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This user guide is specific for the NTP module of the NISS. With the launch of this
module, the agent and supplier access to NISS is similar except that the latter
access is “read-only” access meaning suppliers are able to view all the details of
the submission but are not able to make any edits.

Once the LCBO has decided to purchase a product, a notice will be sent both by
email to the agent and supplier and will be available on the NISS stating the

criteria upon which the purchase order will be cut.

The NTP serves simply as a notification, however, if there are any concerns or
qguestions regarding the information included in the NTP, please contact the LCBO.

When an NTP is sent, it may also include a request for additional information.
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> Viewing NTP
- For submissions that previously had a “Letter of Commitment” (LOC), you will still
. be able to view the LOC by clicking on the “NTP” tab of the submission and clicking
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H “ . . ”
- the “Review Letter of Commitment” button.
[m]
[m]
a
a
[m]
Product Needs | SUBMISSIONS | NTP Sent | Password | Logoff

5 LCBO roduct Nee | B | ent | Password | Logo
a
a
al Submission ID: Status: Need Id:INdEIEd Iem  peed Item Description:
[m] - i H o -

336810 NTP Sent To Agent Additional Info 76 897 Cl_assms Callection - European VINTAGES
= Reguired Wines
a
O LCBO #: 303800Product Description: test product 2009
[m]
a
a
O Agent | Supplier/Preducer | Product | Price/Pack | Status | NTP
[m]
o REWIEW LETTER OF COMMITMENT »
a
o NTP ID NTP Sent Date h
E 236810-1 20-Mar-2011
a
a
o ADDITIOMAL INFORMATIOMN »
a
a
o . " .
o Mew Item Submission System (NISS), v6.00 Trade Rezources Web Page I_'@BIZ
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a
a
a
a
a
a
a
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You may view the NTP in one of three ways.

I. Attachment in the notification email

1. To view a pdf copy of the NTP, please open the attachment in the email

RE: NISS Submission 236810, test product 2009, NTP Sent to the Agent: Additional Info Required. Sun, March 20, 2011 12:10:00 Pl

From: "NISS.Application@alogitek. com™ <NIS5. Applic: ek

ﬁ) NoticeToPurchase236810-1.pdf (143KB
R,
Please find attached the Motice to Purchase for the above noted submission. This notification is for information purposes only. If any information contained is not correct, please contact the Vintages Category Administrator.
In addition, you must submit the following additional information via NISS prior to the issue of a purchase order.

- Complete the Label Examination Form found on MISS, the label dimensions and upload an electronic sample of the label design. An actual production sample of the proposed label is preferred, but a completed artwork may also
be submitted for review.

- Upload electronic versions of all Certification docurments that apply to this product.
- Confirm the SCC and UPC codes.

- Complete the Product Date Coding Form found on NISS. h
2

Thank you,

Note:
Please do not reply directly to this e-mail. If you have any questions about the submission process, please contact the LCBO representative.

2. The list in the email identifies the additional information required by the
LCBO to complete the submission process.

Il. “NTP Sent” menu item

1. To view all available NTPs, click on the “NTP Sent” item in the top menu.

LCBO Product Meeds | Submissions | WTP Sent | Search | Reports | Admin | Password | Logoff

1

Notice to Purchase

The LCBO has prepared a Notice to Purchase (NTF) that outlines the parameters based on which the purchase order will be cut.
To view the NTP, please click on the version number in the green box.
To view the submission details, please click on the submission number.

To complete the additional information required, click on the submission number, then the NTP tab and finally click the "Additional
Information” button.

Filter by Specific Submission ID:

Filter By NTP Status: All A Filter By Business Unit: All w
Filter By Supplier Number: Filter By Supplier Name:
NTP Sent Date: From: ' To: '
APPLY FILTER S »
2
Submission NTP Version LCBO Product Need NTP Sent Additional Info Submission
Id # Desc/Product Date Required Status
236810 303800 Classics Collection - Mar 20, Yes NTP Sent - Info
h European Wines 2011 Received
4 3 test product 2009
| | Page 1 ¥ (Page 1 of 1)
New Item Submission System (NISS), v6.00 Trade Resources Web Page L:@BIZ

NISS/NTP User Guide
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™ Qo o

Submission ID

NTP Status (includes, NTP Sent — No Info Required, NTP Sent — Info
Required, NTP Sent — Info Received)

Business Unit

. Supplier Number
. Supplier Name

NTP Sent date

3. Clicking on the submission ID number will link you to the submission.
4. Clicking on the version number in the green box will open a new window that
contains the NTP.

NTF Sent Date:

APPLY FILTER

236810

LCBO Product Needs | Submissions | NTP Sent | Password | Logoff

Motice to Purchase /= default - Windows Internet Explorer. provided by LCBO

The LCBO has prepered §i 20 B =] Pt ra ik Y & @@ - Q)b Ao = e

To view the NTP, please |§

To view the submission d

Filter by Specific Submi
Filter By NTP Status:

Filter By Supplier Numbg

FINE WINE & PREMIUM SPIRITS

f;bmission - Sunday, March 20, 2011 L C B 0

FONSECA GUIMARAENS VINHCS,S.A.

POBOX 1313 55 Lakeshore Blvd East
VILA NOVA DE GaAlA, PORTUGAL Toronto Ontario

Canada M5E 1A4
4401 Telephone 416.365.5863

Fax 416864 2528

www vinfages.com

headers:

S oo 0 T w

You are able to sort the order of the list of NTP by clicking on the following

Submission ID

LCBO #

Product Need Desc/Product
NTP Sent Date

. Additional Info Required

Submission Status
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2. If you wish to narrow down the list of NTPs below, you may filter it by any
one or combination of criteria in the following list:

a.

b.
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The first click on any of the above criterion will sort submissions in ascending
order. A second click will sort the submissions by that criterion in descending
order.

HLENTP ” tab

1. If you are in a submission, by clicking on the “NTP” tab you will be able to
view all the versions of NTP for that submission.

L CBO Product Needs | SUBMISSIONS | NTP Sent | Password | Logoff
Submission ID: Status: Need Id:rl"ldE.E':I Iem  need Item Description:
236810 NTF Sent To Agent - Additional Info 76 ag7 Classics Collection - European VINTAGES
Required Wines
LCBO #: 303800Froduct Description: test product 2009
Agent | Supplier/Producer | Product | Price/Pack | Status | NTP
1
NTP ID NTP Sent Date
236810-1 20-Mar-2011
2
ADDITIOMAL INFORMATION »
3
Mew [tem Submission System (NISS), ve.00 Trade Resources Web Page I_'@BIZ

2. By clicking on the link under “NTP ID”, a new window will open that will

include that version of the NTP. Please note that the number that appears

after the “-“ in the NTP ID is the version number of the NTP.
. If the LCBO requires additional information for that submission, the

w

“Additional Information” button will be visible. By clicking on the “Additional
Information” button, a new window will open that identifies the information

that the LCBO requires. The additional information required for the latest
version of the NTP overrides all previous requirements.

Completing Additional Information

Once you click on the “Additional Information” button, a new window will open

that will include that additional information that the LCBO is requesting.

NISS/NTP User Guide
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The image below shows all available options but you are likely to see variation of

the different combinations of the following four sections:
a. Label Examination Form
b. Upload Certification Documents
c. Confirm UPC and SCC Codes
d. Product Date Coding Form

You are able to save the information as often as you need, however, the LCBO will
not be able to see the completed sections until you click the “Submit” button.

LCBO Broduct Needs | SUMISSIONS | NTRSest | Basseord | Logol a

submission 10: LCuo Product Description:
238510 IR00 met product

HTP ADDITIOHAL INFORMATION

LABEL EXAMINATION FORM (Hide Details)
Erand Name: = best peadurt
i
UPC/EAN;
LEBO =: 303800

s Add
=T oicac aachie e |
Fi
Lael Ficture: (Mmirruam 3 3 biarnim il 6io8 ik IMB)
Lebel Dmensions: 5o Iret Measurerments: O milimeters O tnche 3
............. Sack
Front Wi Back Wid
UPLOAD CERTIFICATION DOCUMENTS (Mide Details)
Certdication Documents: e,
(Maximumn 3 files and maximum file sae is ZHB)
CONFIRM UPC AND SCC CODES (Mide Datnile)
Entar the Broduct UBC 1: * Entar the Broduct SCC 1: =
PRODUCT DATE CODING FORM {Hide Details)
LCBO Numb 303200
esggian: [t oreduat

Example of Coding Used: * @

Codeg on Seling Unit {choase one anly): ™
Best Before/Freshness Date: ()

e of o @
T
Wew Them Submusson System (NISS), v6.00  Trade Reseurces Web Page L®BIZ
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Label Examination Form

In this section you will be able to complete the Label Examination Form and upload

up to 3 files of images of the labels that may be on the bottle.

Once you click the “Submit” button on the bottom of the page, the “Preview Label

Examination” button will become visible and you will be able to view and print the
completed form.

LABEL EXAMINATION FORM (Hide Details)

Brand Name; *

|test product

Size: * 1750 |

UPC/EAN: | |
NISS 2: 1236810 |
LCBO #: passns |
Agent [ Supplier:

Mame: * |test

Agent Mumber: *
Address: *

Telephone: *
Fax: *

Email Address: *

.

|.d! . R e e .

Label Picture:

Label Dimenszions:

Select

O

Select Measurements:

Front Height: |2|:|

Front Width: |20

PREVIEW LABEL EXAMIMATION ] %

UPLOAD IMAGE FILE »
(Maximum 3 files and maximum file size iz 2ZMB)

Back Height:

Back Width:

20

20

NISS/NTP User Guide
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Il. Upload Certification Documents

oo oo

- In this section you will be able to upload any certification documents that apply to
the submission, e.g. Organic certification, VQA certification, etc.

Ooo0Ooooao

= Click on “Upload Image File” and a window will pop up where you can indicate the
> location of the image file you wish to upload. Once uploaded, you have the option
to remove it and upload a different document. However, once the information is
submitted you are not able to change it.

UPLOAD CERTIFICATION DOCUMENTS (Hide Details)
Certification Documents: | |

(Maximum 3 files and maximum file size i= 2ZMB)
Select File Name
] 1813.1PG

lll.Confirm UPC and SCC Codes
The LCBO may request that you confirm or provide the UPC and SCC Codes.

Please ensure that you enter valid UPC and SCC codes otherwise, upon saving you
will receive an error message that the UPC and SCC codes are invalid.

If the UPC and SCC codes are valid but different from what was previously entered
in the submission, you will be asked to confirm that the most recent codes you
entered are correct and that they should replace the previous entries.

COMNFIRM UPC AND SCC CODES (Hide Details)

Enter the Product UPC #: * | | Enter the Product SCC #: * buuis wuuus |

ooooo0oooo0o0oo0o0doo0Do0ooo0oo0ooo0fdo0bo0do0ooDo0oooodob0o0of0o0o0oooDoDo0o0o0o0Do0oDo0Doo0o0o0o0ooOooooaoad

IV. Product Date Coding Form
- In this section you will be able to complete the Product Date Coding Form.

[m]

° Wherever a £ is clicked, you will be presented with a sample of the expected
data.
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Once you click the “Submit” button on the bottom of the page, the “Preview Label
Examination” button will become visible and you will be able to view and print the

completed form.

LCBO Mumber:

Drescription:

Size:

Bottles/Cans Per Selling Unit: *
Selling Unit Per Shipping Container: *
Company Mame: *

Approximate Shelf Life (in days): *

Zoding on Shipping Carton {choose one only): *

Example of Coding Used: *

Zoding on Selling Unit (choose one only): *
Best Before/Freshness Date:

or Production Date:

Example of Date Code Used: *

PREVIEW PRODUCT DATE CODE FORM » k

[osen |

PRODUCT DATE CODING FORM (Hide Details)

|test product

1750

|rr||

11

l12

|tastir1g|

1100

r
m

m
mn
s
m

m
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