Delegation Rule Management
The SAQ has reviewed, simplified and improved the delegation rule.
The advantages of the new procedures are:

* You can now have more than one delegation rule

o There’s no limit on the number of agents that can represent you.
» Each agent has access only to the products it represents.
» Each agent has access only to the offers for which it is registered.

This allows the agent delegated by the supplier to act as the supplier’s representative on SAQ-
B2B for the products the agent represents. Note that the agent has to have an active SAQ-B2B
account under its name.

In designating an agent, the supplier agrees that the information about its business on SAQ-B2B
can be securely and confidentially shared with the agent for the agent’s benefit. A supplier can
revoke the rights of any agent it has designated.

Designated agents are authorized to take the following actions on behalf of the supplier:

+ submit a new product offer (AO/OS) as part of a product selection process or a renewal
offer (RC);
» submit a private import request (DI) or renewal request (RP);
* submit a price change request;
» confirm, modify and/or refuse an order for products to be sold in the SAQ network
o For private import orders, only the supplier is authorized to accept orders.

The agent will also be able to submit private import requests and renewals provided it has been
authorized by the SAQ.

The rule does not authorize, at any time, an agent to submit products for a promotion.
A supplier that wants to authorize an agent to sign up products for a promotional program and
make the related financial commitments has to complete the Power of Attorney for the Purchase

of Promotions by an Agent form and submit it via the Contact Us module with the following
category and subject:

*Required Information

Category * Form v |

Subject * Power of Attorney w |

Any promotion submitted by an agent lacking such authorization may be refused and cancelled.




Create a delegation rule

Log into your SAQ-B2B.COM account by typing your username and password and
clicking the Enter button.
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Click the Delegated Agent tab.

(O] SAQ B2B

My Products | Marketing Informnation | Call for Tenders ||Delegated agent | Adminisiration

On the Delegated Agents Management screen:

» Delegated agents management

A delegated agent is authorzed 10 act 88 the Supplier's representative on SAQ-B28 for the products the agent represents. Delegated agents must have an active SAQ-
828 account under thelr own name

By designating an agent, the Suppler agrees that Information relating fo £s actvities on SAQ-828 can be securely and confidentially shared with the agent for use by the
agent. The Suppler may withdraw these rights from any agerd if has designated. A Supplier may designate more than one agent f desired

Delegated agents are authorzed 1o performn he fodlowing actions on the Supplar's behal! submit & new product offer as part of Ihe SeIection process, sudbmif & renewal
offer, submit & pnce change request, and confirm, change andr refuse an ovder for products for the SAQ network. The agent can aiso submil private import requests
and renewals, provided f is authorized to do 50 by the SAQ

When designaling or undesignating an agent, the Suppler /s responsibie for notifying the SAQ of the change by using the Contact Us form

No rules defined.

Add an agent

Select the Add an Agent link in order to define your delegation rule(s).



Define the delegation rule

|} Delegated agent - add

Flease define your delegation rule.

Delegate
Agent : Select Agent

1 1 confirm that the selected agent is authorized to act as the supplier's representative on SAQ-B2E for the products it represents (hereinafter "the Products™).

Further, | acknowledge that the agent is authorized to take, on the supplier's behalf, the following actions regarding the Products: submit a new product

offer as part of a selection process or renewal offer; submit private import requests; submit price change requests; andior refuse an order for any of the
Products intended for the SAQ network.

* Click the Select Agent link.

In the Delegated Agent — Agent Search section, search for the account of the agent you want
to create a delegation rule for.

You have two options:

1. Type all or part of the agent’s name, then click Search.

» Delegated agent - agent search

Agent Name  |Agent name Member Since ! |,'| |(WWMMDD}
| Search | Clear |
. The agent’s name is displayed.

pDelegated agent - agent search

Agent Name  [iAgent name Member Since K | | (YYYYAMMDO)

|5earc||| |Cl-ear|

1 result(s) found

Page: 1 o1
Company Name 4 Member Since
(@) Agentname ARBATMPMIL

| Select || Cancel |

1 result(s) found
Fage: 10f1

)

» Click the Select button.



2. From the complete list of agents with SAQ-B2B accounts:

» Leave the Agent Name field blank and click the Search button.

|) Delegated agent - agent search

Agent Name | Member Since |;| |;| | (Y YYYMM/DD)
Search | Clear |

2

+ The list of all agents is displayed.

|} Delegated agent - agent search

Agent Name | | Member Since 1| 1] | (vvyvmmmD)
Search I Clear I
1234567 29 10 Next Page == 818r§suﬂ{s}1fu;igg
age: 10

Company Name & Member Since

» Search for the name manually.
'bDeIegated agent - agent search

Agent Mame | | Member Since |,.l| |,u| | (YYYYMMDD)

| search | | Clear |

123456789 10 NextPage == 818 result(s) found
Fage: 1of 33

Company Name &+ Member Since

®  Agentname AAAAMML

*  When you find the agent, tick it and click the Select button at the bottom of the screen.
+  Confirm your agent selection.

When the Delegated Agent — Add screen is displayed, the name of the selected agent is entered
in the Agent box.



p Delegated agent - add

Flease define your delegation rule.

Delegate

Agent : Agent name Select Agent

‘ ] I confirm that the selected agent is authorized to act as the supplier's representative on SAQ-B2E for the products it represents (hereinafter "the Products™).

Further, | acknowledge that the agent is authorized to take, on the supplier's behalf, the following actions regarding the Products: submit a new product
offer as part of a selection process or renewal offer; submit private import requests; submit price change requests; andfor refuse an order for any of the
Products intended for the SAQ network.

» Tick the box to the left of the confirmation statement.
‘ | confirm that the selected agent is authorized to act as the supplier's representative on SAQ-B2E for the products it represents (hereinafter "the Products”).

Further, | acknowledge that the agent is authorized to take, on the supplier's behalf, the following actions regarding the Products: submit a new product
offer as part of a selection process or renewal offer; submit private import requests; submit price change requests; and/or refuse an order for any of the
Products intended for the SAQ network.

The Save button changes colour. Click it to confirm.
The agent is added to your delegated agent list.
Agent

Agent name Delete

Add an agent

Assigning an agent

When you decide to assign an agent to one or more of your products, you have to add a
delegation rule for the agent using the procedure provided above.

To assign the right products to the right agents, you have to fill out the Excel list made available

Société des alcools du Québec H H
E Senacsce s gecion o s Liste des produits

7500 rue Tellier -
SAQ  Montréal (Québer) HIN 35 Product list

Expédiez cette liste via Contacteznous et sélectionnez les choix "Formulaire”, puis "Procuration”.
Send this list via the  ContactUs module, choasing Form as the categary and Power of Attorney as the subject.
Information de 1a section "Mes produits”, module “Fiches Praduits * Information & compléter
Infermation from the Product Sheets module of tire My Products section ior to provide
D Proaurt saa mags Numers 820 —EEETTD) Ressats 05 astrbistion wa
Momauprogut |  Famms s Cousur (008 08 proaust sag) Nomgu fournisssur | (i disponibis) au tournisssur : . {88 Importations prrvéss) P Hom us ragant
o Fomat Type da lating ==L o — o 1 53g orun progurt sans coos o asragent R
(540 produzz sods) ravauanis) numbar

To avoid your having to copy all the information, there is an easy way for you to obtain the list of
all your products.

Obtain your product list

The list of all your products can be found in your SAQ-B2B.COM account under the My Products
tab, in the Product Sheets section. After going there, click the View My Product Sheets button.


https://saq.sharepoint.com/sites/Service_12210/AdministrationduProduit/030%20000%20COMMUNICATIONS/036%20000%20B2B/00_Espace_Industrie/Faire%20affaire%20avec%20nous/Règle%20de%20délégations%20–%20liste%20des%20produit

0| SAO B2B

Macketing Infeemafion | Call for Tenders | Delegated agent | Adminstration

» My products
Product Sheets Price change
From the « Product Sheets section », you can view and modify the The price change function allows the suppber of 3 regular product to ask
information related to your products for a retadl price modfication of that product in the SAQ'S network
——

Documents...

" Catalog of offers and Private import requests
The following documents will guide you to complete a price change

You can view and edt the data concerning your offers and your private request

Im requests
e « Price change requests schedule

The following screen appears.

» My Product Sheets

Product Name | | Mature of Product
Product Number ® upcisceiean O saQ | Status Available v

From the Nature of Product drop-down list, choose:

e Wine
e Spirits
e Beer
OR

e Other

To obtain list of your products of the selected nature, whatever their status, leave the Status
field blank.

Copy the displayed product lines and paste them into the Excel worksheet in columns B to J. If
your product list has more than one page, repeat the operation.

Information de la section "Mes produits”, module "Fiches Produits”
Infarmation from the Product Sheets module of the My Products section

1D Produtt SAG Imags
Neom du produtt Familis MiSEImS Coulsur b {Cons da produtt SAQ) Heom du Tournissaur {5 diisponibis)
Progiet nams Famuy vinEge Codowr T Tips 02 SAQ Produet D Bupplar Name Wiswal
(SAQ proguet cooe) {IT availabig)

In the Information to Provide section (columns L to P), enter the requested information for each
line.



Information a compléter
Information to provide

Numéro SAQ Réssau g distripution
Humare dioffre (4080 DI}
wm &1l gapit dun prodult sans cods img‘m;: P
‘"‘"""t Offar numbar fACVOSDI) If no code (5AQ/Prvare “"D"’"

Huméro SaQ

SA0Q agant numbar

Wom ds Fagant
Agant nams

¢ You can find your SAQ supplier number on a product offer.*

o Ifitis for an offer, enter the offer number, which will be found in the SAQ Catalog of

Offers and Private Import Requests modu
e Choose the distribution network.

le.

e The agent should be able to send you its SAQ agent number and officially registered

name.

Copy the information onto all required lines.

*Note: at any time, you can contact the Business Relations Assistance Service (SARA) to check your SAQ supplier

number.

Important!

If you retain the services of more than one agent, be sure to enter the right agent number for

each product.
Sending the list

When the list is completed, you should:

e submit it via the Contact Us module with the following category and subject:

*Required Information

Category * | Form

Subject * [F'nwer of Attorney

e Fill out all required fields.
¢ Inthe body of the message, enter:

Message * Eonjour !

SAQ' supplier number and name
SAQ" agent number and name

Please, treated the enclose document

(Your signature]

e Choose the document and attach it.

Attachment(s)
(Maximum of 10 Mo for the

Select attachment(s)

set)

e Click |Submit| to send the request.

The list will be forwarded to the Fournisseur.amm team for processing.


https://www.saq-b2b.com/cgi/fr/contact.sara.prep

Revoking a delegation rule

When you change agents or stop doing business with an agent you delegated, you should
delete the agent’s delegation rule.

Here are the steps to follow.

. Log into your SAQ-B2B account
. Access the Delegated Agent section.

p Delegated agents management

Definition and obligation

A delegated agent is authorized to act as the Supplier's representative on SAQ-B2B for the products the agent represents. Delegated agents must have an acfive SAQ-
B2B account under their own name.

By designating an agent, the Supplier agrees that informatlion relating fo its activities on SAQ-B28 can be securely and confidentially shared with the agent for use by the
agent. The Supplier may withdraw these rights from any agent if has designated. A Supplier may designate more than one agent if desired.

Delegated agents are authorized fo performn the following actions on the Supplier's behalf submit a new product offer as part of the selection process; submit a renewal
offer; submit a price change request: and confirm, change anddor refuse an order for products for the SAQ nefwork. The agent can also submit private import requests
and renewals, provided it is avthorized to do so by the SAG.

When designating or undesignating an agent, the Suppiier is responsible for notifying the SAQ of the change by using the Contact Us form.

Agent
Agent name Delete

¢ Click the Delete button.

The Confirm Rule Deletion screen is displayed:

» Delegation Rules - confirm rule deletion

Are you sure you want to delete the delegation rule?

Yes Mo |

* If you want to delete the rule, click il

o The Delegated Agents Management screen is displayed. The agent’s name no
longer appears on it.

» Delegated agents management

Definition and obligation

A delegated agent is guthorized to act as the Supplier's representative on SAQ-B2B for the products the agent represents. Delegated agents must have an aclive SAQ-
828 account under their own name.

By designating an agent, the Supplier agrees that informafion relating fo its activities on SAQ-B2B can be securely and confidentially shared with the agent for use by the
agent. The Supplier may withdraw these rights from any agent it has designated. A Supplier may designate more than one agent If desired.

Delegated agents are authorized to performn the following actions on the Supplier's behalf: submit a new product offer as part of the selection process, submit a renewal
offer; submit a price change request; and confirm, change andfor refuse an order for products for the 34 network. The agent can also submit private import requests
and renewals, provided it is authonzed to do so by the SAQ.

When designating or undesignating an agent, the Supplier is responsible for notifying the SAQ of the change by using the Contact Us form.

Agent
No rules defined.

Add an agent

N
* If you clicked the Delete button by mistake, click I_GI



* When the Delegated Agents Management screen is displayed, the agent’s name
continues to appear on it.



