MLCC OLO: Online Liquor Ordering (OLO) User Guide

Licensee — Placing and Editing an Order

Log in after Account Registration has been completed. For more information on registering your
Online Liquor Order (OLO) Account, please see manual for OLO User registration process.

Login

Licensees who are registered in the OLO system will use the sign in page to log in and
place an order (See details for registration process above).

it

Michigan Liquor
Ordering

Sign in

Licensees who have forgotten their password may select the Forgot your Password?
link to receive a password reset email.

Dashboard

After successfully logging into the OLO system. Licensees will be directed to the
dashboard page. MLCC uses this dashboard to communicate important messages to
licensees.

Select a License Number

Licensees will choose a license number they would like to place an order for. Licenses
can be selected by choosing Click here to select a license or Choose License Number:

% Online Liquor Ordering ° CHOOSE LICENSE NUMBER

TESTLICENSEE
Account

Home

or | Click here to select a licenseland view delivery dates.

Welcome, testlicensee!

Test announcement x

Test for Announcemen t
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Your Licenses will display, select Place Order button under license you wish to place an
order for.

Your Licenses

Find a license

50002 - Class C Reg

Liquor_license

50001 - Class C Reg
se

Liguor_licen:

50005 - Aircraft
Liquor_license

50004 - Aircraft

Liquor_license

After a license has been selected, the user will see a message that the license number
has been validated.

License Validated
E V Your license has been set to 50002 -
Class C Reg

Once validated, the user will be directed to the Products page. Delivery Dates for the
ADAs will display at the top of the page. Licensees are ready to begin placing their
liquor order.

Placing a New Liquor Order

After a license number is selected and validated. Users are directed to the Products
page. Users can also access the product page by selecting Products from the menu at
the top of the page.

% oOnline Liquor Ordering

IMPERIAL BEVERAGE COMPANY (141)  GENERAL WINE & LIQUOR (22])  NWS MICHIGAN, INC. (321)

1/11/2021 12/22/2020 1/4/2021
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Searching for Liquor Products

Licensees can search for products using the liquor code or liquor name. Licensees
should enter the code or name into the search box at the top of the Products page.

— Enter Liguor Code or Liquor Name in Search Bar

Products

Liquor #1235 Meukow Vanilla = e 2
Products #321 - NWS Michigan, Inc.

will sort
by Ligquor

Code #1236 Meukow Vanilla R C
Number #321 - NWS Michigan, Inc

#6123 Smirnoff Pineapple $0.87 /s0m bottle 120 2

#321 - NWS Michigan, Inc. 120 bottles/pack

Liquor products will populate and sort by liquor code number.

Adding an item to Liquor Order (Adding an item to the Cart)

Quantities can be adjusted manually or by using the up/down arrows next to the
quantity box.

*The OLO system automatically calculates available split orders and pack sizes,
which display in the Quantity box when using the up/down arrows.

Products that can be ordered with split cases are identified using the split case icon.

Select the Add to Cart button to add item to your order

—— Enter Liquor Cade or Liquor Name in Search Bar

Select Add
Adjust quantity manually to Cartto
or use up/down amows add itemto
Products Your order
e #1235 Meukow Vanilla
Products #321 - NWS Michigan, Inc
will sort
by Liguor
Code #1236 Meukow Vanilla I
Number #321 - NWS Michigan, Inc
Available
#6123 Smirnoff Pineapple 120 o
£321 - NWS Michigan, Inc
#9123 J Daniels Old 7 Black (Tn) PI w2 2

#221 - General Wine & Liquor

Product code changed from 70418 to 9123
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When an item is successfully added to your cart, a box will pop up in the lower right
corner letting you know the items were added to the cart.

Added to cart
o 12 bottle(s) of itermn #1235 added to
cart.

Submitting your Order

When ready to place your order, select the Cart icon located in the upper right corner.

. . . 2
% Online Liquor orde"ng o ::oc;sz LICENSE NUMBER  TESTLICENSEE E

Account

Home Products  Orders

IMPERIAL BEVERAGE COMPANY (141) ‘GENERAL WINE & LIQUOR (221) NWS MICHIGAN, INC. (321)

1/11/2021 12/22/2020 1/4/2021

Q Search for products

The Cart

Items in your cart are pending until order has been submitted. After you have added
your items to the cart, to submit an order:

e Select Validate Button

o Verify order summary is accurate

o Enter any additional email addresses to receive order confirmation
e Select Checkout Button

e Order Confirmation will appear

¢ Confirmation emails will be sent

¢ Order information will be accessible using the Orders Tab

Cart
@ Itemsin your cart are pending until submitted. To submit an order, select validate, verify your order summary and select check out. Confirmed orders can be edited before the cut off day by
selecting the *orders” tab in the left column, and selecting "edit order” from the order you would liks to adi
General Wine & Liquor - N
? = —
Product Quantity UnitPrice  Liters Total  Remove Order subtotal $32052
Grey Goose Le Citron (750 ml) 166 1 ~ 52678 E] 532136 x
v DISCOUNT @17 % ($56.02)
Total 9 $321.36 Liguor Tax $39.54
Imperial Beverage Company SALESTAX @ 6 % $19.77
Product ‘Quantity Unit Price Liters Total Remove
Orger total $332.81
Well Vodka Pl (1000 ml) 18817 . ~ 5695 2 583.40 x
~
Total 2 $83.40
NWS Michigan, Inc.
Product Quantity Unit Price  Liters Total  Remove
Banker's Club Blend {1000 ml) 121 2 ~ §712 2 $85.44 x
- ~
Total 2 $85.44

Out of stock items
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Additional Cart Information

The cart sorts all products within orders by ADA.

If an Item is out of stock, it will be moved to the Out of stock items section.

Any cart errors will be displayed and must be corrected before checking out (9-liter
minimum, invalid quantities, etc).

Quantities of items in the cart can be adjusted within the cart manually or using the
up/down arrows. If a quantity is adjusted after validating the cart, user will be required to
validate the cart again before checking out.

When ready to complete the order, select the Validate button. At this point, the system
accesses the ADA inventory in real time and returns out of stock inventory notices. If an
out of stock notice reduces an order to less than the 9-liter minimum, messages display,
and the User can edit the cart to correct the issue. All Errors must be corrected in order
to checkout and place the order.

Select the + Email address box to enter additional email addresses that need to receive
the order confirmation email.

Select the Checkout button when ready to submit the order to the ADA(s). A
confirmation email goes to the default email address, any additional emails entered, and
to the MLCC.

Editing an Order that has already been Submitted/Confirmed by ADA

Orders that have already been submitted by the licensee and confirmed by the ADA can
be edited before the designated cutoff date.
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Your existing order

Items in the cart that have already been submitted to the ADA and confirmed, will
appear with a blue vertical line next to the product name and a quantity ordered amount
displayed.

Cart

ﬂ Items im your cart are pending until subrmitted. To submit an order, select validate, verify your order summary and select check
selecting the “orders” tab in the left column, and selecting “edit order” from the order you would like to edit.

General Wine & Liquor Validate

Drodist Quantity Unit Price  Liters Total Remowve

| Bacardi Superior (P R) (375 ml) 21843 - ~ £5.80 0 S0.00 »
- W
Quantity ordered
0
| Grey Goose Vodka (1000 ml) 93140 - - 53745 0 0,00 x
- w
Qua "tit'__r_: rdered:
Total o $0.00

To edit an existing order, access the existing order:

e Select Order Tab, identify order you wish to edit and select the Edit Order link
to be directed to the cart, or
e Select the Cart Icon in the upper right corner

Items in the cart that have already been submitted to the ADA and confirmed, will
appear with a blue vertical line next to the product name and a quantity ordered amount
displayed. Your existing Order
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User Guide

Adding and Adjusting Items in Your existing Order

IMPERIAL BEVERAGE COMPANY (141}
1/11/2021

Home Products Orders
Q e duct
Cart

GENERAL WINE & LIQUOR (221)
12/22/2020

Carts (orders) that
have been adjusted
will need to be
validated before
checking out

NWS MICHIGAN, INC. (321)
1/4/2021

@ Items in your cart are pending until submitted. To submit an order, select validate, verify your order summary and select check out. Confirmed orders can be edited befare the cut off day by
selecting the “orders” tab in the left column, and selecting “edit order™ from the order you would like to edit.

General Wine & Liquor

ltems that can be edited,
but have already been

submitted/ confirmed by

ADA (Vertical Blue Line to

left of Liquor Name) \

Product
| Bacardi Superior (P R) (375 ml) 21843

3 Daniels Old 7 Black (Tn) P (375 ml) 9123

New Items that have been
added to order (No blue

line next to liquor name) \

Out Of Stack ltems s

| Grey Goose Vodka (1000 mi) 93140

Total

Imperial Beverage Company

Quantity
o ~
5 v
Quantity ordered.
o
. ~
= v
. ~
i3 !

Quantity ordered

Adjust Quanitity Manually
or using up/down Arrows

Product Quantity

Well Vedka PI (1000 ml) 18817 =
< v

Total

NWS Michigan, Inc.

Product Quantity

Dented Brick Well Vodka (1000 ml) 17761

Total

Piece Of Cake Chocolate PI (50 ml) 17338

mperial Beverage Company

12

<>

Out of stock items

Unit Price ers al Remove
$580 o $0.00 X
$1248 L] $599.52 X
53749 2 544088 x
30 $1,049.40
Unit Price  Liters  Total Remave
$6.95 2 $83.40 x
12 $83.40
Unit Price  Liters Total Remove
$1206 12 514472 x
12 $144.72

$066 6

‘ORDER SUMMARY

Order subtotal $1,277.52
DISCOUNT @17 % ($21718)
Liquor Tax $153.30
SALESTAX @6 % $76.65
Order total $1,200.20

A confirmation email will be sent to:
testlicensee@michigan.gov

Need multiple confirmation emails?

Select Out of Stock Action
lcon to add ltems back to
<cart for validation

Additional items can be added using the search for products box at the top of the page
or by selecting the products tab.

Adjustments to quantities can be made within the cart or by adding items

Removing an item that is confirmed can be done by changing the quantity to zero,
validate the cart, and checkout. The quantity ordered will be updated to zero.

Items that are out of stock can be added back to the cart by selecting the action icon
next to the product.
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Rules

SPLIT CASE POLICY
At no cost, licensees can order split cases. By Commission Order, the ADA split case policy is listed
below:

Bottle Size Splits Allowed

1.75 liter 1 or3

1.0 liter 1,3,0r6

750 mL 1,3,0r6

375 mL 3,6,0r 12

200 mL 12 or 24

100 mL INo Splits Allowed

50 mL INo Splits Allowed

70000 Series No Splits Allowed *Limited Availability*
FEDERAL TAXES

The marked-up cost includes $13.50 federal tax levied against each proof gallon.
STATE TAXES

Specific taxes on liquor are collected by the Commission at the time of sale to the retail licensee. All
specific taxes are calculated on the marked-up cost. These taxes will be shown on the licensee’s
invoice. The specific taxes include:

4% - distributed to the School Aid Fund

4% - distributed to the General Fund

4% - distributed to the Convention Facility Development Fund

PRICE CHANGES
If the price of a product has changed, the new price will be charged to the licensee based on the
date of delivery, not the date of order.

ADA PRODUCT CHANGES

Periodically, distribution rights for spirit brands change from one ADA to another due to contractual
changes with the spirit suppliers. The Commission has established strict transition guidelines for
ADAs to follow when product lines change so as to not interrupt the flow of spirit products. ADAs
who no longer carry a particular spirit brand are required to advise retailers attempting to place an
order with them that the brand is available through another ADA. Please notify the Michigan Liquor
Control Commission if the ADAs are not notifying you that the brand is available from another ADA.



