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Introduction

Only 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

A licensee with an assigned role of “Administrator” can manage the following payment methods:

e Credit cards
e Automated Clearing House (ACH — Bank Account on file)

Credit card information and ACH banking information will be entered 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 XX

Copy to Cart Function

Cancel Approved Orders **

Create Return Requests

View Return Orders

YK XXX XXX XX XXX X XXX X [ X | XX

S22} 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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Manage Payment Methods (LOOP)

1. Navigate to LOOP, then Sign In.

:/ wholesale
OPERATIONS

LICENSEE ONLINE ORDER PORTAL

Email Address

Password

@

Sign in
Forgo ord?
eed 2 Cal 8

Welcome, Karthik

Welcome to

Licensee Online Order Portal

Upcoming Orders For Your Approval
Men

There are no upcoming orders to display.

The Payment Methods screen will populate.
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Update Payment Method
1. Click the Pencil Icon on the Saved Payment Method Tile.
= wholesate Search Q e v & e v W
Home Payment Methods
Payment Methods
Order History #dd new method
Return History
Saved Payment
Quder Approvals Method
Invoice History
e B o0
Exp.Aug (06} / 2024
Payment Methods
Billing Address
Membess ABCLIQUOR LLC
Vendors 142426 POTOMAC AVE
PITTSBURGH, PA, 15216
Profile Details

Make Default
LID Account Details

2. Update the expiration date, then click Update.

Update Payment Method

MMAYY *

10/25|

Note: The expiration date is the only thing that can be edited in LOOP. A card verification value
(CVV) or cardholder name or number must be updated by deleting the existing card and re-
entering the new information.
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Add New Payment Method — Credit Card

1. Click Add New Method.

= =/ wholesale Pick Up o O Russel
= ‘E’ QFERATIONS Search Q Fine Wine & O B2CPricing

Home > Payment Methods

Payment Methods

My Account Add new methad

Order History

Default Payment
Return History Method 4

Order Approvals

B == 1111

Exp.Dec (12) / 2025

Invoice History

Purchase Lists
Billing Address
Payment Methods

B2C Pricing LID
Members 910 Capitol Street
Harrisburg, PA 17124
Vendors
Profile Details

LID Account Details

Credit Card is the default selection at the top of the Add Payment Method Pop-up Box.

2. Enter the required information for a credit card, then click Save.

Add Payment Method

O CreditCara (O Bank Transfer (ACH)

Name on Card *

Cradit Card Number

Card Billing Zip Coda *

The payment method is now ready to use in LOOP.
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Add New Payment Method — Bank Transfer via ACH

1. Click Add new method.

= =/ wholesale Pick Up o O Russel
= ‘E’ QFERATIONS Search Q Fine Wine & O B2CPricing

Home > Payment Methods

Payment Methods

My Account Add new methad

Order History

Default Payment
Return History Method 4

Order Approvals

B == 1111

Exp.Dec (12) / 2025

Invoice History

Purchase Lists
Billing Address
Payment Methods

B2C Pricing LID
Members 910 Capitol Street
Harrisburg, PA 17124
Vendors
Profile Details

LID Account Details

2. Select the Bank Transfer (ACH) Radio Button at the top of the Add Payment Method Pop-
up Box.

Add Payment Method

O Credit Card | @) Bank Transfer (AcH)

Routing Number *

Account Number *

Continue
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3. Enter the required Routing Number and Account Number for a Bank Transfer (ACH), then
click Continue.

Add Payment Method

O CreditCard @) Bank Transfer (ACH)

Routing Number *
123456789

Account Number *

012345678910

|

The ACH will display on the Payment Methods screen. Payment method is now ready for use in
LOOP.

O Russel

Pick Up
Search Q FINEWINE. D B2CPricing..

Home > Payment Methods

Payment Methods

My Account Add new method
Order History
Default Payment Y Saved Payment o
Return History Method Method
Order Approvals
B =11 /| = 8200
Invoice History
Exp.Dec (12)/ 2025 Billing Address
Purchase Lists -
Billing Address B2C Pricing LID
Payment Methods - 10 Capitol Street
B2C Pricing LID Harrisburg, PA 17124
Members 910 Capitol Street
Harrisburg, PA 17124 Mske Default

Vendors

Profile Details

LID Account Details

Note: The default payment method can be changed by clicking the “Make Default” link for the
desired payment method.

Note: Accounts with the Non-sufficient Funds (NSF) flag assigned will have a message
indicating that ACH payments are unavailable for LOOP purchases. Credit cards will still be
supported for NSF licensees for LOOP payments and all supported in-store payment methods
for in-store pickups.
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