ISLD: Licensee Web Portal
Authorization Request
The licensee web portal is available by request only. To request an account, you will go to
http://liquor.idaho.gov/licensee/authrequest.aspx and provide the following information:
�
�

Premise Number of the bar
Email address

This is the email address you will use to receive information regarding the website.
After requesting authorization to the web portal, ISLD staff will review the application and create your
account. You should be provided with a response within 2 business days. When your request is
approved, ISLD will assign you an initial password. You may change this initial password when you log
in. Both your email address and your password can be updated after logging in.

Logging In
After ISLD has authorized your web account, you will log in using your Premise Number (not your DSN)
and your password. To log in, you can either go through the navigation (you will select User Portals >
Licensee Portal) or to this URL: http://liquor.idaho.gov/licensee/default.aspx
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You will need to enter your Premise Number and password to the login page, and then click on Submit.

After successful login, you will be directed to the welcome page.

Welcome Page

The welcome page includes the following links:
�
�
�
�
�
�
�
�
�
�

Place Order (used to create an online order)
Account History (a list of previously placed orders)
Price Changes (a link to the price changes file)
View Sale Products (a link to the products on sale for the current month)
Account Settings (used to change your email address and password, edit order sheet, and edit
preferences for frequent purchases and contact permissions)
User Guide (a link to the latest version of this document)
Store In Person Pickup Times (displays pickup windows for each store location)
Store Closure/Unavailable Times (used to see scheduled store closures by store)
Delivery Company Information (part of a delivery pilot, displays delivery availability and pricing)
Logout (logs you out of the system)
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Placing an Order
When you click on Place Order on the welcome page, you will be directed to a screen with a dropdown
to select the store you wish to place an order with. The store you last placed an order with will
automatically be selected. You must complete an order with one store before you can place an order
with a second store. Currently online ordering is only available with ISLD State Stores.

After selecting your store, there are three options to choose from for order entry, Search Products,
Use Order Sheet, or Use Sale List.
Search Products will direct you to the Shopping Basket page. Use Order Sheet brings up a
Customizable Ordering Sheet that you can fill out and add to the order. Use Sale List brings up a list of
all sale products that you can fill out and add to the order.

Shopping Basket Page (includes three sections and a header)
Store Information (Header)

The header lists the store information for the store you are placing an order with. This includes store
number, street address, and phone number. Below this information is a Change Store link. You can
change stores at any time, but if you have items in your basket, changing stores will empty your basket.
There is a popup verification that will appear if you have items in your basket when you click on Change
Store. Clicking on OK will take you back to the select store screen and empty your basket. Clicking on
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Cancel will return you to the basket page.

Items in Basket
The next section is the basket itself. This includes all items that are currently on your order. For each
item, you can see the following information:
�
�
�
�
�
�
�
�
�

NABCA Code
Item Description
Size (in ml)
Item Category
Quantity on Hand at the store (see special notes below)
Price Per Bottle
Amount to Order
Subtotal for this Item
Remove item link – this will remove this line item from the basket.

Additionally you will see a grand total.

Clicking on a Remove link for an item will pop up this warning (see below). Clicking OK will remove the
item from the basket. Clicking Cancel will leave the item in your basket.
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Clicking on the Empty Basket link below the basket items will popup a warning message (see below). If
you select OK, this will remove all items from your basket. If you select Cancel, all the items will remain
in your basket.

Clicking on Update Basket or Add to Basket will update/add all items you have requested in any of the
three sections to your basket. A warning message will appear if you attempt to add more of an item
than the store has on hand.

You will receive a warning if you hit Update Basket without altering any quantities.

Clicking on Review Order will take you to the order review page.
Notes:
1. Prices listed online are estimates only. A final price will only be determined at the time of
payment at the store.
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2. On hand quantities are estimates only. These values are updated once daily and will reflect the
end of day on hand quantity from the previous evening. If you are concerned about the
availability of a specific item, please contact the store directly.

Search
The next section is the search section. You can search by any of the following:
�
�
�

Category
Description
NABCA (note that searching for a specific NABCA code will disregard all other search inputs)

You can limit your search results to any combination of the following:
�
�
�
�

750 ml and 1000 ml bottles
1750 ml bottles
Bottles of any other size
Sale Products Only (yes/no)

Check the box(es) for the appropriate size(s) and the results will display only those sizes selected. If you
select “Yes” for Sale Products Only, the only search results returned will be products that are on sale for
the current month.
Search Results will initially be sorted by NABCA code. For each product found by the search, the
following will be listed:
�
�
�
�
�
�
�

NABCA
Description
Size (in ml)
Category
Quantity on Hand at the Store (quantity the store had on hand at the close of business the
previous day)
Price
Add to Order (the quantity you wish to order)

You can change the sort by clicking on one of the red headers (NABCA, Description, Size, or Price). Any
initial sort will be in ascending order (smallest to largest, A>Z). Clicking on a column title a second time
will reverse the direction of the sort (for example: high price to low price).
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If you have any products that are on sale or are closeout items, a new column will appear on the far left.
Closeout items will be noted in the far left column.

Sale items will also be noted in the far left column. If you mouse over the “SALE!” text, a popup with
sale information will appear.

Special Cases:
If you search for a specific NABCA that is not available at the current store, the search feature will tell
you which stores had that item on hand at the end of the previous business day. A list of all such stores
will be provided.
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If you search for an invalid NABCA code, the website will display the following warning message:

Attempting to search without selecting a category, description, or NABCA code will display this warning:

Attempting to search without selecting a size will display this warning:

Frequent Purchases
The final section of the Basket page is the Frequent Purchases section. This section will list the top x
products that you have purchased in the past year (x can be 5, 10, 25, or 50; you can change the number
displayed). These products will include the following information:
�
�
�
�
�
�

NABCA
Description
Size (in ml)
Category
Quantity On Hand at the store
Price per bottle
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�
�

Number to Add to Order (defaults to 0)
The number of bottles ordered in the previous 12 months.

To appear on this list, the item must have been purchased. Orders that are in submitted, canceled,
pending, or available status will not be reflected in this section.
Note: To change the default sorting and number of frequent purchase results displayed, go to the
Account Settings > Edit Preferences page.
Special Cases
If there are items in your basket when you click on Place Order you will receive the warning below. To
keep the items in the basket, click on View Basket. To discard them and begin again, click on Search
Products. Note that the store the items are from will not be displayed in the dropdown to select.

Custom Ordering Sheet
The Order Sheet brings up a form with items from your customized order sheet. Initially this is based on
your purchase history. Enter quantities and Review Order. Search For More Items will add items and
take you to the Basket page with search options.
Note: The Order Sheet can be modified under Account Settings > Edit Order Sheet. Items can be
added, removed, and the display arrangement can be changed (Change List Ordering).
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Sale List Ordering
The Sale List brings up a form with items that are on sale at the selected store. Enter quantities and
Review Order. Search For More Items will add items and take you to the Basket page with search
options.
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Pick Up Method
If you have selected a store location that is participating in the pilot of the delivery service, when you
click on Review Order you will be taken to a page that gives you the option to choose whether to pick
the order up in person or to have it delivered by a third party delivery service. Please note that the only
way to place an order for delivery is through the Licensee Portal.

This screen has a dropdown with the options for order pickup type. The options will include “I will pick
up the order myself. (Free)” as well as a list of delivery companies that will deliver from that location.
Each delivery company option will list an estimated delivery fee – the final fee charged will be based on
the number of bottles actually picked up. (Reminder: Delivery fees are paid to the delivery company
directly and are not collected by the ISLD.)
Please note that the delivery company may require an account or additional information from you prior
to placing an order for them to deliver. The estimated price listed on the website is an estimate only –
delivery company fees may change without ISLD’s knowledge.
You will not see this page unless the store you selected is a delivery pickup location. If it is not, you will
skip this page and continue to the Review Order (In Person Pickup) page.
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Review Order (In Person Pickup)

This page displays all items from your basket that will be on your order. Verify that the items in the list
are correct. In addition, there is a comment box that will allow you to send a short message to the store
with your order.
When choosing to pick up in person (or if a location does not allow delivery orders), the dropdown will
show available pickup windows that end at least 3 hours from the current time. The pickup windows
available will start at that point and continue for 7 days based on the number of pickup slots still
available for each time window. We request that you give the store at least 3 hours’ notice before you
pick up your order (there is an on screen note to remind you of this: “Reminder: Please give the store
at least 3 hours to pick your order.”).
If you try to finalize an order without selecting a pickup time, you will receive the following warning:
Order cannot be submitted without a pickup time.
To alter your order, click on Change Order. This will take you back to the Basket page and allow you to
modify the contents of your basket.
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To discard the order completely, click on Discard Order. This will empty your basket and return you to
the welcome screen. There is a popup verification on this page when you click on Discard Order. If you
select OK your basket will be emptied, if you select Cancel you will remain on the Review Order page.

Clicking on Finalize Order will submit your order to the store. This is the only way to submit the order to
the store. After your order is finalized and submitted, you will be directed to the order detail page. This
page will be updated as the status of your order is updated.

Review Order (Delivery Company Pickup)

When you select the delivery option, you will receive a popup window like the above.
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When you choose a delivery company pickup, the next available window will end at least 24 hours from
the current time. The delivery pickup windows available will start at that point and continue for 7 days
based on the number of delivery pickup slots still available for each time window at the store. This
review page works similarly to the In Person Pickup with a few changes related to working with a
delivery service.
To submit an order you will need to select the time for the delivery company to pick up the order from
the store and also you will have to check the box to agree to the Terms and Conditions of delivery
service.
If you try to finalize an order without selecting a pickup time, you will receive the following warning:
Order cannot be submitted without a pickup time.
If you try to finalize an order without checking the box for the terms and conditions, you will receive the
following warning:
You must agree to the terms and conditions to submit an order for delivery.
You will need to reselect a pickup time as availability may have changed.
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Order Details Page
This page includes details about your orders. The top of the page will include the store you are ordering
from (including store number, street address, and phone number). If an invoice number has been
assigned to you by the store, this number will also appear in this section.

Invoice #

Status Message text is displayed here.

This is an example of an order that is scheduled for delivery. Please remember that the pickup by the
delivery company may not be during the same time window as the delivery to your location. ISLD is
NOT responsible for the delivery time of these orders – the scheduling of the delivery to your location is
handled by you and the delivery company outside of the portal.

This is an example of an in person pickup.

The date the order was placed will be visible as well as information about the status of the order.
Orders can be one of the following statuses:
�
�

Submitted – you have submitted your order to the store. The store has not yet reviewed the
order.
Pending – the store has reviewed and approved the order. At this time, an invoice number will
be assigned to the order.
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�
�
�

Available – the order has been gathered by the store and is available for pickup. Note that the
items on the order will not be updated if you have requested changes directly to the store.
Purchased – you have paid for this order and received the product. This status will also include
the date that the purchase was completed.
Canceled – the order has been canceled.

Note that there is a Copy Order to Basket button at the top of the page. If you wish to copy this order,
you can click on this button. (See the Copy an Order section for details.)
Click on the Print button to print your order.
A Logout link also appears in the right section of the page. Clicking on this link will log you out of the
website.
Special Cases:
1. If you placed an order in a previous month that was not purchased or canceled, you will receive
a warning message at the top of the page. This warning reads “This order was placed in a
previous month. Prices change on the first of the month. Please verify order total with the
store.”
2. If it is within the last 3 days of the month, a reminder will appear noting that prices change the
first of the month and that the estimated cost of an order may change at the first of the month.
This reminder reads: “REMINDER: Prices will change on the first of the month. Your order total
may change if you wait until next month to complete your purchase.”
At this time, only orders initially placed online will be tracked online. Orders made directly with the
store will be tracked in the store software, but will not be available online.

Copy an Order
After clicking on either Copy from the Order History List or Copy Order to Basket from the Order Details
page, you will be directed to a page that allows you to select the store you wish to order from. The
store you have completed the most purchases with will automatically be selected. After selecting a
store, you will be directed to the Basket page and the items from the order will be populated.
Special Cases:
1. If the amount of a product you ordered and the amount you received differ (this can happen if
you call the store to add an item to your order, for example), the larger quantity will be added to
your basket. i.e. If you ordered 2 bottles of 11296 (Crown Royal) and received 3 bottles, 3
bottles will be added to the basket when you copy this order.
2. If the store you are copying the order to does not have a product on hand/does not have
sufficient quantity you will receive a warning message that the amount requested was greater
than the quantity on hand.
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Order History List

The order history will list orders (from most recent to oldest order). Each order will list the following
information:
�
�
�
�
�
�

�
�

Order Number (if it has been assigned. “Not Yet Assigned” will appear for orders that have not
yet been assigned a number. “None” will appear for canceled orders.)
Order Date and Time
Store
Status (Submitted, Canceled, Pending, Available for Pickup, or Purchased)
Total Bottles (this displays the total bottles purchased if the order is purchased, otherwise it
displays the total bottles ordered)
Estimated Cost (this displays the total cost of the bottles purchased if the order has been
purchased, otherwise it displays the total estimated cost of the requested bottles – note that
this value is an estimate only and is subject to change at the first of the month.)
Pickup Type (this displays either “In Person Pickup” or the name of the delivery service
scheduled to pick up this order)
Copy button

Clicking on the order number will open the order details for that order.
Special Cases:

If there are items in your basket when you click on Copy or Copy Order to Basket you will receive the
warning above. Clicking on Copy will empty your basket and copy the selected order to the store in the
dropdown. Clicking on Cancel will return you to the Order History page.
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Account Settings
By clicking on Account Settings from the main licensee menu, you will be directed to the page where you
can modify your account settings.

Clicking on Change Password will allow you to change the password for your account.
Clicking on Change Email will allow you to update the email address on file for your account.
Clicking on Edit Order Sheet will allow you to modify the custom order sheet available when you create
your orders.
Clicking on Edit Preferences will update the preferences for your account.

Change Password Screen
This screen allows you to change the password for your account.

You will need to enter your current password as well as a new password to change your password.
New password requirements:
1. Must be at least 8 characters long.
2. Must be 50 characters or less in length.
3. Must include alphabetic characters and at least one of the following:
a. Lower and upper case letters
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b. Number characters
c. Special Characters (allowed characters are: ! @ # $ % ^ & * ( ) )
4. Cannot match current password.

Change E-mail Screen
This screen allows you to change the email address associated with your account.

You will not be able to modify the current email address. You will need to enter the new email address
into the boxes below to update the account. If you have multiple locations, duplicate email addresses
are not allowed – each location must have a unique email address.

Edit Order Sheet Screen
This section allows you to create or edit your custom order sheet. You can add new items to the list,
remove items from the list, or change the order of the list.

Clicking on Change List Ordering will allow you to change the way that the list is ordered.
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Clicking on Remove All Items will remove all the current items from your list and allow you to start
again. You will first be prompted for confirmation that you really want to remove all items from your
list.

Clicking on OK will delete all items from the list. Note that this action cannot be undone. Clicking on
Cancel will leave the list as is.
Clicking on Export List will export the custom order sheet to a CSV format (which can be edited using
Excel). This will export the NABCA code, description, size, and category name for each product in your
list in the order that they appear on the list. This file will export as a .csv list which can be opened with
Excel. Output will look like this:

Note the export link will open a new tab in your web browser.
At the bottom of the list, there is a box for you to enter a new NABCA code to add to the list. Clicking on
Add will add this item to the bottom of the current list.
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Each item in the list has a Remove link to the far right of the item. Clicking on this link will prompt you
to confirm that you want to remove the item from your order sheet.

Clicking on OK will remove the item from the list. Clicking on Cancel will leave the item in the list.

Edit Custom Order Sheet Ranking Screen
This is the “normal” mode for editing the ordering of the custom order sheet. You can use the Move to
Beginning, Up, Down, and Move to End buttons to change the order of the list.
Move to Beginning will place the selected item first in the list. Up will move the item up one place in
the list. Down will move the item down one place in the list. Move to End will place the item last in the
list.
Clicking on Save Changes will save the updated list ordering. Clicking on Discard Changes will discard
any changes made to the list ordering since it was last saved.
Clicking on Switch to Advanced Mode will switch to the Edit Custom Order Sheet Ranking editor in
advanced mode.
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Edit Custom Order Sheet Ranking Advanced Screen
This is the “advanced” mode for editing the ordering of the custom order sheet. You can use the
Update Selected Item button to change the order of the list. When you click on the button, you will be
prompted for the new rank of this item.

Clicking on Save Changes will save the updated list ordering. Clicking on Discard Changes will discard
any changes made to the list ordering since it was last saved.
Clicking on Switch to Normal Mode will switch to the Edit Custom Order Sheet Ranking editor in normal
mode.

Last Update: January 2020

22

Edit Preferences Screen
This page allows you to set your account preferences.

The section at the top allows you to set the number of items that appear in the frequent purchases
section as well as to determine the order those items are sorted in.
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The lower section allows you to sign up for the licensee enewsletter as well as to indicate if ISLD can
send informational material to your company at their mailing address.

Store In Person Pickup Times

When you select “In Person Pickup Times” from the menu, you can choose a store in the dropdown to
see the times that in person pickups can be scheduled for that location. This schedule is the default for
that store location and lists all times from Sunday through Saturday for a standard week. This schedule
does not include any holidays or scheduled store closures.

Store Closures
When you select “Store Closure/Unavailable Times” you will be able to choose a store from the
dropdown menu to see scheduled store closures for the next 6 months. This list will be updated as store
closures are added.

Delivery Company Information and Hours
When you select “Delivery Company Information” from the menu, you can select a delivery company
and then select one of the stores that the selected company delivers from in the dropdowns. After

Last Update: January 2020

24

selecting these two values, you will see the list of delivery fees for that delivery service as well as a list of
the pickup times for the delivery service at the selected store.

Delivery fees will be paid directly to the delivery service. ISLD will not be part of this payment. The
payment is separate and the only money collected by ISLD at the time of the sale will be for the liquor
product purchased.
Delivery fees are set up per delivery company and can include a minimum number of bottles, a
maximum number of bottles, the flat fee for an order at that quantity of bottles, and a per bottle fee.
The final amount charged will be the sum of the flat fee plus the per bottle fee. (e.g. a 24 bottle order
for the company listed above would be an estimated delivery fee of $5.00 + (24 * $0.25) = $11.00)

The list of pickup times will be based on the delivery company availability, store hours, and the assigned
delivery pickup slots per time period. These values are set per store, so different stores may have
different delivery pickup windows. Not all in person pickup slots will have a corresponding delivery
pickup slot.

General Notes
All pages that are accessed from links on the Licensee Menu as well as this menu itself are accessed by
logging in with your premise number and password. These pages cannot be accessed without logging in.
Questions about the website can be directed to Production Control at ISLD.
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