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Licensee Maintenance — Manage Purchase Lists Quick
Reference Guide

Introduction:

Purchase lists can be used to easily enter an order for items that are reordered on a
regular basis. A purchase list is essentially a list of items and order quantities saved to a
specified name. Any user assigned a Licensee Buyer, Approver or Admin role will be
able to create and maintain or delete purchase lists.

The Licensee Online Order Portal (LOOP) provides several ways to create purchase
lists. When creating any purchase list, users can add or delete items and adjust
guantities.

Purchase Lists can also be shared with others using the Share List link to share with all
of the buyers tied to your license, or to select specific email addresses to share the list
with.

Note: Purchase lists created in LOOP are fulfillment-type specific. For example, a
purchase list created from a Fine Wine & Good Spirits (FW&GS) store pickup order
cannot be used to place a Licensee Delivery Program (LDP) order.

Users will also be able to set the Periodic Automatic Replenishment (PAR) level for
each line. This is the planned/suggested order quantity for each item within a respective
purchase list. All users will be able to create, manage or delete purchase lists.

penn_syl_vani_a

Page 1 of 23



PROJECT

NEW
Licensee Maintenance — Manage Purchase Lists Quick Reference Guide HORIZON

Table of Contents

] (oo 18 o o] o IR 1
GIOSSAIY ..ttt et s nne 3
Licensee Maintenance — Manage Purchase List............ccccoiiiiiiii 4
Create @ PUIMChase LiSt........... i i sasesssssnessnnnnnes 4
Save a Purchase List from an EXisting Order............oooviiiiiiiiiiieee e 7
Save Items to a Purchase List from the Shopping Cart...........coooviiiiiiiiiiiiiiee, 9
Share @ PUrChase LiSt..........u i seesesessnnnnnne 10
Edit @ PUrChase List .........o e e e e e e e e 13
Place an Order Using @ Purchase List ... 16
Place an Order Using a Partial Purchase List ... 19
pennsylvania

Page 2 of 23



PROJECT

NEW
Licensee Maintenance — Manage Purchase Lists Quick Reference Guide HORIZON

Glossary

Acronym Meaning
FW&GS Fine Wine & Good Spirits
LDP Licensee Delivery Program
LOOP Licensee Online Order Portal
PAR Periodic Automatic Replenishment
PLCB Pennsylvania Liquor Control Board
PO Purchase Order
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Licensee Maintenance — Manage Purchase List

Licensees can create purchase lists to quickly order items they commonly purchase.

Create a Purchase List

1. Navigate to LOOP, then Sign In.

$ﬁ“ wholesale

OPERATIONS

LICENSEE ONLINE ORDER PORTAL

Email Address
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2. Click the dropdown menu next to the Shopping Cart, then click Purchase Lists.

Welcome to
Licensee Online Order Portal

Have 3 nice day

Upcoming Orders For Your Approval
In-stor

it B $23.10

e e v 1 “|

Futflment Dats: pending Submission Date:  Th

Purchase Lists Recent Orders

3. Click Create New List.

= e ‘ Qg s . g o e

Purchase Lists

Purchase Lists

Search Dste From DataTo
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4. Enter [Purchase List Name], then click Create Purchase List.

Create Purchase List

< Back

Purchase List Name

Capitol Wine 3

Newly Created List is available.

e P uhoesse — o ok
= T el Sesrch Q M SN0 v & atee. ¢ W e
Home Purchase Lists
Purchase Lists @
— Crte Hew st
O
R Search Date From DateTo
8 »
ok Higery Search by List Name
Purchase Lists
R
List Name Last Modified Created
Members
Teaslist 1021 am 309 pm
e
LID Account Details ol Ine Aug 18,2022 Aug 18,2022
mtlad 1215 pm 1245 pm
Oct 17,2022 Oct 17,2022
Canitol Wine 2 251 pm 251 prm

Note: The “Add All Items to Cart” button is not available until you add items to your list.
Any list that is created must contain either only Shipping Container Codes (SCCs) or
PLCB Codes. If a list is created with both SCCs and PLCB Codes on the same list,
items will only be added to the cart based on the fulfillment type selected.
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Save a Purchase List from an Existing Order

1. Click the dropdown menu next to the Shopping Cart, then click Order History.

— e wholesale o Pick Up O Karthik 5 items
= W oreRaTions Search Q T orhevne. Y D aactiovon =R

Welcome, Karthik

Welcome to
Licensee Online Order Portal

ABC LIQUOR LLC-95348

Upcoming Orders For Your Approval et
Vendors

In-store Pickup | 040101
Pick Up May 16 | 11685 Bustleton Ave LID Account Details

There are no orde Sign Out

Note: The lower portion of the window will automatically populate with your recent order
history. To determine which order to save as a purchase list, click an order number to
view the details of that order. Alternatively, search for a specific order by entering an
order number in the upper search bar, then click Search. Once the order appears, click
the order number to view the details.

P

= 151 wholesale 5 Pick Up , O Tony ,
- - oFERaTIoNs search Q FINE WINE O GIANTEAGL.. E

Search Date From Date To =
&

o

Purchase Lists Fel feel Search m
0y

Payment Methods

Type (pickup of

Mov 17,2022

657 pm 50220258 mmm— 3 Bottles $127.92 Pending Approval
v 10,2022 Add All ftems to Gart +

:;Yj“” 2022 50310282 - 1 Bottle $7.70 Pending Approval _

am Save to purchase list
Aug 18,2022 IR, . . -

2202 - § 7 Ca

1138 am 50220252 3 Bottles 5448 Canceled

S
:”“; “m‘_m” 50200426 - 3 Bottles §31.61 Pending Approval
Aug 17,2022 o Bottl $31 41 Dond

I's:! pennsylvania
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2. Click Save to Purchase List.
= g Sl Search QR T v & et ety
Order History
Order History
g Miey Search Date From Date To
- =
nunice Histery ::-.:::E?i::r&e; Number, Customer PO Number, Item Number, Order Type.
Purchase Lists
Payment Methods
Members Order Date o
Vendors
S ;‘:‘;‘g;“f"” 50010235 5 16885 INCOMPLETE
LID Account Details
:‘;;i:‘fm 50010154 1 $3209 NO_PENDING_ACTION m
Save to purchase list
?;;;imn 040102 - 1 $13.77 INCOMPLETE Save 10 purchose it
3. Select the Purchase List to add to by checking the appropriate list box, then click

Done.

Save to Purchase List

Creste a New Purchase List

O Tarslist

O Capital Wine

[] Capitol Wine 2

e

Note: If you want to use a new purchase list, you must create it first by clicking Create a

New Purchase List.

Tﬁ ennsylvania
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Save Items to a Purchase List from the Shopping Cart

1. Click the Shopping Cart if it contains items to be saved as a purchase list.

— !I'_- wholesale
= L Riiiee

Welcome to

Restaurant (Liguor) | Exp

Licensee Online Order Portal e

Upcoming Orders For Your Approval i

In-store Pickup | 040101
Pick Up May 16 | 11685 Bustipton Ave

There are no orders needing approval at this time.

2. Click Save to Purchase List.

ol
B
Do
f

Shopping Cart -

CART SUMMARY 50 Cases

Ttem Quantity (Cases) Item Price Total Price Emet
$140.29 Licensee Discount $7.014.60 $7.79400
- 50 4+ e Dot . x
$779.40
Remove
Tax $491.03
Order Total $7,505.63

](} pennsylvania
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3. Select the Purchase List to add to by checking the appropriate list box, then click
Done.

Save to Purchase List

Creste a New Purchase List

[ TarsList
O Capital Wine

[] _Gapitol Wine 2

=

Note: If you do not wish to add the items to an existing purchase list, you may create a
new list by clicking Create a New Purchase List.

Share a Purchase List

1. Click the dropdown menu next to the Shopping Cart, then click Purchase Lists.

= :{ wholesale Trailer Drop O lennifer . E
= \ww Ortrations Search Q THEGIANT.. ~ O THEGIANT.|

Welcome, Jennifer

Shopping Cart

THE GIANT COMPANY LLC-87306

Order History

Your Shopping Cart is E  reunisoy

Order Approvals

Invoice History

Purchase Lists

Payment Methods
Members

ﬁ pennsylvania
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2. Select a purchase list from the list by clicking on the Purchase List link.

= - wholesale

- OPERATIONS Search

Purchase Lists

My Account

Order History

Return History Search

Order Approvals

Invoice History Search by List Name

Purchase Lists

Payment Methods

Trailer Drop O Jennifer
Q THEGIANT.. O THEGANT.. ~ E

& chat

Create New Li

s

Date To

Clear Search

Date From

Members Purchase List Name < Last Modified & Created
The details of the selected purchase list will display.
3. Click Share List.
= e s Q RN o=

- OPERATIONS

Duckhorn Wines e

My Account

Order History Date Last Modified

Oct 18,2023
1:33 pm

List Owner

Return History, Jennifer McDaniel

Order Approvals
Description
Invoice History Purchase List

Edit Description

Purchase Lists

Payment Methods
Add items to your list

Members

Search PLCB item code, SCC #, UPC #, or item name

\

Delete List |

Last Modified By
Jennifer McDaniel

A sharing options screen will display.

LIQUOR CONTROL BOARD
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4.

5.

| B
-

Select a button. To share with a specific person click Share with one or more
emails button and enter the email address of the person you would like to share
the list with. Click Add Another Email link to add another email. When finished,
click Share List.

Sharing Options

(O Share with all buyers tied to your license
ﬁ Share with one or more emails ]

Email Address *

Add Another Email

Share List ’

The list will be shared with the selected party/parties.

Click Share with all buyers tied to your license if you want all buyers tied to
your license to be able to see the list. Click Share List.

Sharing Options

Share with all buyers tied to your license]

(O Share with one or more emails

The purchase list will be shared with all buyers tied to your license.

pennsylvania
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Edit a Purchase List

1. Click the dropdown menu next to the Shopping Cart, then click Purchase Lists.

= e s a @

Welcome to
Licensee Online Order Portal

Upcoming Orders For Your Approval
In =N9K‘p 20180196 323 10 In-store Pickup
é j

Fulfillment Date:  pendin Submlasken Dua:  Thu N

Purchase Lists Recent Orders

2. Enter search criteria for an existing purchase list, then click Search.

11
5
ol
2|
e
o

urchase Lists

Purchase Lists

My Account

Search Date From DateTo

o s T -
- — -

Note: The lower portion of the window will automatically populate with some of your
existing lists. Alternatively, search for a specific list by entering a list name in the upper
search bar, then click Search.

i CR penr}sylvama Page 13 of 23
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3. Click a Purchase List to view details.

Puschase Lists

Chat

Purchase Lists

My Account
Search Date From Date To
- 2 =3

The Purchase List Details will populate.

_ - -
= T unolesate Q k2 =) =
Tara's List
My Account 8
List Owner Date Last Medifled Last Medified By
Description
Q
. P Por Lovet Unit prce
] 14 Hands Pinot Grigio
0§ scaweasn = +
Rl Raore Segh Bl St B 110 P PGS
o ‘ Extighm Boret $9 0045 —
R .
| g

Note: You can set and view your default order quantity and PAR level for each item.
You can also remove items from a purchase list.

"F? pennsylvania
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4. Search using Add Items to your list, then click Add Bottles to List or Add Cases

to List to add items to the list.

List Owner Date Last Modified Last Madified By

Dexripton

| Tookinow Bue Hus Horjors NonVintage 1800 ML
; i +

1800 Coconut Tequila 70 Proof 200 mL

1800 Tequila Sitver 80 Proof 375 mL

e

1800 Tequila Reposado 80 Proof

Note: The search box is predictive and will offer multiple options to choose from.

New item is populated in the Purchase List.

List Owner Date Last Modified Last Madified By
Tony Rickard Nov 17,2002 Tony Ridcard

Deseription

' ek
i 14 Hanes oot Grigo i
3 Russells Reserve Single Barel Straight Bourbon 110 Proof FWGS
a ' Exclusive Barrel 19 0045 1+
o S
‘ 19 Crimes Sawvignen Black _ +
| 915059 g
O | Toukinow Biue Hue Honjozo NenVintage 1800 ML & 5

Note: All changes to a purchase list are automatically saved when you exit the screen.

_.7; pennsylvania
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Place an Order Using a Purchase List

1. Click the dropdown menu next to the Shopping Cart, then click Purchase Lists.

Welcome to
Licensee Online Order Portal

Upcoming Orders For Your Approval

é ﬁ

Fulfilmont Date:  gendin Subemission Date:  Thu

;! pennsylvania Page 16 of 23
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2. Enter search criteria for a previous purchase list, then click Search.

PROJECT}

NEW
HORIZON

In
8
Do

wchase Lists

Purchase Lists

My Account

G}

bl

Chat

Note: The lower portion of the window will automatically populate with some of your
existing lists. Alternatively, search for a specific list by entering a list name in the upper

search bar, then click Search.

a

3. Click Add All Items to Cart to create an order using that purchase list.
= T whotesal Q o e}
Purchase Lists
My Account

Aug 18,2022

./ pennsylvania
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4. Click OK.

Some Items Not Available

4 T fotlowing items in your list are not currently vailable.

000 1II4II4S

0045
750ML {6 bores) | §2 58 per cunce

529,04 con
E R S ——
i 14 Hands oo gl

THOML (1 Do) | 5053 per ounce
$12.59 axh

Note: The system will let you know if any items on the purchase list are not currently
available and will not be added to the order. If all items are available, they will
automatically be added to the cart.

5. Click Continue to Checkout.

= unese -

Shopping Cart

& chat

Export to CSV Save to Purchase List  Print

CART SUMMARY 50 Cases

e Quantity (Cases) Homm Prica Total Price ety
1008815723567 Totl Cases o
19 Crimes $10789 Licensee Discount $5,394.60  Gooss Price $5,99400

- 50 4+ $119.88 case ” .
som B
¢ Discounts ~ -$599.40
Save for Later | Save to Purchase List 17 Remove
Taxable Amount 55.39450
Tax 537753
Grder Totsl $5.772.23

ﬁ pennsylvania
* LIQUOR CONTROL BOARD Page 18 of 23



PROJECT
NE\Nw

Licensee Maintenance — Manage Purchase Lists Quick Reference Guide HORIZON

Place an Order Using a Partial Purchase List

1. Click the dropdown menu next to the Shopping Cart, then click Purchase Lists.
Welcome to
Licensee Online Order Portal
||
e | $23.10 ST
A
t é
2. Enter search criteria for a previously created purchase list, then click Search.
SR et Q eSS = v

hase Lists

Purchase Lists

My Account

Note: The lower portion of the window will automatically populate with some of your
existing lists. Alternatively, search for a specific list by entering a list name in the upper
search bar, then click Search.

;! pennsylvania Page 19 of 23
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3.

Click a purchase list to view details.

T whotesate

Purchase Lists

My Account

se Lists

Chat

Search Date From DateTo

The Purchase List Details will populate.
= E“fm Q [} o é o E
- s = y
Q
P prsmed -+ ;
O | e -7
o : Tkino e e HofreHorbisg 180004 - i P
E? pennsylvania
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4. Select the Item Checkbox to add individual items and adjust the desired quantity,
then click Copy to Cart.

= by holasals Taites Dvep. oy
= Tkl Search Q| B S & Frva v W
List Ovwmer Date Last Modified Last Modified By
Tony Rickard Nov 17,2022 Tony Rickard
o ]
®
Deseription
Purchase List
Edit Description

" =
i | ) el
8] i Exclusive Barrel 19 0045 1+ 1 $38994 case [ femawe
730ML (5 emes) | 3256 per cuce
l ::SMMT::‘:;M - s $11986cse [ femave
(=] ‘ “:ﬂ:':"":'::""ﬂ‘“"“‘“'“"‘m“ 1+ 1 $325.94 case (] Bemo
P —

Note: You can also use the item checkbox to add all items.

5. Click OK.

Some Items Not Available

A&\ The following

9512
14 Hands Pinst Grigio
70ML (1 mottis) | $0.51 perounce
$12.99 each

 ——

Note: The system will let you know if any items on the purchase list are not currently
available and will not be added to the order. If all items are available, they will
automatically be added to the cart.

ﬁ pennsylvania
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6. Click Shopping Cart.

PROJECTj
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— T wholesal Titer Drop o Tony
= T wholesle Q G EAc S e
]
-
Add items to your list
jengor
Search PLCB item code, SCC 2, UPC #, or item name Q
Prof etails
LD A
B jom Qy Par Lavel Unit price
1 14 Hands Pinat Grigio
'] . : e - + 1 C1Rem
SOML (L botte) 13051 per cunce
T Russell's Reserve Single Barrel Straight Bourbon 110 Proof FWGS
O . Exclusive Barrol 15 0045 + 1 $389.94 case  [IR
I50ML {6 botles | 5258 par cumce
o s e - . Sitsfhase O
1 Taukinewa Blue Hue Hanjozo NonVintage 1800 ML
D ¥ % + 1
; 18L {6 boules) | $D.89 per aunce.
7 Click Continue to Checkout
= QO Ty soi
= Q & e =l
b
&
5V Save to Purchase List  Print h
tem Quantity (Cases) Hem Price Totstprics  CART SUMMARY 20 Cases
10089819723567
19 Crimes Sauvignon Block . $107.59 Licensee Discount $5,394.60
) 5055 e - 519,58 cas
o " Discounts.
e for Later | Save to Purchase List Remave

Taxable Amount

Tax
Order Total

pennsylvania
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8. Select the required date from the Delivery Date Tile.

CART SUMMARY

Delivery Date

Date
Texble Amount $539460
Tue,Nov 22
Tax
FriNov 25 Order Total $5,77223
fueter 22
Fri,Dec 2
Payment
Payment Method
& 0000

Billing Address
GIANT EAGLE INC

510 FREEPORT RD
PITTSEURGH, PA, 15238

— ) Toaller Drop
= T rhotesate Q [ T

fo

i)

Note: 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.

9. Click Place Order.

CART SUMMARY

Delivery Date

Date
Taxable Amour $5,394.60
Tue,Nov 22
T
FriNov 25 st Total 5577223
fuetiov 2 | ‘
Fri,Dec 2
Payment

Billing Address

GIANT EAGLE INC

910 FREEPORT RD
PITTSBURGH, PA, 15238

TS woteste Qg ke

Do

i)

Chat
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