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Licensee - View Placed Orders and Details in LOOP  
Quick Reference Guide 
 
Introduction 
 
All personnel added to the profile for a licensee will be assigned the Buyer role and will 
be able to manage orders within the Pennsylvania Liquor Control Board’s (PLCB) 
Licensee Online Order Portal (LOOP). 
 
This course focuses on the Licensee Buyer role and the associated ability to view 
placed orders and order details. 
 
Key Functions 
 
LOOP will retrieve all placed orders for your account from PLCB systems. LOOP will 
then present the orders to you in a single ordered list. After LOOP has retrieved your 
orders, you will be able to select an order and view the details. 
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View placed orders and order details in LOOP 
 
1. Navigate to LOOP, then click Sign in. 
 

 
 
2. Click the Dropdown Arrow for the licensee. 
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3. Click Order History. 
 

 
 
Note: The lower portion of the window will automatically populate with your recent order 
history. 
 
4. Click an order number that populates in the lower portion of the window 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 on 
the order number to view the details. 

 

 
 
The order details for the order will populate. 
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