
LOCAL ALCOHOL PRODUCER 
REPORTING PORTAL 
quick user guide



LOGGING IN

The Local Alcohol Producer (LAP) portal is located at 
https://nlcreporting.azurewebsites.net/

Users will login into the portal with a valid email address 
and password.

UPLOADING A REPORT

1. To upload a report, click on the Report Upload button.

https://nlcreporting.azurewebsites.net/



2. Answer the question “Are you resubmitting and overwriting data previously submitted to NLC?” and browse to 
the location of the file to upload. 

a. Choose NO if submitting initial report for current month only.

b. Choose YES if resubmitting for current or prior months (note can only resubmit for 3 previous reporting 
months – resubmissions must be in sequential order).

3. If the question is not answered, the report will not upload. The following error will be displayed.



4. Once the file has been found, click on the Upload button.

5. If there are no errors in the report, it will successfully upload and the following message will be displayed.

6. Click on Helpful Downloads to find current copies of the Template File, SKU List File and Branch List File.



TROUBLESHOOTING

1. If a report has already been uploaded and you answer “No” to the “Are you resubmitting and overwriting data 
previously submitted to NLC?” question, the following error will be displayed:

2. In the Commission Report, the dates of all invoices recorded on the NLC Sales Tab must be within the month 
and year specified on the Supplier Detail Tab. In the example below, the reporting period is 12-2022 indicating 
that only December invoices are permitted. The November invoice will result in an error.



3. If they are not, the following error will be displayed:

4. If errors are present in the file, they will be displayed in a list. The error messages provided will direct you to the 
correct tab and SKU. All errors must be corrected before the file can be successfully uploaded.

Incorrect SKU



Invalid Data


