Montgomery County Government
Department of Liquor Control

User Guide: iStore Reports for Licensees

This user guide provides a brief overview of how to navigate, sort and filter data contained in DLC licensee reports.
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There are three licensee reports currently available in the DLC iStore, the Delivered Orders and Returns Report the Open
Orders Report, and the Payment Details Report. The data contained in these reports is real-time data, so it provides the most
up-to-date information on licensee orders and returns. Please refer to the Glossary of Terms in this guide for an explanation
of report columns.

Accessing Reports
Once you log into the DLC iStore, access the reports by clicking on the Reports tab at the top of the screen

MONTGOMERY MARYLAND

Department of Liquor Control
FARM 68 - EBSTST20 Cart Orders Profle Logout

Montgomery SR Catalog | Direct Ttem Entry | Track Orders | Shopping Cart | Shopping List | FAQ | Reports
Search Al Products - [ o | Advanced Search
Browse Montgomery SR Catalog Welcome
Montgomerv SR Bob Vest
Catalog Montgomery SR Catalog Logout
Direct Item Entry View Shopping Cart
Track Orders M
No ftems
Shopping Cart <) Previous 1-25 MNext 25 (2
Shopping List e —— Trr— View Saved/Shared Carts
— s | EA 1 - 750ML (Part Number 325617) $160.20 Case View Shopping Lists
Berorts O] |0z SEL RES CAB - 1.50 (Part Number 339717} $61.50 Case Registry I: 530474 %
s 10 CANE RUM - 7S0ML (Part Number 54054) $117.90 Case Customer: MCG DLC SALES REPRESENTATIVE
] 10 CANE RUM W/BEACH MAT - 750ML (Part Number 71593) $117.30 Case Account: 1040000
O |10 SPAN CC CAB - 750ML (Part Number 322168) $84.60 Case Description: MCG DLC SALES REPRESENTATIVE
s 10 SPAN CC CHARD - 750ML (Part Number 322162) $84.60 Case
] 10 SPAN CHARD - 750ML (Part Number 312898) $96.60 Case
] 10 SPAN P/GRIG - 750ML (Part Number 322188) $119.88 Case
& 10 SPAN P/NOIR - 750ML (Part Number 322186) $149.88 Case

After clicking on the Reports tab, click on the link that says “Click here for reports.”

MONTGOMERY COLUNT ‘maryeano

Department of Liquor Control
FA"M 68 - EBSTSTZO Cart Orders Profile Logol

Montgomery SR Catalog | DirectTtem Entry | Track Orders || Shopping Cart || Shopping List | FAQ | Reports

Search  All Products - Go | Advanced Search

Browse Reports Welcome
Montgomery SR Bob Vest

Catzlog Reports Logout

Direct Ttem Entry > 2 figw pping
- . Click here for reports Ve shopping Cart
Track Orders ’

7 No items

Shopping Cart

Shopping List - View Saved/Shared Carts
EAD View Shopping Lists
Reports
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Navigating Reports

Navigation Tabs
There are three tabs in the top, left corner: Reports, DLC Home, and Logout.
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The Reports tab displays the reports that are available to you. You will only see reports that you have permission to view
based on your login credentials. Click on the name of the report you want to view.

Sy

‘@ MONTGOMERY COUNTY DLC REPORTS -

DLC Home | Logout

LICENSEE Invoice Dat

Delivered Orders and Returns

Drag a colum
Open Orders

INVOICE TYP
Payment Details

Payment Details (New)
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Clicking on the DLC Home tab will open the DLC website in a new window.

ATTENTION LICENSEES

February 1, 2015
New | v and Order Syst

Fgnss
ﬁ MONTGOMERY COUNTY DLC REPORTS

repors coges

LICEMSEE -

Click here for details

DLC Delivered Orders and Returns Licensee

DLC Open Orders Licensea 5

Montgomery County Liquor & Wine Stores

e rorteree yeouryest grojenter. ) Now Open Sundays! ™.

Clicking on the Logout tab will log you out completely, not just from the reports app, but from iStore as well.

T
gy

*ﬁ MONTGOMERY COUNTY DLC REPCRTS
Reports | DLC Home
LICENSEE -

DLC Delivered Orders and Returns Licensees

DLC Open Orders Licenses
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Report Pages
Report pages and the number of items in the report are displayed at the bottom of the report. Click on a page number to
go to that page in the report, or click the right arrow to go to the next page or the left arrow to go to the previous page.

R v

FPage 4 of 1356 (203281items) '+ 1 2 3 4 5 6 7 .. 1354 1355 1356 ¢
<

Horizontal and Vertical Scroll Bars
Use the horizontal scroll bar at the bottom of the report to scroll to the left or right to see columns not visible on your screen.
The vertical scroll bar on the right side enables you to scroll up and down.

Ordered Gt From: anjam1s - To: ziymis - Search Exportto Excel |
D29 3 column header here 0 group by Hat colamn
INVOICE TYPE *  SALES ORDIR NUMIER ,  INVOICE NUMBER *  INVOICK DATE ®  ACCOUNT MUMDER ¥ | LICENSER MAME®  [TDM COOE®  LICENSEE CODE® [TOMDESCRIPTION® [TIMTAG® DLC ATLSITE®  OTLPOR CY
B4 CREDIT et G it s
e 200137 355 210y2005 0240 120
£AC CREDIT .
DI EREAT * 402
o1 3502 /20 v 12.6
DAC CREDITT
v 0013 3502 2107201 240 12.08
0013 3501 020 ¥ 1202
DLC CREDIT -y " =
(it 200134 1330 o091 1200
£AC CREDIT ’ x o
fr 20014 3s5: EEH 1202
e S 3530 2/10/2015 op80 2402
3559 211072015 58T 7ML
356 21072015 Lt s
i e Meess | Ha 1
s 102015 w2 12,0
00130 3575 020 B350 3ss
00130 3s 21072008 os083 1202
o
>
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Filtering, Grouping and Sorting Report Data

Specifying a Date Range
To display data for a specific date range, enter the start and end dates in the fields provided and click the Search button.

o
R

* %
@ MONTGOMERY COUNTY DLC REPORTS - TEST

R

Reports DL Home Logout

LICENSEE - I Orderad Date From: | 2/13/2015 - Tor | 2/13/2015 v Search

DLC Deliverad Orders and Returns Licensee
Drag a column header here to group by that column

DLC Open Orders Licensae
INVOICE NUMBER ¥  INVOICE DATE ¥  ACCOUNT NUMBER. ¥ LICENSEE NAME ¥

INVOICE TYPE ¥ SALES ORDER NUMBER ¥

No data to paginate

Clicking on the arrow in the date field will display a calendar. Click on a day to select it.

g
ELee" e

MONTGOMERY COUNTY DLC REPORTS - TEST

g

Feports DLC Home Logout

. ,
LICENSEE Orderad Date From: | TEEIPOEE =« = Tor | 2/13/2015 = o= )
DLC Delivered Orders and Returns Licensee H) (4 li?'uar',r, 2015 R
Drag a colurmn header
DLC Open Orders Licensas Sun Mon Tus Wed Thu Fri Sat
INVOICE DATE ¥ ACCOUNT MUMBR

INVOICE TYPE¥  SAlL
1 2 3 4 5 &8 7

g 5 10 11 1z | 13| 14
i3 16 17 18 1% 20 21
22 23 24 25 26 27 2B

No data to paginate

Teday Clear

Prepared by the Montgomery County Enterprise Resource Planning Office ¢ Change Management
User Guide for Department of Liquor Control iStore Reports for Licensees (rev. 7/2/2015)



Filtering Report Columns
Columns that contain the filter icon can be filtered by data contained within that column.

Ordered Date From: 3/1/2015 - To: 2/20/2015 - Search

Drag a column header here to group by that column

INVOICETYPE ¥ SALES ORDER NUMBER ¥ INVOICE NUMBER ¥ INVOICEDATEY ACCOUNT NUMBER ¥ LICENSEE ¥

For example, by clicking on the filter icon for the Invoice Date column, you can select to see only invoices and credits for a
particular date.

Ordered Date From: 27172015 - To: 32/20/2015 = Search

Drag a column header here to group by that column

INVOICETYPE ¥  SALES ORDER NUMBER ¥ INVOICE NUMBER ¥ INVOICE DATE ACCOUNT NUMBER ¥  LICENSEE ¥
(AT i

DLC OM 1001274 1187 2/2/2015 (Blanks) L
INVOICE
(Non blanks)
2/2/2015 i
DLC OM ¥
INVOICE 1001274 1187 2/2/2015 2/3/2015 L
2/6/2015
2/9/2015 r
DLC OM
INVOICE 1001274 1187 2/2/2015 2/10/2015 L
2/11/2015
2/13/2015 r
DLC OM
INVOICE 1001274 1187 2/2/2015 L
DLC OM
INVOICE 1001274 1187 2/2/2015
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The result: only invoices dated 2/6/2015 are displayed.

Ordered Date From: 2/1/2015 - To: 2/20/2015 - Szl
Drag a column header here to group by that column
INVOICE TYPE ¥ | SALES ORDER NUMBER ¥ INVOICE NUMBER ¥ | INVOICE DATE % | ACCOUNT NUMBER +
Pvorce 1003899 6522 2/6/2015 1067482
oy Do 1003899 6522 2/6/2015 1067482
vortcE 1003899 6522 2/6/2015 1067482
MvotcE 1003899 6522 2/6/2015 1067482
IDNL\(f:o?gE 1003899 6522 2/6/2015 1067482
voreE 1003899 6522 2/6/2015 1067482
vorCE 1003899 6522 2/6/2015 1067482
INVOICE TEIELEE 6522 2/6/2015 1067482
?NL\f-’:O?gIE 1003839 6522 2/6/2015 1067482
?leo?g; 1003899 6522 2/6/2015 1067482
?NL\f-’:O?gIE 1003839 6522 2/6/2015 1067482
IDNL\E':O?(’;‘IE 1003899 6522 2/6/2015 1067482
orce 1003899 6522 2/6/2015 1067482

<

Sorting Report Columns
You can sort columns by clicking on the column name in the header.

Ordered Date From: 2/1/2015 - To: 2/13/2015 = Search

Drag a column header here to group by that column

INVOICETYPE ¥ | SALES ORDER NUMBER ¥ [INVOICE NUMBER ¥ INVOICE DATEY

DLC OM

INVOICE 1003291 1406 2/3/2015
DLC OM
INVOICE 1003291 1406 2/3/2015
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When you click on the column header, an arrow will appear indicating how the data is sorted. An arrow pointing up (as in
the left image below) is displaying the data in that column in ascending order. An arrow pointing down (as in the right
image below) is displaying the data in that column in descending order. Click on the arrow to change the sort direction.

Ordered Date From: 2/1/2015 v To: 2/13/2015 - Ordered Date From: 3/1/2015 - To: 2/13/2015 .
Drag a column header here to group by that column Drag a column header here to group by that column
INVOICE TYPE ¥  SALES ORDER NUMBER : INVOICE NUMBER + INVOICE TYPE ¥ SALES ORDER NUMBER : INVOICE NUMBER ¥
IDNL‘EF:O?EE 1000075 1954 EESREDIT 200177 3456
INVOICE 1000132 2634 e 200177 2931
IDNL’:-FO?QE 1000134 1003 aEiC?REDIT 200176 3517
IDN"{,:O?E"E 1000153 2478 alé?qé:REDIT 200176 3517
IDNL‘:-‘:O?E‘E 1000161 1510 aé.:,quEDIT 200175 21890
IDNL‘EF:O?EE 1000162 1341 aléaé:REDIT 200174 2487
?Nl_\:‘:o?gE 1000163 2154 aléaé:REmT 200173 3409
Emfo?& 1000164 1962 35‘315%[’” 200173 3500
INVOICE 1000176 2867 DG SREPTT 900172 3562
IDN",f,:O?g'E 1000177 1730 E‘IEEC?REDIT 500171 2973
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Grouping Report Data
As is indicated in the gray bar above the column headings, you can drag a column heading into that area to group data
by that column.

Ordered Date From: 2/1/2015 - To:  2/20/2015 - Search

Drag a column header here to group by that column

INVOICE TYPE ¥ | SALES ORDER NUMBER ¥ IMVOICE NUMBER ¥ INVOICE DATEY ACCOUNT NUMBER ¥ LICENSEEY ITEM CODEY ITEM DESCRIPTION ¥

For example, by dragging and dropping the Item Code header into the gray field above the column headings...

Ordered Date From:

To:

2/1/2015 -

2/20/2015 -

Search

’i
Drag a column header here to group by that column

INVOICETYPE Y SALES ORDER NUMBER ¥

INVOICE NUMBER ¥

ITEM CQDE ¥ ‘-_____________
N e

]
INVOICE DATEY ACCOUNT MUMBER ¥ LICENSEE ¥ ITEM CODE ¥

ITEM DESCRIPTION ¥

... the data is grouped by Item Code.

Ordered Date From: | 2/1/2015 - Ta: 2/20/2015 - Search
ITEM CODE : h
INVOICETYPE ¥ SALES ORDER NUMBER ¥ @ INVOICE NUMBER ¥ INVOICE DATE¥ ACCOUNT NUMBER ¥ LICENSEE¥ ITEM DESCRIPTION ¥

+ ITEM CODE: 13099

+ ITEM CODE: 1570

+ ITEM CODE: 2143

+ ITEM CODE: 23005

+ ITEM CODE: 23072

+ ITEM CODE: 23314

+ ITEM CODE: 23318

+ ITEM CODE: 23407

+  ITEM CODE: 23422

* ITEM CODE: 23641

+ ITEM CODE: 23886

+ ITEM CODE: 25419

+ ITEM CODE: 25613

+  ITEM CODE: 25624

* ITEM CODE: 25740

Page 1 of 5 (75 items) 12 3 4 5 (»
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Click on the arrow to the left of the item code to display all of the invoices and credit memos that contain that item code.

Ordered Date From:  2/1/2015 v To: 2/20/2015 - Search

ns Licensee

ITEM CODE -

INVOICETYPE ¥ SALES ORDER NUMBER ¥ | INVOICE NUMBER ¥ | INVOICEDATEY ACCOUNT NUMBER ¥ LICENSEEY ITEM DESCRIPTION ¥ ITEMTAG ¥ DLCBTLSIZEY
+ ITEM CODE: 13099
+ ITEM CODE: 1570
»  ITEM CODE: 2143
» ITEM CODE: 23005

q + 1ITBEM CODE: 23072

DLC OM
INVOICE

FLYING DOG GONZO
1003899 6522 2/8/2015 10674 BEER & IMP PORTER 4/6 NR - ST 12.02
WINE 1202
+ ITEM CODE: 23314
» ITEM CODE: 23318
+ ITEM CODE: 23407
» ITEM CODE: 23422
¢ ITEM CODE: 23641
v ITEM CODE: 238806
+ ITEM CODE: 25419
» ITEM CODE: 25613
»  ITEM CODE: 25624

Page 1 of 6 (76 items) 1 2 3 4 5 6 (»

To ungroup the data, drag and drop the column header back to the location you want it to appear in the column headers.

Ordered Date From: 2/1/2015 - To: 2/20/2015 - Search

-
L ]
ITEM CODE ----—---—___-—_
-__-_-—-
L ]

a4
INVOICE TYPE ¥ | SALES ORDER NUMBER ¥ INVOICE NUMBER ¥ | INVOICE DATE ¥ ;fhICICOUNT-I“\.IllU.I"-ITEI.g‘.!II -EQITEM LI L SCRIPTION ¥
¢ ITEM CODE: 13099 @')
+  ITEM CODE: 1570
+  ITEM CODE: 2143

v ITEM CODE: 23005
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Changing How Columns Are Displayed

You can change the order of how columns are displayed from left to right by dragging and dropping to the column header to the
location you want it to appear. Please note, there is no option to save these preference, and columns will revert back to the default
order once you log/time out of the current session.

Ordered Date From: 2712015 - To: 2/13/2015 - Search

Drag a column hegder here to group by that column

INVOICE T INVOICIE\[@ATE J JEIi\I-U-MEEIlY- iP-\IIVEIEIE E.IP-EE-F{Y_I .I-NVOICE DATEY ACCOUNT NUMBER ¥
INVOICE 1003291 1406 2/3/2015

INVOICE 1003291 1406 2/3/2015

INVOICE 1003291 1406 2/3/2015

INVOICE LI 1406 2/3/2015

INVOICE 1003281 1406 2/3/2015

After dragging the Invoice Date header to the right of Invoice Type:

Ordered Date From: 24172015 - To: 2/13/2015  ~ Search

Drag a column header here to group by that column

INVOICE TYPE ¥ || INVOICE DATE ¥ | SALES ORDER NUMBER ¥  IMVOICE NUMBER ¥  ACCOUNT MUMBER ¥
?Nfo?& 2/3/2015 1003291 1408
?NL‘:;:O?EE 2/3/2015 1003291 1406
?Nfo?& 2/3/2015 1003291 1406
ENECI:O?E‘E 2/3/2015 1003291 1406
?Nfo?& 2/3/2015 1003291 1406
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Export Data
You can export the data in the report to a Microsoft Excel document by clicking on the Export to Excel button at the top,

right of the report.

il

From:

SALES ORDER NUMBER ¥

1001274

1001274

1001274

1001274

1001274

1001274

1001274

1001274

1001274

1001274

1001274

1001274

2/1/2015

To: 2/20/2015

header here to group by that column

1187

1187

1187

1187

1187

1187

1187

1187

1187

1187

1187

1187

INVOICE NUMBER ¥

Search

INVOICE DATE ¥

2/2/2015

2/2/2015

2/2/2015

2/2/2015

2/2/2015

2/2/2015

2/2/2015

2/2/2015

2/2/2015

2/2/2015

2/2/2015

2/2/2015

ACCOUNT NUMBER ¥

LICENSEE ¥

ITEM CODE ¥

80293

85607

85751

79553

87696

87661

75396

81704

313972

52590

84692

82660

Licensee Name:
é I Export to Excel I

ITEM DESCRIPTION ¥

ALMADEN PINOT
GRIGIO - 5L

ANDRE CALIFORNIA
MOSCATO - 750ML

ANDRE CALIFORNIA
PINK MOSCATO -
750ML

ANDRE PEACH
MOSCATO - 750ML

ANDRE SPUMANTE -
750ML

ANDRE STRAWBERRY
MOSCATO - 750ML

ARBOR MIST
BLACKBERRY MER -
1.5L

BAREFOOT BUBBLY
CAL P/GRIG - 750ML

BAREFOOT CEL RED
MOSCATO - 1.5L

BERINGER SPK
WH/ZIN - 750ML

BIG HOUSE PINOT
EVIL P/NOIR - 3L

BLACK OPAL CAB -
750ML

ITEM TAG 7

ST

ST

ST

ST

ST

ST

ST

5T

ST

5T

DLC BTLSIZE ¥

5L

750ML

750ML

750ML

750ML

750ML

750ML

1.5L

750ML

3L

750ML

BTLPER CS ¥

12

12

12

12

12

12

12

12

UOM CODE ¥

Cs

=

Cs

=

Cs

=

Cs

C5

Cs

C5

cs

CS

QUANTITY ¥

14
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When the message pops up at the bottom of your screen, select Open to open the report in an Excel format or click Save
to save the Excel report to a designated location. If you click the arrow on the Save button you will see options to Save,
Save As, or Save and Open.

2/4/2015 1001318 2752 59841 BUD 400Z R - 4002
2/4/2015 1001318 2752 26293 s oay A
2/4/2015 1001318 2752 26216 BUD JCE CANS e
2/4/2015 1001318 2752 5272 s e
f 1356 (20328items) ~ 1 2 3 4 5 6 7 .. 1354 1355 1356 (k
<
Government
Do you want to open or save ASPxGridView1.xlsx (2.08 MB) from portal-dev.mcgov.org? Open Save |v| Cancel X
e [0 Ul s
Below is an image of the report saved as an Excel document.
N ™ T 3
tome | Inaest  Fegelapout  formuay  Dets  Redew View  Addins Aosbat B —= ik
B :tmp, Toes ewiom + [0+ (47 a7 [ | [Esn tem] Genes . H:; 157} [ Normal | mat Good el [atcuttion ] - G ',__| ;:Tf:\‘iun' é.r A
P rarmatpainter || B4 e A (RO Mg A Conter - (S - % 1% ) fmm‘:m"_ 1| Linkae s Mole o L L s
Cligboara . Fortt 0 Abgrment 0 Humber s Celt

a1 =

|
TTEM DEKCRIPTION

E G
NUMEIR LICENSEL CODE

1 ACCOUN

2 DLCOMINVOICE 28 DLLUT POINT HOPTICAL ILLUSION 12 KIG
3 DLCOMINVOIE Trisd DUD LT PRIPRNT JIILSENR - 120

4 DLCOMINVOKT M4 CORCNA IXTRALOCSENE. - 1202

5 DLCOMINVOICE ] FRANZIA DURGUNDY BIB - 5L

6 DLCOM INVOKCE imu FRANZIA CHABLISBIB . 11

7 DLCOMINVOIE Tains LAN PIOJA CRIANZA - T50ML

8 |DLCOM INVOICE (i20002 OPIPARD FTNO SHERRY 3CS. 1L

8 DLCCREDIT MEMO fin DVEPTY 12 KEG (30.00)

10 |BLC CRESIT MEMO s ENDTY 14 KEG (30000

1y [FLEOMTNVOICE 19236 29 CONVENTENGE MART e WECKS N A NR (FORMERLY HAAKE RECK) . 1302
12 |DLC OM INVOICE Tioorin Fiomzse |29 CONVENTENGE MART eI |MLLE POTNT WINTER ALE 463R - 1202

13 DLC OM DAVOICE Tioo1aid Tioszass |29 CONVENTINGE MART Mol LD S0 ¥R . 4002

14 |DLC OM DAVDICE Mo Fosazss I ? 5] LD CHELADA CANS 15C5 . 2507

15 |DLC OM DVOCE Tiootais fosazse |30 CONVENTENCE MART Teale |HUDICE CANS 1303 1502

16 |DLC OM DVOICE Tioodaid Fosazes T et WL LIGHT CANS 1505 . 2902

17 |DLC OM IVOICE e Tios3se T T LD LIGHT STRATIGRITA CANS 1505 2502
18 |DLC DM DVOIE Tomins Tiasazse |29 CONVENTENCE MAR] a2 |CODRS 46 L3R 1202

19 DLC OMINVOKE fiwszzse |28 CONVENIENCE MAR] s COORSLT46LMNR - 20T

20 DLCOMINVOKE Fiesazse |28 CONVENIENCE MART B CORONA EXTRA 1240Z NR - HOZ

21 DLCOMINVOICE Fuszse |29 CONVENIENCE MART '}14]_9 CORONA FAMILIAR NR. - 3202

22 DLC OMINVOKE Tieszse |28 CONVENIENCE MART i3] |POSTER LAGER. 122540Z CAN - 25,902

23 DLCOMINVOICL Tieszise 2§ CONVENIENCE MART F] CROLICH LAGIR 4PK 1HOZ MR 40T

24 DLC OMINVOKE Tigsaise TS |GUDENTSS DRATT 48R - 11,262

25 |DLE OMINVOKE Tipsazse | v % | OUTNNESS DRAFT 614 CANS - 14502

26 DLC OMINVOICE Tiesazse |28 COMVENIENCE MART s GUDRDNESS STOUT MR- 2202

27 DLCOMINVOKT Miasazse 28 CONVINIINGT M Teoey HIINIEIN (23442 CAN - 2402

28 DLC OMINVOKT Mesazse 29 CONVENIENCT M. i HOLGAARDIN 48R 1202

Mesazss 28 CONVENTENCE MART T MICHILOD VLTRA 4G MR - 1202
29 CONVENIENCE MART -1 MILLER LITE WIDEMOUTH ALUM I MR - HOZ
29 CONVENIDNGE MART e MILWAUKEL BIST ICE 212 CAN - 1202

29 DAC OMINVOKE 243005
30 DALC DM INVOKE 242005
31 DLCOMINVOKE T

32 DLCOMINVOICE Tais HieM MILWAUKEE BEST LT 212 CAN - 1102

33 |DLC OM IVOICE ] 1) MODILO CHTLADA CANS 1305 . 0T

34 |DLC OMINVOICE 142001 ] ODOULS AMBIR NA 6 1NNR . 1307

35 DLCOM INVOIKCE 243015 it ROLLING BOCK 2121 - 1202

35 |DLC OM INVOICE 39 CONVENTENCE MART 1] SAM ADANES BOSTON LAGER 110NR.. 1302
37 |DLCOM INVOICE 29 CONVENTENCE MART Snan SAM ADANMS COLD SNAF 493

33 |DLCOM INVOKE
39 BLCOM DNVOKE

25407 SAM ADANS CLRIOUS TRAVELES
B0050 SAM ADANSS REREL RIDER 457

A0 DLCOM INVOICE 25005 SAM ADANS REREL ROUSER NP

47 |DLeon pevocE 28 CONVENTENCE 0 ] SAN ADANMS SPRING THAW MIX LIPK N 1202
47 |DLCOMDNVORE 25 CONVENTENCE M G SAFPORD 12200Z EAN - 2202

44 b Wi Sheet %3 8 - THL 2

Fepdy
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Glossary of Terms

e ACCOUNT NUMBER - the licensee’s Liquor Control account number

¢ AMOUNT - the total amount for that item (unit price multiplied by the quantity)

e BPC -

number of bottles per case

e BTL PER CASE - number of bottles per case

e DELIVERY NUMBER - a number that identifies the specific delivery (located top, right on the commercial invoice)

e DLC BTL SIZE - bottle size

e DLC ITEM SUPPLIER - the supplier from which Liquor Control purchased the product

e DLC ITEM SUPPLIER SITE - the supplier site from where the product was shipped

¢ INVOICE DATE - the date that the order is invoiced by Liquor Control, this is the same as the delivery date

e INVOICE NUMBER - this the Liquor Control accounts receivable invoice number, not the commercial invoice number

e |[INVOICE TYPE - indicates whether it is a debit or a credit

e |TEM CODE - the Liquor Control product item number

e |TEM DESCRIPTION - the product name and size

e |TEM TAG - a DLC tag that identifies what category the products falls into

(0}

(0]

(0}

AL = Allocated items (limited supply)

HO = Holiday (available only during certain times of the year)

LS = Licensee Special (items not sold in stores and must be purchased out of the warehouse)

S = Special items (not normally carried in stores, but have been requested by licensee)

SB = Special Beer

SC = Specialty Center (not stocked in the warehouse, but carried in Liquor Control retail stores)

ST = Stock items

16
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o0 SW = Special Wine (special wines that have a selling point of $18 per bottle or more, only sold out of
warehouse)

LICENSEE - the business name

LINE NUMBER - the line on the sales order that corresponds to an item
ORDERED DATE - the date that the order was placed with Liquor Control
ORDER NUMBER - the Liquor Control sales order number

ORDERED QUANTITY - the number of cases ordered

PAYMENT DATE - the date that the payment is processed by Liquor Control. Typically, the payment will hit your bank
account one to two business days after the Payment Date

PAYMENT NUMBER - the number that identifies the ACH debit
QUANTITY - the number of cases ordered

RETURN REASON CODE - the reason an item was returned
SALES ORDER NUMBER - the Liquor Control order number

SCHEDULED SHIP DATE - this is an estimate of when the product will be available to ship based on the supplier
location and typical delivery times

SIZE — the bottle size

SUPPLIER - this is the company from which Liquor Control purchases the product
SUPPLIER SITE - this is the supplier location from which the product is shipped
UNIT SELLING PRICE - the price per case

UOM CODE - unit of measure (CS = case)
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How to Use the Licensee Payment Details Report to Reconcile ACH Debits to Your Bank Account

From the Reports section (see page 3 of this guide for instruction on how to access reports in iStore), click on the
Payment Details Report on the left side of the screen.

Wekome:
Monday, March 02, 2015

* MONTGOMERY COUNTY DLC REPORTS - TEST

Reports DLC Home Logout
Licensee Name:

-
= Payment Amount: Search

LICENSEE
Payment Date From:™ 3/2/201% - To:™ 3{2/2015 -

Export o PDF Export to Excel

Delivered Orders and Returns
UNIT PRICE DISCOUNT SALE AMOUNT COMMENT

Cpen COrders INVOICE DATE ITEM CODE DESCRIPTICN TAG SIZE BPC uomMm oy

Payment Details X .
o data to display

Mo data te paginate

Use the search fields at the top of the report to search a payment date range or payment amount. Click on the drop-down
arrow in the date fields to see a calendar. Note: the payment date on the report is the date that Liquor Control entered the
payment information into their system. Typically, the payment will hit your bank account one to two business days after the
payment date. Therefore, it is best to enter a date range of 2-3 business days before the date that the ACH debit hit your
bank account. For example, if your bank was debited on 2/23/15, you would want to search 2/19/15 - 2/23/15. Or you can
enter the dollar amount that was debited from your bank account by entering the amount in the Payment Amt: field. After

entering your search criteria, click the Search button.

Welcome:

""e" MONTGOMERY COUNTY DLC REPORTS - TEST Monday, March 02, 2015

Reports DLC Home Logout
LICENSEE A
015 To:™ 3/2/2015 - Payment Amount: I
|

Payment Date From: ™

Delivered Orders and Returns
M) (4 February, 2015 r) &
IN L\\» N TAG SIZE BPC UOM QTY UNIT PRICE DISCOUNT SALEAMOUNT  COMMENT

Open Orders
Sun Mon Tue Wed Thu Fri Sat

Payment Details
=L i 2 3 4 5 6 7 No data to display
a8 9 0 11 12 13 14
No data to paginate 15 1 17 18 19 20 21
22 23 24 25 26 27 28

[2]

Today Clear
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After you enter your search criteria and click Search, the results will display below. In the example below, the exact amount
that was debited from the bank account was entered along with a date range for that debit, so only the information for

that debit is displayed

Welcome:
Monday, March 02, 2015

if MONTGOMERY COUNTY DLC REPORTS - TEST

Payment Date From:* 2/9/2015 = Tor™ 2/16/2015 ~ Payment Amount: ' 4223.97 ﬁ Search

Delivered Orders and Returns
INVOICE DATE ITEM CODE DESCRIPTION TAG SIZE BPC UOM QTY UNIT PRICE DISCOUNT SALE AMOUNT COMMENT

Reports DLC Home Logout

'Y

LICENSEE

Open Orders
Payment Details LICENSEE:
’ I PAYMENT NUMBER: 100525 - PAYMENT DATE: 12-FEB-15 - PAYMENT AMOUNT: 4223.97 I

Total: 4223.97

Page 1 of 1 (2 items) 1

Click on the arrow to the left of the payment number to expand it to show more detail. The example below shows that this
particular debit included two separate deliveries and a return (CM indicates credit memo). The Delivery Number is noted at
the top, right of the commercial invoice, which you receive at the time of delivery. Since this report shows specific
information about which deliveries and credits/returns made up a particular debit to your bank account, you can now
reconcile your ACH debits by comparing your paperwork (commercial invoices and credit forms) to this report.

Welcome : BEERSNCHEERS@VERIZON.NET
Monday, March 02, 2015

‘t‘f MONTGOMERY COUNTY DLC REPORTS - TEST

Reports DLC Home Logout

LICENSEE ~
Payment Date From:* 2/0/2015 ~ Tor™ 2/16/2015 = Payment Amount:  4223.97 Search
Delivered Orders and Returns
TAG SIZE BPC | UOM  QTY UNIT PRICE DISCOUNT SALE AMOUNT COMMENT

Open Orders INVOICE DATE | ITEM CODE DESCRIPTION

Payment Details = LICENSEE: 1069574 - BEERS AND CHEERS - DBWOG1
q D PAYMENT NUMBER: 100525 - PAYMENT DATE: 12-FEB-15 - PAYMENT AMOUNT: 4223.97
*  DELIVERY NUMBER: 1856
¢ DELIVERY NUMBER: 2198

¢ DELIVERY NUMBER: CM
Total: 4223.97

Total: 4223.97

Page 1 of 1 (5 items) 1
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Click the arrows next to each layer of information to drill-down and see all the details of which orders and items were
included on that ACH debit.

T
i : Welcome:
@ MONTGOMERY COUNTY DLC REPORTS - TEST SR e
Reports DLC Home Logout
LICENSEE ~ A
Payment Date From:™ 2/9/2015 - To™ 2/16/2015 =~ Payment Amount: 4223.97 Seart
Delivered Orders and Returns
Open Orders INVOICE DATE ITEM CODE DESCRIPTION TAG SIZE BPC UOM QTY UNIT PRICE DISCOUNT SALE AMOUNT COMMEN
Payment Details ELICETSEE
~  PAYMENT NUMBER: 100525 - PAYMENT DATE: 12-FEB-15 - PAYMENT AMOUNT: 4223.97
_’ » DELIVERY NUMBER: 1856
_> ~ SALES ORDER: 1000228
_> » INVOICE NUMBER: 2570
2/5/2013 307170 g?U%OLA VINO PLAIN 21401 - LS 750ML 12 CS 2 91.80 0 183.60
Total: 183.60
Total: 183.60
»  SALES ORDER: 1000889
»  SALES ORDER: 1001164
b SALES ORDER: 1001328
*  SALES ORDER: 1001772
»  SALES ORDER: 1001884
» SALES ORDER: 1002371 W
»  SALES ORDER: 1003414
£ >
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A custom-formatted PDF version of the Payment Details report has been created for you. Once you have entered your
search criteria and the results are displayed, click the Export to PDF button to open the version that has been specifically

formatted to help licensees reconcile ACH debits to their bank account.

Wekome:
Monday, March 02, 2015

'@ MONTGOMERY COUNTY DLC REPORTS - TEST

Licensee Name:

Reports DL Home Logout
A
To:® 2j18/2015 ~* Payment Amount | 4233.57 — .
Export o PDF Export to Bxcel

LICENSEE
Payment Date From:* 2/9/2015 =
Delivered Orders and Returns
Open COrders INVOICE DATE ITEM CODE DESCRIPTICN TAG SIZE BRC (§a %} oy UNIT PRICE DISCOUNT SALE AMOUNT COMMENT
Payment Details E====s
*  PAYMENT NUMBER: 100525 - PAYMENT DATE: 12-FEB-15 - PAYMENT AMOUNT: 4223.57
DELIVERY NUMBER: 1856
DELTVERY NUMBER: 2198
DELIVERY NUMBER: CM
Total: 4223.57
Totzl: 422357

Page 1 of 1 [5items) 1

A box will appear where you can choose to open the PDF, save it, etc. Click Open to open it.

R Welcome :
* MONTGOMERY COUNTY DLC REPORTS - TEST Monday, March 02, 2015
Reports | DLCHome | Logout
E e . Licensee Name:
Payment Date From:® 2/9/2015 = To:* 2/16/2005 ~ Payment Amount:  4223.97 Search
Delivered Orders and Rewmns Export to PDF Export to Bxcel
Open Orders INVOICE DATE TTEM CODE DESCRIPTICN TAG SIZE BPC UOM | QTY  UNIT PRICE DISCOLNT SALE AMOUNT COMMENT
Payment Details v EEEEE
= PAYMENT NUMBER: 100525 - PAYMENT DATE: 12-FEB-15 - PAYMENT AMOUNT: 4223.57
»  DELIVERY NLMBER: 1856
*  DELIVERY NLMBER: 2158
»  DELIVERY NLMBER: CM
Totzk: 4223.97
Totak: 4223.97
Page 1 of 1 (Sitems} 1
Do you want to open or save DLC Receipts Recondiliation Licensee Report.pdf (116 KB) from portal-dev.mcgov.org?
2015 & Copyright by Montgomery diy
e EEE e
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Below is an example of how the PDF report looks with all of the information expanded to show the details.

DEPARTMENT OF LIQUOR CONTROL =
LICENSEE RECEIPTS REPORT
INVOICE DATE ITEM CODE | DESCRIPTION |TAG SIZE BPC UOM | QTY |UNIT PRICE DISCOUNT | SALE AMOUNT | COMMENT
LICENSEE: |
[PAYMENT NUMBER: 100525 - PAYMENT DATE: 12-FEB-15 - PAYMENT AMOUNT: 4223.97
[DELIVERY NUMBER: 1856
[SALES ORDER: 1000228
[INVOICE NUMBER: 2570
21512015 7170 | SOOI FLAIN Ls |7somL| 12fcs | 2 91.80 0 183.60
Total: 183.60
| Total: 183,60
[SALES ORDER: 1000889
[INVOICE NUMBER: 2576
20512015 weazy | LoADO DE MONCATO Ls |7somL| 12|cS 1 9588 0 95.88
Total: 95.88
| Total: 85.88
[SALES ORDER: 1001164
[INVOICE NUMBER: 2561
20512015 72818 LOS VASCOS CAB-750ML _|ST |750ML| 12|CS 1 91.08 0 91.08
2/512015 00253 S YASTOS SBLC Ls |7somL| 12|cs 1 88,68 0 88.68
Total: 179.76
| Total: 179.76
[SALES ORDER: 1001328
[INVOICE NUMBER: 2577
2052015 14015 |EnoR - reour oo Ls |7somL| 12|cs 1 137.88 0 137.88
Total: 137.88
| Total: 137.88
[SALES ORDER: 1001772
[INVOICE NUMBER: 2567 | o~ Additionzl information &= needed to donnect MCG-9
11.00x850in 4] | WW® o orovide additions) information. | Lrﬂ
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You also have the option to export the report as a Microsoft Excel document.

Welkome:

Monday, March 02, 2015

‘@’ MONTGOMERY COUNTY DLC REPORTS - TEST
Licensee Name:

Reports DL Home Logout
Payment Amount 433337 Search
Export to POF Export to Excel

LICENSEE ~
Payment Date From:® 2/a/2015 To:® 2/16/2015 =
DIS COLNT SALE AMOUNT COMMENT

Delivered Orders and Returns
DESCRIPTION TAG SIZE BREC oM omy UNIT PRICE

Cpen Orders INVOICE DATE ITEM CODE
Payment Details EE===s
PAYMENT NUMBER: 100525 - BAYMENT DATE: 12-FEB-15 - PAYMENT AMOUNT: 4223,97
DELIVERY NUMBER: 1856

DELIVERY NUMBER: 2198
Tomal: 423357

DELIVERY NUMBER: CM
Total: 422357

Page 1 of 1[5 items) i

Keep in mind that the data contained in these reports is real-time, so you are always looking at the most up-to-date
information. However, if you export the data as a PDF or Excel document and save it, it becomes a snapshot of the data as

of the date/time you exported it.
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