Special Order Procedures

To Start:

1. Go to the DABC Web Site
http://www.alcbev.state.ut.us/

2. Select the Online Services Tab at
the top of the page.

3. Select the Special Orders Tab at the left

of the screen.

Select a Topic

« License Renewal
Online Orders
Product Price
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Please click here for 3 summary sto
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Online License Renewal

This process will aiow you 1o compleéte the LIDASC renswal applcation fof renewals now dug.

REMINDER
All applications and payments MUST BE RECEIVED no later than close date (see renswal packet).

Note
Shousd you encounter submission problems, return your renewal forms eher in person of by mall no later than close
date and please contact the compliance department at (801) 977-5800 during business holrs

Login Instructions.

You will need the ligense number and renewal 1D number printed m the renew.ﬂ mc kel |u Iog into the sysiem. When
entening the license number in the Login screen. make sure the first 2 lelters are capilaiized (Le. REY9999 not re%3999)
Close Dates for Renewals
License Type || Renewal Due Date |
On-Premise Beer (Non-lavern) BE ||January 31
On-Premise Beer (Tavern) | ™ ||[January 31
Beer-only Restaurant RB ||January 31
Cluby CL ||May 31
Lairport Lounge AL Seplember 30
-Fremise Banquet BC ||September 30
Resort and sub licenses RS |[September 30
[RestauranHFull Senvice) RE September 30
[Restaurant (Limeed Service) RL__||September 30
»> Renew Licenses Online
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4.

5.

6.

Select the Place a special order at the
bottom of the screen.

g

Utah.gov Services

Select the direction
that pertains to you.

About DABC

Site Map

Liense Renewal
Online Croers

Product Price
Calculator

Special Orders

Maintenance
Information

Locate A Product

Agencies

CLUB / RESTAURANT LOGON

Utah.gov Services

, DEPARTMENT OF ALCOHOLIC BEVERAGE CONTROL

What's New?

About DABC

Agencles Search all of Utah gov =

Home About DABC What's New? Products Calendar Online Services How Dol ... Contact Us.

Online Services

Hama » Ceing Savvcen » Speca Outens

Special Orders - Full Case Purchases Only

This sérvice i provided without additional fees for consumers who desine products the agency does not $10ck or list
Flease nole that & may not be possible 1o oblain old vinlages o highly alocated products. In order for us 10 Process your
request the product must be currently available M wholesale prices from the producer of their authorized disributor
Imported products must be curfently avallable from a isted United States importer

Use this form 10 SUbME 3 special order onling. You will be required to provide your name, contact information, desired
store for pickup, as well as product information inchuding name. size and vintage. Please list the importer's/distibulor's
name from the back label of the bottle in order 1o expedite requests

Please note that orgers are genérally nod delivered 1o the Liquor Store until 45 days aner thepnce quotation is receved
by the Depanment of Akcaholic Beverage Control

e

gight or special freight arangements, do not use this fom. Please call (801)977-6822

N place your order irectly

>> Place a special order

% Lake City. Utah 84104
f
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RETAIL CUSTOMER LOGON

Version 1.0.0.2733

2014 @Utah Department of Alcoholic Baverage Control - 1625 South 900 West - Sait Lake City, Utah 84104

Phone:(801) 977-6800 - Fax: (801) 977-5888 - Hours of Operation

What's New? Products

Privacy Policy

Calendar  Online Services
Terms of Use

How Dol ContactUs

Enter your login information and
select the Login button.

Check the box and follow the
instructions, you will be directed to
enter the number or the phrase
seen in the reCAPTCHA photo.

. DEPARTMENT OF ALCOHOLIC BEVERAGE CONTROL

About DABC What's New? Products Calendar Online Services HowDol... Contact Us
Username
Password
Check the box,
- ™ then enter the
I'm not a robot reCaptcha word or
number!

I've forgotten my password
Special Order Instruction Document

Notice: Online product ordenng is restricted to registered
Licensees. If you do not have a user name and password, please
call Stores and Agencies Support at (801)-977-6800

1625 South 900 West - Salt Lake City, Utah 84104
76888 - Hours of Operaton

2014 ©Utah Department of Alcoholic Beverage Control -
Prione:i801) 977-5800 - Fax (801)

SiteMap  AbouIDABC  Wnars New? HawDol.. Contactls
P




7. When entering the
program for the first
time you will be
greeted by a blank
Special order screen

like this:
8. To start, select the /

Create New Order
Button.

9. You will be prompted to assign your order a description
that will be given to the order you are creating. New Order Description:

In the field provided, you may type in anything you would
like to use to keep track of your order.

U&‘D Litah gov Services Agencies Search all of Utah.gov »
._r.’-'_":"'“._.,l DEPARTMENT OF ALCOHOLIC BEVERAGE CONTROL
A3h 1)
E Special Orders Logoff
Andrew

Create New Order X |

10. You will be directed to the Special Order Menu screen:

uld)  utan.gov Services

5

‘s

Agencies Search all of Utah.gov »

/A“? DEPARTMENT OF ALCOHOLIC BEVERAGE CONTROL

Special Order Details

Order Id: 100018 L=

Item Sel Opti
’7 Special Order Catalog Products You Ordered Previousty

Note: Prices are subject to change at any moment. versicn 3552

All purchases are in CASE quantities only!
*Prices DO NOT include appropriate City Sales Tax!

Special Order Catalog

You may enter the Item
Code or the Item Name.
Entering an item name will
start a search function to
assist in finding the
product.

Select the Special Order Catalog Tab for items that are currently in the DABC system.

Search Options Qty (Cases)
Item/CSC Code:

ftem Name




Once you’ve completed an order you will be able to locate any
Products You Ordered Previously items previously ordered by selecting the Products Ordered

Previously Button

Products You Ordered Previously Item Code Qtyl_{@__ses}

SAMUEL SMITH ORGANICALE 550ml ¥ 909034 v [ ] Add Item to Order

Select the drop down menus to search for your previously ordered items.

m Use the New Item Button for any products that are not in the DABC system

Fillin the information of New Product Name Vendor/Distributor/Producer/Importer

the desired product and | _|
the quantity of cases you Size (ml) Qty (Cases)

. Add Item to Order
wish to purchase.

11. Once you select the Add Item to Order Button, an order list will be created:

UED Utah.gov Services Agencies Search all of Utah.gov »

/- DEPARTMENT OF ALCOHOLIC BEVERAGE CONTROL
LET)

Special Order Details Logoff

You may continue to add/remove - o A A -
items or ad.jUSt quantities' Ra;:mma !&T:’l g: Product Name Vendor Name ll;:l Size  Comments

x 3 | | 12 | LANCASTER cAB 8LV 08 WILSON DAMELSLTD | 009134 |  375mi

X | | 5| | 12 | SAMUEL SMITH ORGANICALE | MERCHANTOUVIN | 909038 |  550mi |

X T 1| | The Brew | | | 355mi |
Once completed with the order, tora || ¢ ||

select the location you desire the LT
Update Qty(s) ”""“ Op

Special Order Catalog Products You Ordered Previously

New Product Name Vendor/Distributor/Pr i rter

The Brew
Add ltem to Order
Submit Order for Pricing/Availability Change Delivery Location

—Delivery Location- =

/-’? | STORE 12 - AVENUES SLC - 402 EAST 6TH AVENUE SUITE 1 - 801-533-5905
Select the Submit Order for "

product to be delivered to by using

the Change Delivery Location

Button (entered location will Qty (Cases)

default for ensuing orders).

Note: Prices are subject to change at any moment. version 1282

Pricing/Availability Button to ; o
All purchases are in CASE quantities only!
submit the order. *Prices DO NOT include appropriate City Sales Tax!




12. If the product/products ordered are set up in the departments

13.

14.

15.

system, you will immediately be directed to the final approval

screen.

If your order requires research, an

e-mail will be sent to you once
that process is complete.

To approve an order you wish
to purchase, return to the
main order screen. All orders
that are currently in the
system will be listed. Select
the order you wish to approve
by clicking the Open Button.

You will be sent to the Approval
screen where you may review
and adjust your order before
submitting it.

When you are satisfied with the
pricing and the quantities select
the Submit Order Button to
initiate the shipping process.

Ready for Submission X
Your order has been priced!

You will now be taken to the
'Submit Order’ screen where you can
review the pricing and place your order

Your Online Special Order is ready for your review! inbax « & B

ABCDev@utah.gov 1:25 PM (23 hours ago) L

to
Dear. Andrew

The research on your Online Special Order No. 100015 from the Department of Alcoholic Beverage Control
has now been completed

Click here to login and complete your order!

Thanks!

"1\ DEPARTMENT OF ALCOHOLIC BEVERAGE CONTROL
1]

Special Orders Logoff

Andrew Hofeling

Open | Duplicate Order Id | Description Date Status -- Click links below for details | Delete
[ Open [ Dupicate orver JRTSTERE 122272014 | Avating Order C [oe]
Display Order Range Note: Clicking on 'Status' link(s) above will bring up Order Details Orders: 1
All Orders v Special Order Instruction Document

Show Completed Orders

L
Special Order Details ' Logoff

L= Order |d: 100043  Order Date: 12222014 Requested Delivery Date: 21162015 ‘=

st : (Casea) | PR Product Name nem cni Size fc'gx“' C”p"ge"“" ‘“.‘:: Comments
X 5 2 | SAMUEL SMITHORGAMICALE | 000034 |  580mi | 54806 | 524480 | ves
toraL || s || | | | $244.80

Update Oty(s) Submit Order Change Delvery Location

—Delivery Location — =
BEAVER - PO BOX 656 710 NORTH MAIN STREET - 435-438-5851

Note: Prices are subject to change at any moment. Jerson 3810

All purchases are in CASE quantities only!
*Prices DO NOT include appropriate City Sales Tax!

Special Order Instruction Document &

Once your order arrives to your selected delivery location, you will be notified via e-mail and a department

representative will contact you.



