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ONTARIO WINE BOUTIQUE  

STORE OPERATORS 
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After today’s session you will have: 
 

 

1. An understanding of process and timelines to 

become a wholesale customer with LCBO. 

 

2. A further understanding of what is required of you as 

a wholesale customer of the LCBO’s.   

 

3. Knowledge of the resources available to you. 

 

4. Details on how to place orders for wine products with 

the LCBO. 
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1 – Introduction 
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Director:  Chris Dini 
   chris.dini@lcbo.com           T: 416-365-5714 

 

Operations:   Leanne Rhee 
   leanne.rhee@lcbo.com      T: 416-365-5889 

 

   Gustavo Neri 

   gustavo.neri@lcbo.com      T: 416-864-7664
  

 

Finance:   Jamie Fazekas 

   jamie.fazekas@lcbo.com   T: 416-365-5912 

    

                   

Customer Service:                     T: 416-365-5842 

   wholesaleservice@lcbo.com  
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Contact Information 
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Regulatory Framework 

 

 

 

Ontario Regulation 232/16   

Sale of Liquor in Government Stores 
 

https://www.ontario.ca/laws/regulation/160232 

 

 

• Definitions 

 

• Addresses product type, package size, alcohol content 

 

• Product display requirements 

 

• Restrictions on promotions, loyalty programs  and  advertising 

https://www.ontario.ca/laws/regulation/160232


• Receives all beverage alcohol orders placed by authorized 

store operators 

 

• Fulfills store operator orders through various supplying 

sources including: 

 

• LCBO 

• Ontario wine manufacturers  
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LCBO Role 
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2 – Wholesale customer 

set up 
 

 

 

 

 



Two steps required prior to contacting LCBO: 
 

 
1. Wine boutique(s)  receives Supplementary Wine 

Authorization(s) from AGCO 

 

2. Grocer(s) receives Wine Boutique Sales Agent 

Authorization(s) from AGCO  
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1- Contact LCBO on receipt of AGCO Authorization(s): 
 

 
• to finalize Wholesale Supply Agreement (WSA) with LCBO and 

provide LCBO with:  

 

• letter of credit (as required by the WSA) 

 

• proof of insurance (to be provided within 10 days of 

effective date of the WSA) 
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2 – Complete  

Customer Profile 

registration form 
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3 – Submit Grocery 

Management 

System (GMS) IT 

Access form 
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Following completion of steps 1-3: 

 
 

  
• An LCBO Store # will be assigned to each authorized location 

 

• LCBO will collect delivery location and receiving 

requirements 

 

• GMS usernames and passwords will be emailed 
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3 – Resources 
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Grocery Operations website:  

www.lcbowholesaleoperations.com  
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http://www.doingbusinesswithlcbo.com/big/index.html  

http://www.lcbowholesaleoperations.com/
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Click through to grocers/store operator section of 

the site: 
 

 
1. The primary source of communication to store operators  

 

2. Contains forms, documents and presentations for store operators 

 

3. Access to Grocery Management System (GMS) to view product 

catalogue and place orders 

 

4. Communication regarding pricing, pricing promotions and product 

catalogue updates 
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Policies & 

Procedures 

Manual for 

Authorized Store 

Operators  
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Shelf price = Uniform price 
 

Product pricing: 

 
• The retail price for beverage alcohol sold to the public will be as 

determined by suppliers. 

 

• Pricing is communicated and administered by the LCBO 

• Pricing will be the same through all retail channels 

• Retail price includes container deposit and applicable taxes 

• Retail price is to the nearest nickel (i.e., $15.15, $25.00) 

• Price changes are communicated to store operators seven (7) 

days in advance via www.lcbowholesaleoperations.com  
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Promotional Pricing 
 

Pricing promotions are decided upon by suppliers and approved by 

the LCBO and include: 

 

• Limited Time Offers (LTOs)  

• Run for 4 weeks uniformly across all sales channels 

 

• Super Sales 

• Exceptions to the four week LTO duration and typically 

occur around holidays or long weekends 

 

• Wine Deal of the Week  

• Runs Thursday to Wednesday on alternate weeks for 

wine products. 

 

A complete list of promotional programs and dates is available at 

www.lcbowholesaleoperations.com 19 
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4 – Product catalogue 

and ordering 
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Product Catalogue & Ordering System 

Enterprise-wide platform 

used by the LCBO and 

its partners to manage 

aspects of product 

listings, inventory, 

ordering, fulfillment, and 

transactions. 

Online system which 

provides store 

operators view all 

products available for 

sale and place orders. 

Information 

suppliers submit in  

NISS is used to list  

the products 

available for sale to 

store operators. 
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NISS INTERNAL 

SYSTEMS  

GROCERY 

MANAGEMENT 

SYSTEM 

SUPPLIERS LCBO 
STORE 

OPERATORS 



Eligible product catalogue available: 

• Excel file: by end of September  

• GMS catalogue online & ordering: live Tuesday October 18 
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Store operator sign in: configured to authorization type 
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Product Hierarchy: filter by type, varietal, brand, producer 

size  
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Sample Item Screen 
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Sample Item Attribute Screen 
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Pre Checkout 
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Order Summary 

28 



Enter Purchase Order # 

29 



Order Confirmation 

30 



Order Acknowledgement 

31 



Shipped Status 

32 



Order History 
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GMS user access  

 

• GMS allows for three (3) types of users to access 

product catalogue and view/place orders: 

 

• Corporate level: multi store and banner access 

• Banner level: multi store access 

• Store level: single store access  

 

• Corporate and banner level users can have access 

to view invoices in GMS, if requested 
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GMS accounts 
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EDI capabilities 
 

 

 

• GMS has EDI capabilities to accept orders from store 

operators electronically 

 

• Grocery Operations IT can organize working sessions with 

you to scope EDI requirements for implementation in 2017 
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5 – Orders, fulfillment, 

delivery, receiving and 

invoicing  
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Ordering & 

fulfillment 

process 

ORDERING 
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SHIPPING 

RECEIVING 



LCBO 

acknowledges 

receipt  and 

sends to 

supplying 

sources 

 
Supplying 
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confirm 

inventory 

availability 
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Store operator  

sends order to 
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Ordering & 

fulfillment 
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ORDERING 
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43 

Time required from placing to receiving order: 

 

 

LCBO:                      up to 7 days 

    

 

Ontario Wineries:  up to 14 days 
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General delivery guidelines 
 

 

• Products will not be delivered  

• in quantities greater than the purchase order,  

• be backordered,  

• be substituted by other products to top-up an order 

or replace unavailable product 

 

 

• Supplying sources cannot attempt a second delivery 

for products that were originally unavailable 
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General delivery guidelines 

 
 

• A packing slip and Bill of Lading (BOL) must 

accompany each shipment 

 

• No refusal of order errors (refer to Claims & Returns 

process) 

 

• No refusals for time of day delivery; no appointment 

times for LCBO deliveries to individual store locations, 

delivery is 24/7 
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Receiving  

• Receipts due by noon every Tuesday for orders received 

during the previous week (Sunday to Saturday). 

 

• Two options available to store operators to record receipts: 

 

• Online directly in GMS, or 

 

• Submit excel spreadsheet  
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Receiving Option 1: Online directly in GMS  
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Receiving Option 2:  

Submit excel 

spreadsheet 
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Zero ‘0’ Receipts  

• If an order is not received or particular items within an 

order are not delivered, store operator must report zero ‘0’ 

quantity received as an acknowledgement of non-receipt 
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Deemed Receipts  

• Deemed receipt will take effect: 

 

• If receipts are not submitted by noon Tuesday 

deadline and Estimated Delivery Date entered by 

supplying source(s) falls within the previous week 

 

• And is based on shipment quantities entered into GMS 

by supplying source(s) 
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Reconciliations 

• Grocery Operations will complete a weekly reconciliation 

of customer receipts against supplier shipments. 

 

• LCBO may request copies of proof of deliveries (PODs) 

from store operators 
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Returns & Claims 

• Process in place to account for returns and claims 

including, but not limited to: 

• short shipments 

• damaged product 

• recalled product 

• sampling claim for wine boutique operators 

 

• Refer to Policies & Procedures Manual for Authorized 

Store Operators for details 
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Invoicing 

• Completed weekly based on weekly receipts 

 

• Two invoice options available to store operators: 

 

• One invoice per Purchase Order, or 

• One invoice per Split PO/delivery 

 

• Confirm your choice of invoicing method before ordering 

commences.  If you do not confirm your option, your 

invoicing method will be defaulted to Option 1. 
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Invoicing Option 1: One invoice per PO 

 

• One invoice will be generated per store, per PO; invoice 

will contain products from multiple supplying 

sources/deliveries. 

 

• If deliveries span across multiple weeks, you will receive 

multiple invoices relating to the same PO. 
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Invoicing Option 2: One invoice per Split PO 

 
• One invoice will be generated per store, per 

PO, per supplying source/delivery. 

 

• This is the most granular level which will 

result in the largest number of invoices as it is 

tied to each shipment. 
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Promotional sales 

• Customer will be credited back for items sold during a 

promotional period 

 

• LTO 

• Super sale 

• Wine deal of the week 

 

 



6 – Mandatory weekly 

reports 
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Receipt Report 

• Receipts due by noon every Tuesday for orders received 

during the previous week (Sunday to Saturday). 

 

• Two options available to store operators to record receipts: 

 

• Online directly in GMS, or 

 

• Submit excel spreadsheet  
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Sales Report  

• Due by noon every 

Tuesday for all sales 

from previous week 

(Sunday to Saturday) 
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Demand Forecast & On Hand Inventory Report  

 

• Due by noon every Friday for all LCBO supplied products 

for upcoming six (6) months and on hand inventory as on 

Saturday 

 

 

 



7 – Next steps 
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Wine boutique store operator next steps 
 

• Familiarize yourself with the resources available – now 

 

• Complete AGCO authorization as specified earlier – ongoing  

 

• Following AGCO authorization: 

 

• Contact LCBO for Wholesale Supply Agreement 

• Visit www.lcbowholesaleoperations.com and download 

necessary forms to get set up as a wholesale customer and 

complete and submit to wholesaleservice@lcbo.com: 

• Customer Profile form 

• GMS IT Access form for store operators 

 

• LCBO representatives will be contacting you regarding operator 

specific next steps. 
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 Thank you 

 
Q&A period  

 

Grocery Operations members 
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