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Introduction

A licensee can manage customer profile data in the Licensee Online Order Portal (LOOP).
Some of the data is restricted and can only be managed based on the role assigned.

Key Functions

This training session will focus on adding an authorized vendor for purposes of having Special
Orders (SOs) placed for licensees to approve in LOOP.

LOOP Role Matrix Reference Guide

This matrix displays the functions and associated roles (those highlighted are covered in this
training).

LOOP Function Licensee Administrator | Licensee Approver | Licensee Buyer *

View/Edit Profile X X

Update Account Information

Delete Members

Manage Contacts/Members

Add/Delete Payment Methods
Add/Delete Authorized Vendors

Add/Delete Authorized Agents

X

Submit Orders

Approve Orders

Approve Special Orders

Create Purchase Lists

Delete Purchase Lists

Manage Purchase Lists

View Placed Orders

View Order Details

XXX XXX

Copy to Cart Function

Cancel Approved Orders **

Create Return Requests

View Return Orders

S]] XX XX X[ X[ XXX | X

D[ X[ XXX X [ X

XXX

View Return Order Details

Notes: An asterisk (*) indicates this role is assigned to all users by default.
A double asterisk (**) indicates approved orders can only be canceled in LOOP prior to order
cutoff or selection.
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Add an Authorized Vendor (LOOP)

1. Navigate to LOOP, then Sign In.
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LICENSEE ONLINE ORDER PORTAL
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Password

PROJECTM’j
NEW
HORIZON

= e ez Q  pores

B
-
Welcome, Tony

Welcome to

Licensee Online Order Portal

Upcoming Orders For Your Approval o

In-store Pickup

There are no upcoming orders to display.
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3. Click Add New Vendor.
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Home Vendars

Vendors

My Account
Order History
Return History
Ordor Approvals

Invoice History Search by Vendor Name, Address, or Contact information

Puschase Lists

Bayment Methads

Vendor * Address Contacts Status

Members

Vendors Capital Wine & Spirits + GIANT
EAGLE INC-63251

Edit Vendor

Karthik Ramachandra Active
kramachandrads-+pulicadmin@gmail.com
Profile Details

1D Account Details

FINE WINE .

~

v R

Q Teny
OO GIANT EAGL

&) chat

[osmms]

4. Enter [Vendor Name], [Email Address] or [Contact information] in the Search Bar, then click

Search.

Note: Licensees can search by any portion of the first name, last name or email address.

Add Vendor to Account

Carlog

Note: This functionality allows the licensee to designate the vendor representative(s) that may
access LOOP to create and manage Special Orders (SO) for the specified License Identification

Number (LID).
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5. Choose the correct vendor, then click Add Vendor.

Add Vendor to Account

Carlos

Carlos Vazquez

carlos-classicwines.us@yarger.net

Carlos Gamboa
prna.bot01-pemad-ricard.com@yarger.n

Carlos Gamboa
prma.bot01@pemod-ricard.comx

Carlos H Arteta

carlos-vinoslibres.com@yarger.net

Status
O Acive O Inactive

Status
© Active (O Inactive

Status
© Active () Inactive

Status
© Active () Inactive

The added vendor will show up in the list of vendors.
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Vendors

My Account
Ouder History
Retum History
Quclés Approvals
Invoice History
Purchase Lists
Payment Methad:
Members
Vendors

Profile Details

LID Account Details

Capinal Wins & Sgerits + GIANT Karmik Ramachando Acth
CAGLE INC-63251 Mamactundiad S subicadmin/Aanaliom
+ 37 Verdo

CLASSIC WINES INC + GIANT an fratells ALt
EAGLE INC-63251 atelio-versior gmallcm
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Edit an Authorized Vendor (LOOP)
1. Click Edit Vendor.
Vendors
My Account A New Yendor
Order History
T
Order Approvals
loyvoice History
Purchase Lists
Payment Methads
Members
Vendor = Comacts Status
Vendors
Profile Details Capital Wine & Spirits » GIANT Karthik Ramachandra Active _
ot B 251. kramachandralls -pulicadmin@gmail.com
0 i Edit Vendor
CLASSIC WINES INC + GIANT tan tratello Artvo
EAGLE INC-63251 mfistedlomverulor @eprailxcom

Note: You can also search for a vendor if you do not see them in the populated list.

2. Click the appropriate Status Radio Button, then click Update vendor.

Edit Vendor

Capital Wine & Spirits + GIANT EAGLE INC-63251 Status
kramachandra85+pulicadmin@gmail.com o Active O Inactive
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