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SIGN-UP NOW FOR ACCESS TO
LCBO’S WEB PO SYSTEM
at www.lcbotrade.com

To: LCBO Suppliers,
I¥'s time to apply for access to LCBO’s new WEB PO System at Icbotrade.com.

This system will be going live soon and we are planning to have all our suppliers registered by

February 12, 2010!

This system provides purchase order visibility to all suppliers, including our EDI partners. Participation
with this new system is mandatory as it will be replacing the current auto-fax PO distribution process.

Suppliers are required to do the following:
...Appoint a company representative (not an agent) as your Supplier Administrator to apply for
access to the WEB PO System. Your Administrator will be responsible for the set-up and
maintenance of users within your organization.

...Apply for Access by completing the online form “TPAR” (Trading Partner Access Request) on the
Trade Resources Online (TRO) Home page — Icbotrade.com. Access request is subject to LCBO
approval.

...EDI Suppliers will continue to receive and confirm POs as they do today. However, the
new system must be used to request changes and to notify the LCBO that your order is ready
to ship.

We strongly recommend your participation in one of our complimentary Online Webinars. We are
planning five, one-hour sessions, scheduled at various times to accommodate the various time zones
and they will provide a high-level overview of the functions and features of the new system. Registration
notices will be sent shortly and webinar details will be posted on Trade Resources Online (TRO),
including User Guides to explain the new system.

Please reference the attached Frequently Asked Questions (FAQs).

To request access to the WEB PO System, please follow the steps on page 2.

Check out Icbotrade.com
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INSTRUCTIONS TO APPLY FOR ACCESS TO WEB PO:

1. From Trade Resources Online—lcbotrade.com— click on the link Trading Partner
Access Request (TPAR):

2. Complete the Access Request form. For the Company Type field, select Supplier from
the drop-down menu. Note: You will need to enter your supplier/vendor number (Company
number) found above your Supplier name on the purchase order.

3. In the Application section at the bottom of the page, select WEB PO from the available
programs, and then click on the select arrow button. The Web PO application will
appear in the Selected list.

4. Click Submit.
When completing the Access Request form, please note that only your Administrator

must request access to WEB PO. You will be notified within five to seven business
days of the status of your request by email.

Contact Information:

For WEB PO questions: email webpo@lcbo.com

For TPAR questions and Technical difficulties: email tpar@lcbo.com

Thank you for your continued support. We look forward to implementing this exciting new process in
the coming year.

Best Regards,

jt_h‘".j(._: . -:1 -‘.i}l:_l.mﬁ_.\a;.’ .
— L/

Bob Downey, Senior VP Sales & Marketing

Check out Icbotrade.com
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WEB PO FAQ:s - Frequently Asked Questions

1. What is the Web PO System?

WEB PO is an online system that will provide purchase order visibility to suppliers and replace the auto-fax
process.

2. Is registration for WEB PO mandatory?
Yes; all LCBO suppliers must register online using the Trading Partner Access Request (TPAR) form.

3. Why is the LCBO moving to a web-based solution to deliver and process purchase orders?

The goal is to streamline the purchase order process for the LCBO and its partners.

4. When will the new WEB PO System go Live?
The WEB PO System is scheduled to go live early 2010.

5. How will I be notified of the 'go live' date?

Suppliers that have signed up for WEB PO and have been approved will receive an email with the access
information at the time of the launch. Announcement of the launch will also be posted on Icbotrade.com

6. Who applies for access to the WEB PO System?

Suppliers must apply for access to WEB PO. The person who applies for access acts as the authorized
representative of their company. This representative must be able to discern the type of access he or she assigns
to users. Read-write access is only assigned to users within your organization who are able to legally bind the
Supplier and execute agreements on behalf of the Supplier with regards to Purchase Orders. By designating an
authorized representative as an Administrator for the new WEB PO System, a Supplier expressly consents to
execute agreements solely by electronic transmission.

7. As an agent, how do | apply for access to WEB PO?

Agents can not apply for access to the WEB PO System as they can not legally bind the Supplier and execute
agreements on behalf of the Supplier with regards to Purchase Orders. Once a Supplier has been approved for
access to WEB PO then they can assign agents read-only access to the WEB PO System.

8. How and when do | receive my WEB PO user information?

Suppliers that have signed up for WEB PO and have been approved will receive an email with the access
information at the time of the launch.

9. When can | access the WEB PO System?

Suppliers that have signed up for WEB PO and have been approved will receive an email with the access
information at the time of the launch (early 2010). Announcement of the launch will also be posted on
lcbotrade.com

10.Can | approve purchase orders on the WEB PO System now that | have submitted a
request form on TPAR?2
No; as the WEB PO System is not yet available.

Check out Icbotrade.com
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TPAR FAQs - Frequently Asked Questions

1. How long does the access requests approval process take?

You will receive an email address with the access information 7- 10 business days after you have completed the
Access Request form onTrading Partner Access Request (TPAR).

2. Can | apply for access on TPAR on behalf of other individuals?

No. Each LCBO system has specific legal terms and conditions with regards to applying for access.

3. How do | know that my access request has been submitted successfully?

Once you have submitted the access form via Trading Partner Access Request (TPAR), you'll receive a
confirmation number. Please print or save this for your records.

4. Dol need to apply to all the LCBO systems shown in TPAR?

No. You should only apply to the systems that you may use as your business dictates.

5.  Where do | find information on the other systems listed in TPAR?

To learn more about the LCBO systems, check out the menu items on the WEB-Based System page of our Trade
Resources Website.

6.  What does 'occupation' mean on the TPAR form?

Occupation on Trading Partner Access Request (TPAR) refers to the role of the company representative who has
the necessary authority to carry out the required transactions within each of the systems.

7. Whose email address do | enter on the TPAR form?

This email address corresponds only to the representative who has the necessary authority to carry out the
required transactions. This email address can not be shared by others within the company as the LCBO needs to
be assured of the identity of the person accessing its systems.

8. What does the company number refer to on the TPAR form?

Company Number refers to the Supplier, Agent, Freight Forwarder or Carrier number.

9. 1do not know my Supplier number. Where can | find it2

If you do not know you Supplier number, please contact your Agent or the appropriate LCBO Business Unit. The
Supplier Number is also located in the left corner of the purchase order form under Payment Terms.

10. How do | correct an error in TPAR after the form was submitted?

If you have submitted the Access Request form with errors; you need to resubmit a new access form. You can not
access the Access Request form again once you have submitted it.

11. Who do | contact if | am having difficulty with TPAR?

Please contact tpar@lcbo.com.

Check out Icbotrade.com
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12. What is the official language of correspondence at LCBO?

The language of business at LCBO is English. If needed, translation services are available online, e.g.
http://babelfish.yahoo.com/; http:/ /worldlingo.com; www free-translator.com/

13. What LCBO web-system do | use to reply to Letters of Commitment2

You can only reply fo Letters of Commitment (LOCs) through the NISS System. If you do not already have access
to NISS, please submit an Access Request form through Trading Partner Access Request (TPAR).

14. As an agent, can | reply on behalf of my supplier to the Letters of Commitment?

For the NISS application process, an Agent can reply on behalf of the Supplier once a 'Delegation’ letter is
completed, signed and mailed to the appropriate LCBO Business Unit. A template of the “Delegation” letter will
be available on the Trade Resources Website.

15. When can | access the WEB PO System?

Suppliers have signed up for WEB PO and have been approved will receive an email with the access information
at the time of the launch (early 2010). Announcement of the launch will also be posted on Icbotrade.com

16. Can | approve purchase orders on the WEB PO System now that | have submitted a
request form on TPAR?
No; as the WEB PO System is not yet available.

17. Who applies for access to the WEB PO System?

Suppliers must apply for access to WEB PO. The person who applies for access acts as the authorized
representative of their company. This representative must be able to discern the type of access he or she assigns
to users. Read-write access is only assigned to users within your organization who are able to legally bind the
Supplier and execute agreements on behalf of the Supplier with regards to Purchase Orders. By designating an
authorized representative as an Administrator for the new WEB PO System, a Supplier expressly consents to
execute agreements solely by electronic transmission.

18. As an agent, how do | apply for access to WEB PO?2

Agents can not apply for access to the WEB PO System as they can not legally bind the Supplier and execute
agreements on behalf of the Supplier with regards to Purchase Orders. Once a Supplier has been approved for
access to WEB PO then they can assign agents read-only access to the WEB PO System.

Check out Icbotrade.com
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