
This tutorial is designed to familiarize  the users of the wholesale 
schedule with the revised data requirements  

and the flow of the new Web Site.

For users of the retail schedule please take the retail schedule 
presentation.

PRICE POSTING
WHOLESALE TUTORIAL
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Use the instructions provided by the 
NYS Liquor Authority to access Price 
Posting through our website.

If you are the license principal, enter 
your License Serial Number and 
Password in the upper section. 

If you are not the license principal, enter 
the License Serial Number and your 
assigned User ID and Password in the 
lower section.

Now click on LOGIN.
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• User Login



This will be the first screen that you see after 
login. This screen contains all of the links 
needed to enter, edit, upload and certify the 
schedules. 

There is a new way to deal with batch uploads. 
If the upload has errors the system will store 
the upload, display the errors and permit 
interactive editing to fix the errors prior to 
certification. If there are more than 100 errors, 
or if the errors cannot be corrected 
interactively, the batch will not be posted and 
existing data will not be overwritten.  The 
batch file must be corrected.

It is very important to notice that the RED Not 
certified message is present when certification 
is required. A schedule that is not certified is a 
schedule that was not posted that month.
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• Posting Actions Screen



If you selected “Interactive 
Entry and Edit” or “Batch 
Submission” from the previous 
screen it will take you to this 
screen.

Use this screen to designate a 
discount for time of payment, 
and to enter your Terms of Sale 
and Other Information.

You may enter up to 2000 
characters in each field.

To move to the next screen after 
making the necessary entries 
click “Save & Continue.”
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• Profile Information



This screen gives you a summary of 
the current schedule.  From here you 
can add, view, and edit brands and 
items, you can search the schedule, 
and you can edit the discount table for 
this schedule.

It should be noted that number of 
items under beverage type does not 
include combos. 

The right hand box shows all items in 
the schedule, including combos. 

Click “Add Brand or Item” to reach the 
screen shown in the following slide.
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• Posting Summary Screen



Adding Brands and Items: Regular will 
be discussed first. Required fields are 
marked with an asterisk.

In the brand information area you 
must select the type of beverage 
from the dropdown. For wine you 
must enter the TTB CoLA ID number 
(or the letter P for pending) and the 
alcohol content (from the dropdown 
or as a number under “Other”). For 
liquor you must enter the NYSLA 
brand registration number (or the 
letter P for pending) and the proof of 
the product (not shown). Be sure that 
each dropdown (like Type of 
Beverage) has the correct value.  

In the Item/Product Information area 
there are several new data elements 
that were not previously required. 
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• Adding Brands and Items - Regular



Be certain that the Alcohol 
Content matches the Type of 
Beverage.

If a wine has an alcohol 
content of Less than 7%, as 
shown, it cannot have a Type 
of Beverage other than 
“Wine Low Alcohol.”

This sample screen shows a 
mismatch, and you would be 
unable to save this record 
until you correct the 
problem. Note that if the 
alcohol content is less than 
7% it must have a Brand 
Label Reg. # instead of a TTB.
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• Adding Brands and Items - Regular



You must enter the NYS License Number of 
each distributor authorized to sell this product 
in New York State.  Enter these as a series of 
7-digit numbers separated by commas.  If 
there are none, enter “N.”
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• Adding Brands and Items - Regular



Among the changes for the new posting format, you must create and include unique 
item numbers for each item or combo.  This is used to tie the Retail schedule to the 
Wholesale schedule posting.

The size and unit of measurement are now separate, with a pulldown list of units.

Note that if you use “KEG” you must specify the number of liters in the container.
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• Adding Brands and Items - Regular



With the creation of the FOB Designation field, you will now use only one line per item and utilize the FOB Designation field
to indicate specific FOB designations and their prices, if necessary.

You still need to populate the required Price Per Bottle and Price Per Case. It is recommended that these fields contain the 
pricing for the most common way this item is procured.

The FOB Designation field should clearly indicate what price is applied to what FOB designation.

10

• Adding Brands and Items - Regular



If the product is produced in New York and shows this on the label—per ABCL 3(20-a) 
& 3(20-c)—select “Y” in the NYS Label column.
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• Adding Brands and Items - Regular



Discount information is no longer entered as text or as a string of discount codes. 

You can now enter detailed discounts for each item, or you can select a single discount 
code for each item from a table that you create.  These methods are described on the 
following slides.

Click “Enter Discounts” to add discount information.
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• Entering Discounts



You must select a type, amount, quantity, and unit of measure for each discount level. The type of discount can be either 
a dollar discount or a percentage discount.  The unit must be either Case or Bottle and cannot be mixed on a single item 
(select it from “Discounts By” on the left).  

The amount is the dollar amount or percentage amount that is deducted  from the price of EACH case or bottle at the 
time of purchase . In the example above there are three discount levels, the first for $1.00 on 3 cases, the second for 
$2.00 on 5 cases, and the third for $5.00 on 10 cases.

Alternatively, you can create a table of discount codes, shown on the next slide, and then use “Select Discount Code” for 
the current item.  You may use the “Edit Discount Codes” button to add to or edit the Discount Code table.
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• Entering Discounts



The Discount Code table consists of one or more codes, each with an associated set of discounts. New discounts are created in the same way as discounts for 
an individual item.

A discount code may have up to ten alphanumeric characters 
(A-Z, 0-9).

This screen can also be reached by clicking “View & Add Discounts (Discount Table)” from the Posting Actions or Posting Summary screen. You may also click 
“Discount Codes” on the Add or View Item screens or “Edit Discount Codes” on the Edit Item screen.

When done, click “Back” to return to the prior screen.
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• Editing Discount Table



Limited Availability items are 
indicated by selecting “L” in the 
column headed “Limitd Avail.”

You must select an approved 
allocation method using the pulldown
shown at left. Click “Methods” at the 
top to see an explanation of each 
approved method (see next slide).

Optionally, you may provide 
additional explanatory detail in the 
Allocation Description column.

Review the Limited Availability 
Advisory for additional information.

15

• Limited Availability
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• Limited Availability



If you are the Brand Agent, 
complete the Primary Source 
Field with the Company 
Name, Address, and Phone 
Number of the Brand Owner 
of this product.

17

• Entering Primary Source



Click “Save” when you have entered 
all your information for the current 
item. 

When you attempt to save an item, 
the fields are tested for required 
information and formats. You will be 
unable to save the item until the 
errors are corrected. (You may leave 
the screen, losing your input.) 

This screen shows an item omitting 
many required fields, and including a 
TTB/CoLA number with an insufficient 
number of digits.  The fields have a 
red border, and you can see error 
messages for these fields.

“Clear” wipes the current input for 
the current line item.
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• Saving Items



When you have successfully added an item, you will then have the opportunity to enter additional items with 
the same Brand Information, as shown here. You may also click to enter a new brand, or to return to the 
Posting Summary or Posting Actions screen.
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• Entering Additional Items



Combos must be entered in 
the same fashion as Regular 
items, but many fields are not 
applicable and are cleared 
when Combo is selected. 

These fields include Type of 
Beverage, TTB/CoLA, Brand 
Label Registration Number, 
Brand Name, Proof, Alcohol 
Content, Age, Size, Unit, Bottle 
Price, and NYS Label. 

If the Combo will be Limited 
Availability, Discounts are not 
permitted.
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• Adding Brands and Items - Combos



When Combo is selected, the item defaults to Retail Disassembly (RD) and Distributor Assembly (DA), Case Only, and Limited Availability.

The Allocation Method of DA items defaults to Distributor Assembled Combo Pack.

It is your responsibility to make sure that each dropdown has the correct value for the specific item you are working with.

21

• Adding Brands and Items - Combos



Fill in the Combo information, see BOD RIOJA COMBO example here. The required fields are Authorized Distributor(s), Description, 
Wholesaler Item #, Bottles per Case, Case Only, Price per Case, Limited Availability (if applicable) and then the Combo Items (shown on the 
next 3 slides).

Be sure that you select the desired dropdown values.
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• Adding Brands and Items - Combos



When ready to enter the individual items in the combo, click “Enter Combo.”
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• Adding Brands and Items - Combos



Enter your Wholesaler Item number for each item in the Combo.

Enter the Quantity of that item.

Note: any item to be included in the Combo must already appear in the 
wholesale schedule.  

Click “Save” to save the items for this Combo.
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• Adding Brands and Items - Combos



When you have entered all the information for this Combo, including the items in 
the Combo Detail (shown at right), click “Add/Save.”

Note that at this moment the product names do not appear. They will appear 
after you save.
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• Adding Brands and Items - Combos



You may then enter additional Combos, switch back to “Regular” or “VAP,” click New Brand, or return to the Posting 
Summary or Posting Actions. You may also change a saved item by clicking “Edit” on the left, and you may delete 
items by clicking “Delete.”

Note that after saving the combo, the Combo Detail shows the name and size of each item in the combo. You can 
use this to verify that you entered the right item number.
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• Adding Additional Combos



To review or change entries, return to the 
Posting Summary screen and select “View 
& Edit Brands & Items.”  You will then see 
the list of items entered or which were 
uploaded in batch. The list screen is shown 
on the following slide.

Batch uploading is explained later.
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• View & Edit Brands & Items



On this screen you can review your items and select individual items for 
changes by clicking “Edit” on the left.  You may also delete individual items.
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• View & Edit Brands & Items



To find an individual item you can search by Item Number, TTB/BATF/CoLA number, 
or Brand Label Registration Number.
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• View & Edit Brands & Items



Click “Edit” to modify an 
individual record. You 
will see a display like this. 
Change the desired 
fields, including 
discounts and combo 
information, and then 
click “Save.”
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• View & Edit Brands & Items



You may submit your items as a batch upload rather than entering them interactively. 

The batch file must be a Tab Delimited file or a CSV file (Comma Separated Values) conforming to the 
“Price Posting” format linked off the Posting Actions screen, above.  Sample CSV batch files for each 
schedule can be downloaded from the links at the top of the Posting Actions screen. 

Once the file is prepared you click “Batch Submission” for the appropriate schedule.
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• Batch Submission



If you selected “Interactive 
Entry and Edit” or “Batch 
Submission” from the previous 
screen it will take you to this 
screen.

Use this screen to designate a 
discount for time of payment, 
and to enter your Terms of Sale 
and Other Information.

You may enter up to 2000 
characters in each field.

To move to the next screen after 
making the necessary entries 
click “Save & Continue.”
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• Batch Submission – Profile Information
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• Batch Submission

Browse for and select the Tab Delimited or CSV file for the 
current schedule, then click “Upload Files.”

When you do so, all price posting information that is currently 
on file for this schedule for this posting period will be deleted 
and replaced by the data in this batch file, except as noted on 
the next slide.



Some errors cannot be posted. If any of the following fields are incorrect the batch will not be posted and 
existing data will not be overwritten: the Posting Type must match the one selected from Posting Actions, the 
Posting Month and Posting Year must match the one shown on Posting Actions, and the License Serial Number 
must match the one under which you are logged in.  

If there are more than 100 errors, or if the errors cannot be corrected interactively, the batch will not be posted 
and existing data will not be overwritten. The batch file must be corrected.
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• Batch Submission



You will see your upload result, including whether the file was uploaded with errors, the total number of items, the 
number of valid items, the number of errors, and a brief breakdown of the number and types of errors.  In the 
example above, 5 of the 6 items had invalid TTB numbers. You may then correct the errors by editing interactively.  
Return to the Posting Actions screen and select “Interactive Entry and Edit.”

You may click “Save Upload Result” to save the information shown on this screen. You may click “Save Invalid Items” to 
save a copy of the invalid records in CSV format.
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• Batch Submission



Click “Back to Posting Actions” and select “Interactive Entry & Edit” for the appropriate 
schedule, confirm your Profile Information then select “View & Edit Brands and Items.”

You will see your items with the erroneous items highlighted in red. You may “Search” for a 
specific item, click “Show Invalid Items” to limit the display to those items, click “Delete” to 
remove an item from the schedule, or click “Edit” to select an item.
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• Batch Submission – View & Edit



The record will appear with the 
incorrect field(s) highlighted 
and displaying an error 
message.  If no field is 
highlighted, press “Save” and 
either the record is correct or an 
error message will appear. 
Correct the field(s) and then 
press “Save” (or “Cancel” to 
abandon your changes).
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• Batch Submission – View & Edit
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A schedule is not posted unless it has been certified.  This is true whether the schedule has been entered interactively, uploaded as a 
batch, edited interactively, or amended.  On the Posting Actions screen you can see whether a given schedule has been certified. If it 
has not, you will see Not Certified in red. If it has, you will see Certified in green. The example above shows a retail schedule.

You will not be able to certify until all items in the schedule are valid.  The number of valid records is shown under “Current Status.” 
When all records are valid and you are satisfied that your data is complete and accurate, click “Certify This Schedule.”

• Certifying Schedules
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You will see the name and title from your User Profile.  A confirmation Email will 
be sent to the Email Address entered here.  If you are not ready to certify the 
accuracy of all your data and statements, return to Posting Summary or to Posting 
Actions.  When you are ready to proceed, click Certify Price Posting.

• Certifying Schedules
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You will see this confirmation that your posting was submitted, and the same information will be emailed 
to the address from the previous page.  

If errors are detected during posting, the submission will be rejected and you will have to correct those 
errors before you can certify your posting.

You may edit the posting until the certification due date, but remember that any change requires 
recertification.

• Certifying Schedules



The Posting Actions screen will 
show you which schedules have 
been certified and which have 
not.

All schedules that you post 
need to be certified.  Schedules 
that you don’t post do not need 
to be certified.
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• Certifying Schedules


