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1 Business Account Management 

1.1 Create New Business Account 

NOTE:  Activation code is e-mailed to licensee when license is activated with NH Liquor 
Commission, Division of Enforcement 

1. Select Log In/Register  

 

2. Select Create Business Account 



New Hampshire Liquor Commission User Guide 

B2B Site Version 1.0  

  

Page 6 of 105  

 

3. Complete required fields 
- Activation Code 
- Licensee Number 
- First Name 
- Last Name 
- Phone Number 

- Email Address 

- Password  
- Confirm Password  
- Password Reset Question 
- Password Reset Answer 
- Date of Birth (MM/DD/YYYY)  

 

4. Select checkbox verifying age is 21 years of age or older 

 
 

5. Select Create Account 
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6. Registration has been successful message appears confirming account has been 
created 
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1.2 Account Password Reset 
1. Select Log In/Register  

 

2. Select Forgot your password? 

 

3. Enter Email Address associated with your account 
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4. Select Send Reset Link 

 

 
5. A system generated email from alerts@evenica.com with password reset 

instructions will be sent to email address provided 

  

mailto:alerts@evenica.com
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2 User Management 
To access User Management, select User Management from the My Account dropdown 
menu or the Navigation pane 
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2.1 Create New User Account 

NOTE:  Only the primary account manager can create new user accounts 

1. To create a new user, select Create User

 

2. Complete required fields 
- First Name  
- Last Name  
- Email Address  
- Phone 

3. Select checkbox verifying user age is 21 years of age or older 
4. Select Create User 
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2.2 User Account Registration 
1. When a new user is created, an automated email is sent to the new user with a link 

to complete their registration. Upon selecting the link, the user will be redirected 
to the create business account screen and should follow steps outlined in Section 
1.1 Create New Business Account.  
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2.3 Update User Account  
1. To update a user account, select Edit for the desired user 

 
2. Update user account information  

- First Name 
- Last Name 
- Phone 
- Role 
- Status 

3. Select Update User 
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2.4 User Account Password Change 
1. To change a user account password, select Edit for the desired user 

 
 

2. Select Change Password 
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3. Enter New Password, Confirm Password, and select Change Password 

 
 

4. Select Close in the Password Reset popup window 
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2.5 Delete User Account 
1. To delete a user account, select Delete for the desired user 

 
 

2. Confirm action by selecting Yes 
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3 Profile 
To access Profile, select Profile from the My Account dropdown menu or the Navigation 
pane 
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3.1 Customer Profile 
1. The following information is available to view in Customer Profile: 

Account Information 

- Account Number 
- Account Name 
- Email Address 
- Phone Number 
- Preferred Store 
- Default Shipping Carrier 

License Information 

- Payment Terms 
- License Expire Date 
- Primary License Type 
- License Effective Date 
- Secondary License Type 
- Last Status Change Date 
- License Status 

Preferred Billing Address 

Preferred Shipping Address 
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3.2 Set or Change Preferred Store 
1. To set or change your preferred store, select Change next to Set Preferred Store 

 
2. Locate the desired store and select Select Store 
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3.3 Set or Change Default Shipping Carrier 
1. To set or change your default shipping carrier, select Change next to Set Default 

Shipping Carrier 

 
2. Select the default shipping carrier by clicking on the radio button 

 
3. Selection will automatically save and the Profile Saved Successfully banner 

displays confirming profile was successfully saved 
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3.4 Change Password 
1. To change your password, select Change Password 

 

 
2. Enter Old Password, New Password, Confirm Password and select Change 

Password 
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3.5 Update Password Reset Question and Answer 
1. To update your password reset question and answer, select Update Password 

Reset Question Answer 
 

 
 

2. Enter Password, select a password reset question, enter password reset answer 
and select Update 
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4 Addresses 
To access Addresses, select Addresses from the My Account dropdown menu or the 
Navigation pane 

 

 

  



New Hampshire Liquor Commission User Guide 

B2B Site Version 1.0  

  

Page 24 of 105  

4.1 Address Management 
1. The following information is available to view in Address Management: 

 
- Default Billing Address 
- Default Shipping Address 
- Business Address 
- Ecomm Invoice Address 
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5 AR 
To access AR, select AR from the My Account dropdown menu or the Navigation pane 
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5.1 View Account Balance 
1. The following Account Balance information is available to view in AR: 

 
- Balance Owed 
- Credit Remaining 
- Credit Limit 
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5.2 Make an Account Payment 
1. To make an account payment, select Make a payment  

 
 

2. Select invoice(s) to pay by clicking on Select Invoices 
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3. Select the desired invoice(s) to pay by placing a checkmark next to the 
corresponding Invoice ID, and select Close 
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4. Selected Invoice(s) have now been added and the total amount to be paid has been 
automatically calculated to include all selected invoices and is now displayed in the 
On Account Payment screen 

 

 
 

3. Select payment type  
 

 
 

4. Complete required fields and select Submit to process payment 
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6 Invoices 
To access Invoices, select Invoices from the My Account dropdown menu or the 
Navigation pane 

 

 

  



New Hampshire Liquor Commission User Guide 

B2B Site Version 1.0  

  

Page 31 of 105  

6.1 View Invoice Details 
1. To view details of an invoice, select Details next to the desired Invoice ID 

 
 

2. Invoice details display and additional actions can be taken from within the invoice 
detail screen 
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6.2 Print Invoice 
1. To print an invoice, select Details next to the desired Invoice ID 

 
 

2. Select Print Invoice 

 
 

3. Follow printing prompts from your computer 
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6.3 Clone Invoice 
1. To clone an invoice, select Details next to the desired Invoice ID 

 
2. Select Clone Invoice 

 
3. Confirm action by selecting Yes 

 

NOTE:  Selecting Yes will clear your cart and replace it with the products and quantities in 
this Invoice ID  

4. Invoice Cloned Successfully banner displays that cart was successfully activated 
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7 In-Store Orders 

7.1 In-Store Pick-Up Orders 
1. Select the You’re shopping dropdown list  

 

 
2. Locate the desired store and select Select Store  

NOTE:  To enhance search capabilities, search for a store by entering City/State/Zip 
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3. Search for products by selecting the applicable category or by using the search bar 

 
 

4. Filter product category further by selecting applicable filters 
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5. Add product to cart by selecting Add to Cart 

 

6. Added to Cart banner displays confirming that products(s) were successfully added 
to your cart  

 
 

7. When all products have been added to your cart, select the cart icon, and select 
View Cart & Checkout  
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8. Review and edit cart contents if needed by updating bottle and case quantity or 

removing product. Select Save Cart after cart updates have been made.  

 
 

9. Choose pickup date by clicking in the Pickup Date field and choosing an available 
pickup date from the calendar 
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10. Select Proceed to Checkout 

 
11. Enter required Pickup Information  



New Hampshire Liquor Commission User Guide 

B2B Site Version 1.0  

  

Page 40 of 105  

 
 

12.  Submit payment and confirm order  

Option 1: Pay with Credit Card or Gift Card 

a. To pay with Credit Card or Gift Card, select Proceed to Payment  
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b. Select Continue in the popup window that states you are proceeding to our 
secure payment page 

 
 
 
 
c. Select Pay with Credit Card or Pay with Gift Cards then enter required 

payment information and select Submit 
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Option 2: Pay On Account  
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NOTE:  Not all licensees are set up with on account payment option  

a. To pay on account place a checkmark next to On Account and select Confirm 
Order  

 
 

b. Thank you for your order message displays with order details and a 
confirmation email is sent 
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8 Warehouse Orders 

8.1 Warehouse Pick-Up Orders 
1. Select the You’re shopping dropdown list  

 

 
2. Select Warehouses, and select Select Warehouse  
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3. Search for products by selecting the applicable category or by using the search bar 

 
 

4. Filter product category further by selecting applicable filters 
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5. Add product to cart by selecting Add to Cart 

 

6. Added to Cart banner displays confirming that products(s) were successfully added 
to your cart  

 
7. When all products have been added to your cart, select the cart icon, and select 

View Cart & Checkout  
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8. Review and edit cart contents if needed by updating bottle and case quantity or 

removing product. Select Save Cart after cart updates have been made.  

 
9. Choose pickup date by clicking in the Pickup Date field and choosing an available 

pickup date from the calendar 
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10. Select Proceed to Checkout 

 
11. Enter required Pickup Information  
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12. Submit payment and confirm order 

  Option 1: Pay with Credit Card 

a. To pay with Credit Card or Gift Card, select Proceed to Payment  
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b. Select Continue in the popup window that states you are proceeding to our 

secure payment page 

 
 
 
 
 
 
 

Option 2: Pay On Account  
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NOTE:  Not all licensees are set up with on account payment option  

a. To pay on account place a checkmark next to On Account and select Confirm 
Order  

 
 

b. Thank you for your order message displays with order details and a 
confirmation email is sent 

 
c. Enter required payment information and select Submit 
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8.2 Warehouse Delivery Orders  
1. Select the You’re shopping dropdown list  

 

 
2. Select Warehouses, and select Select Warehouse  
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3. Search for products by selecting the applicable category or by using the search bar 

 
 

4. Filter product category further by selecting applicable filters 
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5. Add product to cart by selecting Add to Cart 

 

6. Added to Cart banner displays confirming that products(s) were successfully added 
to your cart  

 
7. When all products have been added to your cart, select the cart icon, and select 

View Cart & Checkout  
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8. Select Ship It 

 
 

9. Select Continue to acknowledge warehouse shipping message  
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10. Choose a delivery option and select a Ship Date 

 
 

11. Submit payment and confirm order  
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Option 1: Pay with Credit Card 

a. To pay by Credit Card, select Proceed to Payment 

 
 
b. Select Continue in the popup window that states you are proceeding to our 

secure payment page 
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c. Enter required Payment information and select Submit 
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Option 2: Pay On Account  

NOTE:  Not all licensees are set up with on account payment option  

a. To pay on account place a checkmark next to On Account and select Confirm 
Order 

 
 

b. Thank you for your order message displays with order details and a 
confirmation email is sent 
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9 Quick Order 

9.1 Quick Order Products 
1. To quick order products, select Quick Order  

 
 

2. Type to search for products  

 
 

3. Select desired product
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4. Input desired bottle or case quantity  

 
 

5. Once all desired products have been added to the order, select Add all to cart 

 
 

6. Product(s) added to cart message displays confirming that products(s) were 
successfully added to your cart 
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10 Order Sheets 
To access Order Sheets, select Order Sheets from the My Account dropdown menu or 
the Navigation pane 
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10.1 Create New Order Sheet 
1. To create a new order sheet, select +New Order Sheet 

 
 

2. Input order sheet name and select Create Order Sheet 

 

NOTE:  Order sheet comment is optional  

3. List Created banner displays confirming order sheet was successfully created 
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10.2 View Order Sheet Details 
1. To view order sheet details, select Details next to the order sheet 

 
2. Order sheet details display, and additional actions can be taken from within the 

details screen 
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10.3 Edit Order Sheet 
1. To edit an order sheet, select Details next to the order sheet 

 
 

2. Update product case and bottle quantities by using the up/down arrows or by 
typing the new quantity amount
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3. Remove product by selecting the X button next to the product case or bottle 

 
 

4. Select Save once order sheet edits have been completed  
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10.4 Add Products to Cart from Order Sheet 
1. To add products to your cart directly from the order sheet, select Details next to the 

order sheet 

 
2. To add individual product in case or bottle quantities, select Add to Cart next to the 

desired product 
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3. To add all products on an order sheet to your cart, select Add All to Cart  
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10.5 Print Order Sheet 
1. To print an order sheet, select Details next to the desired order sheet 

 
2. Select Print Order Sheets 

 
 

3. Follow printing prompts from your computer 
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10.6 Clone Order Sheet 
1. To clone an order sheet, select Details next to the order sheet 

 
2. Select Clone Order Sheet 

 
3. Confirm action by selecting Yes 

 

NOTE:  Selecting Yes will clear your cart and replace it with the products and quantities in 
this previous order  
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10.7 Sample Order Sheet Excel File 
1. Order sheets can be created in Excel and uploaded, rather than selecting individual 

products. A compatible sample order sheet file is available for download by 
selecting Download Sample Order Sheet

 
 

2. Sample order sheet can now be saved on your computer, edited, and uploaded  
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10.8 Upload Order Sheet 
1. To upload an order sheet, select Upload Order Sheet

 
 

2. Select Excel file from your computer 
 

3. Order sheet will display once successfully uploaded 

 

NOTE:  Uploaded order sheets will automatically save with an order sheet name that 
includes the date and time of the upload. Order sheet name can be edited after 
successfully uploaded. 
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10.9 Delete Order Sheet 
1. To delete an order sheet, select Delete next to the order sheet 

 
 

2. Confirm action by selecting Delete  

 
 

3. Order Sheets Deleted Successfully banner displays confirming order sheet was 
successfully deleted  
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11 Saved Carts 
To access Saved Carts, select Saved Carts from the My Account dropdown menu or the 
Navigation pane 
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11.1 View Saved Cart Details 
1. To view details of a saved cart, select Details next to the cart 

 
 

2. Saved cart details display and additional actions can be taken from within the saved 
cart details screen 
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11.2 Activate Previously Saved Carts 
Option 1:  

1. To activate a previously saved cart directly from the Saved Carts screen, select 
Activate Cart next to the desired cart 

 
 

2. Confirm action by selecting Yes 

 

NOTE:  Selecting Yes will clear your cart and replace it with the products and quantities in 
this previous order  

3. Cart Activated Successfully banner displays that cart was successfully activated  
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Option 2:  

1. To activate a previously saved cart from the Saved Cart Details screen, select Details 
next to the desired cart 

 
 

2. Select Activate Cart  

 
 

3. Confirm action by selecting Yes 

 

NOTE:  Selecting Yes will clear your cart and replace it with the products and quantities in 
this previous order  

4. Cart Activated Successfully banner displays that cart was successfully activated  
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12 Order History 
To access Order History, select Order History from the My Account dropdown menu or 
the Navigation pane 
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12.1 Order History Details 
1. To view order history details, locate the desired Order ID 

NOTE:  To enhance search capabilities, orders can be filtered by status, type, or date range 
and/or sorted by date or total 

 
 

2. Select Details next to the Order ID 
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3. Order details display and additional actions can be taken from within the order 
detail screen  
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12.2 Clone a Previous Order 
1. To clone a previous order, select Details next to the Order ID 

 
2. Select Clone Order to add all products and previously ordered quantities to your 

cart  
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3. Confirm action by selecting Yes 

 

NOTE:  Selecting Yes will clear your cart and replace it with the products and quantities in 
this previous order  

 
4. Products from this previous order are now in your cart  
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12.3 Reorder Product from a Previous Order 
1. To reorder product from a previous order, select Details next to the Order ID 

 
2. Select Add to Cart next to the desired product to add that product and previously 

ordered quantity to your cart 

 
3. Added to Cart banner displays confirming that product was successfully added to 

your cart  
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13 Favorites 
To access Favorites, select Favorites from the My Account dropdown menu or the 
Navigation pane 
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13.1 Create New Favorites List 
1. To create a new favorites list, select +New Favorite 

 
 

2. Input a Favorite Name for the list, and select Create Favorite 

 
 

3. Favorites Create Successfully banner displays confirming action  
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13.2 Add Products to Favorites List 
1. Search for products by selecting the applicable category or by using the search bar 

 
2. Filter product category further by selecting applicable filters 

 
 

3. Add product to favorites list  
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Option 1 

a. Select the heart button from the main search screen 

 
 

b. Select Add to Favorite next to the desired favorites list  
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c. Field is updated to Added for confirmation product was added to favorites 
list 

 
 

d. Select Close to continue shopping  
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Option 2 

a. Select Product to view product details 

 
 

b. Select Add to Favorites  
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c. Select Add to Favorite next to the desired favorites list  

 
d. Field is updated to Added for confirmation product was added to favorites 

list 

 
e. Select Close to continue shopping  
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13.3 Add Products to Cart from Favorites List 
1. To add products to your cart directly from the favorites list, select Details next to 

the favorites list  

 
 

2. To add individual products to your cart, select Add to Cart next to the desired 
product  
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3. To add all products to your cart from a favorites list, select Add All to Cart 
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13.4 View Favorites List Details 
1. To view favorites list details, select Details next to the order sheet 

 
 

2. Favorites list details display, and additional actions can be taken from within the 
details screen  
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13.5 Edit Favorites List 
1. To edit a favorites list, select Details next to the order sheet 

 
 

2. Update product quantities by using the up/down arrows or by typing the new 
quantity amount 
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3. Remove product by selecting the X button next to the product  

 
 

4. Select Save once favorites list edits have been completed  
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13.6 Print Favorites List 
1. To print a favorites list, select Details next to the desired favorites list 

 
 

2. Select Print Order Sheets 

 

3. Follow printing prompts from your computer  
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13.7 Delete Favorites List 
1. To delete a favorites list, select Delete next to the order sheet 

 
 

2. Confirm action by selecting Delete 

 
 

3. Favorites Deleted Successfully banner displays confirming order sheet was 
successfully deleted 
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14 National Account Management 
National Accounts can place orders and perform account management activities on behalf 
of licensees. Follow the below steps to perform actions on behalf of a licensee.  

14.1 Select Licensee Account to Perform Actions on Behalf of  
1. Select Log In/Register  

 

2. Enter email address and password associated with the national account, and 
select Login 
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3. Select Shopping on Behalf of on the home page  

 
 

4. Select desired licensee account that orders, or account management activities 
need to be taken on behalf of 
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5. Licensee account now displays as the Currently Selected Account in the Shopping 
on Behalf of screen and within the top toolbar. Orders and account management 
activities can now be performed on behalf of the licensee.  

NOTE:  Once the licensee account has been selected, steps to order and perform account 
management activities are the same as when logged in as the main account holder 
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14.2 Change Licensee Account to Perform Actions on Behalf of  
1. To change the licensee account that actions are being performed on behalf of, select 

Shopping on Behalf of 

 
 

2. The currently selected account displays. Select Clear Account 
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3. All available licensee accounts are now displayed, and a new licensee account can 
be selected to perform actions on behalf of 

 


