Blusberry Fruitscat
g ML (1 borries) | $0.32 per ounce : Add Bottles
B sareroot sutery Crardonnay
d SL {1 buctic B B A Bottles 2

R Ao Botes B

) Barefoot Hard Seltzer Peach and Nectarine 4x250 mL
Cans Rl Add Bottles
¥ 4 per cunce
) *

pennsyl_vani_a
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7. Click Continue to Checkout.
= W al pmn - & =R
Shopping Cart

Quantity (Battle)

Total Priez

$7.19 Gross Price.

Order Total $7.70

Continue to Checkout

If scheduling a pickup order at a FW&GS store, select a date and time from the
options presented. If scheduling a pickup order at an LSC, a payment method must

also be selected. If LDP is the fulfillment method, only dates (no times) will appear. A

date and a payment method must be selected from the available options.

AT wrohenale
- =

CARD SUMMARY
Lmar

Pickup Date and Time
N . 5
Today
Tir
II e Tawsble Am £7.19
| =5em ax §0.51
Order Tatal ST.70
[T SN— o Vi il sl e cderbn rendy

pennsylvania
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9. Click Place Order.

PROJECT

NEW
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wholesale

are not guaranteed. We will email you when your srder iz ready.

Payment

Payment Method

& Pay In Stor

......

Note: After the order is submitted, the status will change to “Pending Approval.”

pennsyl_vani_a
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Upload a CSV or Excel File

Licensees can upload a CSV or Excel file to LOOP as a faster way to upload a larger
order.

Note: The CSV file template is also available for download on the LOOP homepage.

1. Navigate to LOOP, enter valid login credentials, then Sign In.

./ wholesale
OPERATIONS

LICENSEE ONLINE ORDER PORTAL

Email Address

Welcome to

Licensee Online Order Portal

Recent Orders

Purchase Lists

Upcoming Orders For Your Approval t

pennsylvania
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3. Click Upload a CSV or Excel file.

5 wholesale
| “Chainid

There are no upcoming orders to display.

There are no orders needing approval at this time.

Fulfilment Date:  Wed Ma:

w All Order Approva
¥ 18 Tue Apr 26 1 Histocy
Purchase Lists Recent Orders
List Name = Last Modified +
New Pyrchase List lay 10, 2022 0 Cart +

tems L

No orders available.
Purchase List Apr 27,2022

Bulk Order Upload

Draga csvor xscfile

Note: An example csv template can be found by clicking the Download a CSV Template
link at the bottom of the screen, just below the Upload a CSV or Excel file button.

"F? ennsylvania
LBl

QUOR CONTROL BOARD
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4. Select Saved File from the local folder and drive, then click Open.

MName Date modified Type Size
~ Today (2)
E_: sample-bulk-upload +— 5/18/20. Microsoft Excel C...
Dump 5/18/2 File folder
B 4
name: | sample-bulk-upload v| All Files ~

A Pop-up Window will appear.

5. Verify the details. Adjust [Quantity] or delete [PLCB Item] if necessary, then click
Add All Available Items to Cart.

Bulk Upload X

Add All Available Items to Cart

Image PLCB Item # Product Name Price Quantity

i 4291 Jack Daniel’s Old No 7 Black Label Tennessee Whiskey 80 Proof $E4II ! ) +

Barefoot On Tap Rose

This item is not available for pickup. Please check that you have entered PLCB item number and not SCC number

pennsylvania
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6. If scheduling a pickup order at a FW&GS store, select a date and time from the
options presented. If scheduling a pickup order at an LSC, a payment method must
also be selected. If LDP is the fulfillment method, only dates (no times) will appear. A
date and a payment method must be selected from the available options.

Pickup Date and Time CARD SUMMARY 2
Lmof:

Order Total sTTO

Pickup Date and Time CART SUMMARY

Order Tetal £T.70

Note: After the order is submitted, the status will change to “Pending Approval.”

pennsylvania
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Browse by Department

1. Click the Menu Icon in the top left corner next to the PLCB Logo.

" wholesa Ruszel
El ‘E uuuuuu e Search Q S N =/

Welcome to

Licensee Online Order Portal

< Have a nice day >
Upcoming Orders For Your Approval H
In-store Pickup | 50150178 572 lg In-store Pickup | 50130328 $110 70
Pick Up Thu Dec 15 | 11685 Bustleton Ave ) Submitted by Hulstine on Dec 20 at 9:59 am .

E&3 Pay in store

@)
) , )
O O Reject
Prowessing  Preparing ResdyforPidap  Picked Up

Fulfillment Date:  Thy Dec 15 View Order History > issis Tue Dec 20 View All Order Approvals > .

2. Select the department to shop.

WINE

SPIRITS

ACCESSORIES

"r;‘l pennsylvania
ﬁ LIQUOR CONTROL BOARD Page 20 of 39
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3.

< Browse All Departments

RED

WHITE

ROSE

SPARKLING

DESSERT

FRUIT & BEVERAGE WINES

SAKE

PORT

SHERRY

VERMOUTH

MEAD

MORE WINES

COUNTRIES, STATES & REGIONS

2

?

4.

Select an item, then adjust the quantity using +/-.

Select the product type under Browse All Departments.

N )
HORIZON

I
F
g
L
L
g

[ Acum (1)
[0 Mzinvoge (1)

O Mttegrini )

[ Anclent Peaks  (2)

[ anders (2)
O Artevant ()
[ Austin Hope  (2)

Shaw All

VOLUME

Os m
O m
O

[mECAe)

s165

19 Crimes Cabernet Saunvignon

$12.99 cacn

 store Pickup

v
QR e

19 Crimes Pinot Kolr

$12.99 cacr

e

& chat

LIQUOR CONTROL BOARD

ﬁ ennsylvania
- PN
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5. Click Add Bottles to add the item to the Shopping Cart.

= Mmoo Qa Pk =
O Actum & = ®
(0 Atsin veg g
[ Allege
[ Ancient Peak

0O a g
2
“ i

OLUME et Sauvignar ot
= $12.99 e $14.99 wen $12.99 caen
O ase . v . P

6. Click the Shopping Cart Icon to view the items in the cart for accuracy.

o I
T cterate ) m, o

7. Click Continue to Checkout.

T et O PRUe ST
Shopping Cart
T Quantry [Battas] am Price Total Mrica

Spataila Vermouth Extes Oy £ L A% Lickeisia Slscine £40.46
- +

Spateia Warmauch Swart 1 L BE5H Licwnses Slsco §40.46 OrderTeial
- +

It Dinia's 00 Men 7 Blisek Lisbal Tamnesiass Wik 13749 Liswnsas Dl §22491
B0 Pt = +
Bursioes Finat &rigie i = BL0A7 Liowims Huns 25182

pennsylvania
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8. If scheduling a pickup order at a FW&GS store, select a date and time from
the options presented. If scheduling a pickup order at an LSC, a payment method
must also be selected. If LDP is the fulfilment method, only dates (no times) will
appear. A date and a payment method must be selected from the available options.

ai
3

8]

s

i

Pickup Date and Time

......

Sitn- Timmen e mot gasrarbrnd Vor mill pmad yau iy srter i ressy

9. Click Place Order.

= Twnoleale Q y
- = | P e B e

CART SUMMARY

Pickup Date and Time

Note: After the order is submitted, the status will change to “Pending Approval.”

pennsylvania
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Mobile Barcode Scan

Licensees can navigate to Icbloop.com using any device with an enabled barcode
scanner.

1. Log into LOOP on a mobile device. Verify your fulfillment method by clicking the
fulfilment method icon in the bottom center, then click Scan.

Licensee Online Order Portal

License ID: R36661
Restaurant (Liquor) | Expires Feb 27, 2023
Macace Lic PLC e

Upcoming Orders

There are no upcoming orders

Wiew Ovrder History
1

ﬁ pennsylvania
HCES il deriin Page 24 of 39
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nsee Online Order Portal

License ID: R36661

Upcoming Orders

There are no upcoming orders

‘ View Order History |

"ﬂ? pennsylvania
ECE it itein Page 25 of 39
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2. Scan the barcode.

pennsylvania
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3. Click Add Bottles.

"ﬂ;" pennsylvania

LIQUOR CONTROL BOARD

Bluecoat Dry Gin 94
Proof o

750ML (1 bottles) | $1.18 per ounce

:

COUNTRY: USA
VINTAGE: AVAILABLE VINTAGE

$29.99 cacn

~ Store Pickup (Available)
Store ID 2211

1158 Mae Swreet
Hummelstown, PA 17036 Change Store

+

Add 1o (5T

PROJECT‘j

NEW
HORIZON

Page 27 of 39



Licensee - LOOP Order Entry Quick Reference Guide

4. Click the Shopping Cart.

"F;" ennsylvania
PN

LIQUOR CONTROL BOARD

Bluecoat Dry Gin 94
Proof o

750ML (1 bottles) | $1.18 per ounce

Z

COUNTRY: USA
VINTAGE: AVAILABLE VINTAGE

$29.99 can

v Store Pickup (Available)

Store ID 2211

1158 Mae Swreet
Hummelstown, PA 17036 Change Store

PROJECT‘j

NEW
HORIZON
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5. Choose Pickup Date and Time.

| C5}
-

pennsylvania

LIQUOR CONTROL BOARD

Date
pe—

&) chat

Tue,
Aug 23

Today

Wed,
Aug 24

Thu,
Aug 25

Fri,
Aug 26

Time

F
9-10am

10-11am

1lam-Moon

Noen-1pm

1-2pm

2-Ipm

3-4pm

4-5pm

PROJECT ’

NEW
HORIZON

Page 29 of 39



Licensee - LOOP Order Entry Quick Reference Guide

6. Click Place Order.

./ pennsylvania

THE GIANT COMPANY LLC
305 GLEN DR

STE 205 5
MAMCHESTER, PA, 17345 (il

CART SUMMARY

Total Bottle 1
Grass Price $29.99
Discounts -$3.00
Taxable Amount $26.99
E d-: Total 523 lS‘.l

PROJECT
NE\Nw

HORIZON
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User will get an Order Confirmation.

|© Order Confirmation

I

We have received your order. We will send an email
when your order is ready for pickup.

Order Date
Aug 23,2022
6:38 am

Order # Customer PO &
50220367

Order Type Status
pickup Pending Approval

Pickup Information

Pickup Store Address
1158 Mae Street Hummelstown, PA, 17036

"ﬂ;‘l pennsylvania
- LIQUOR CONTROL BOARD Page 31 Of 39
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Populate New LOOP Order Based on Previously Placed Order

1. Navigate to LOOP, enter valid login credentials, then Sign In.

;! wholesale
OPERATIONS

LICENSEE ONLINE ORDER PORTAL

Email Address

2. Select Order History from the dropdown menu next to the Shopping Cart.

= e wholesale pinot Q
= T

Welcome to
Licensee Online Order Portal

<

Upcoming Orders For Your Approval P
in-store Piesp

$119.20
There are no orders needing approval at this time.
4 S 1% ©
Fulfliment Date:  We2 Dec 14 " 23 AlL Ordar ApRIG
Purchase Lists Recent Orders
S == = = $6541.98
3 Aug 31,2022 Add All ems 1o Cart + :

pennsylvania
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3. Click the Order Number to view.

Order History

4. Click the Check Box to select the order.

5]
}
i

Order Details: 50121224

My Account

Order Date Order s Customer PO # Order ype status

Jack Danlets Ol No 7 Black Labe Termessee Whiskey 80 Proof

Jsek Daniel’s O No 7 Green Lsbet Tennessee Whiskey 50 Proof

Note: You can select the individual items that you would like to add to the cart by
selecting the box next to that item. You can select all by clicking the box next to item in
the banner.

pennsylvania
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5. Click Copy to Cart.

—
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T wholesate 5 a
-

Order Details: 50121224

MyAccount

Orger Date Orger 2 Custamer PO # Orser Type stats

=] Quy (Bottier) Uit Price: from Total

The items from the previous order will populate in the cart.

6. Click the Shopping Cart Icon to view the order for accuracy.

Order Details: 50121224

Order Date Order # Customer PO8 Order Type Statuy

& tem Qty (Botttes) Unit Price: o Total

pennsylvania
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7. Click Continue to Checkout.

—
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Shopping Cart

nem Quantity (Botties) ttem Price Totat rice

Jack Danist’s 0ld o 7 Green Label Tennesses Whiskey 52065 Licensee Discou $124.15
80 Pr §2299 eaen

anananan

8. If scheduling a pickup order at a FW&GS store, select a date and time from the
options presented. If scheduling a pickup order at an LSC, a payment method
must also be selected. If LDP is the fulfillment method, only dates (no times) will
appear. A date and payment method must be selected from the available

options.

= T s
T st
CART SUMMARY
Store Pickup

Store 1D 0222

Pickup Date and Time

8-5pm

5-10pm

Nota: Timas ara niot guarantosd. We will amail you whan your order is raady.

Payment

nnnnnn

pennsylvania
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9.

Click Place Order.

~
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Store Pickup

Pickup Date and Time

Date

Thu Jan 19
Today

Nots: Times ara not guaranteed. We will email you when your order is ready.

Payment

Payment Method

CART SUMMARY

Order Total

27484

Place Order

anananan

o

An Order Confirmation will appear.

5T wholesale

| @ Order Confirmation

@y (Boties)

Customer PO # Grdar Type

$12415

Note: After the order is submitted, the status will change to “Pending Approval.”

pennsylvania
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Order Approval or Rejection

All licensee orders will be captured in LOOP. The Licensee Buyer, Approver or
Administrator (Admin) will place orders for stock merchandise (not SOs) in LOOP, and
the Licensee Approver or Licensee Admin will approve orders to release them for
processing.

Note: Licensee roles are not exclusive. All licensee contacts will have a buyer role. A
contact can have an approver or admin role in addition to the default buyer role.

Approve

1. Navigate to LOOP, enter valid login credentials, then Sign In.

T8 wholesale
OPERATIONS

LICENSEE ONLINE ORDER PORTAL

Email Address

To:' pennsylvania Page 37 of 39
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2. Click the dropdown next to the Shopping Cart, then select Order Approvals.

Welcome to -
Licensee Online Order Portal :
i)
e s -
e T it L | (it v I f
¥ } :
2 e
i
pur:hase LiSts
e 2 Lo Hottod 2 : fins
3. Select Approve for the order to be approved.
I ST . Qa mm . og w
i
Orders For Approval :
My Account
Search Date From Date To
_ ®
‘ o= e ST iy
T s smn @
L o 08 Pay
[ Pay
0 Pay
(O

Note: Users can also search for an order by Order Number, or by the First or Last
Name of the person who submitted the order if they do not see it populate.

‘ﬁ pennsylvania
W Hloutn comrmat somms Page 38 of 39
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Reject

1. Select Reject for an order the user does not want to approve.

= T wholesale Talsbey O Rusel v
= o s Q B T [=p=rt =]
fome  Oncer Approvats
Orders For Approval : @
My Account
) Searen Oate From DxeTo
-
= Search
Seomtary &
Order Approvals Search by Order Number, First Name of Last Name T
imoice oy
PushaseLisis
Payment Methods
ROR gugw isme 24 8 payin Siore Russet Hulstine
vempers 14 pm
yengors
SR sume  ssms sy 8 payin sire Russet Hustine
Bt Detals
L ez s I g ceme  smy @eesm s
MRID o came o ensor s
:;‘;;‘2”“ SO07460 0 Gatles 356256 83 ey in e RandyG Yarger
??7:;’,“102; DIO0ME  SACases  SIE3MS1 RandyG Yarger
s2p7,2002 -
Sz m s06056  Beomes  S7LAT B’ o & pemn sezte
;‘ﬁi‘nm? s0060475 3 Bomies 5435 8 ey in soee Russe Htstine

2. Add a comment if needed, then click Reject Order.

Rejection Comments

4110 GPTIONGL COMMENTS T0 ThES OrGer for The requESTar To see

Comment

ﬂ pennsylvania
é LIQUOR CONTROL BOARD Page 39 of 39
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