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FINDING THE NEW FORM 

1. Log into the NSLC Wholesale Ordering Portal using your existing credentials 

a. There are two options to access the new form: “Breakage Log” or “Breakage 

Form”  

 

 

SEARCHING ARTICLES TO SELECT & COMPLETING THE FORM 

1. Click into the box titled “Add Items to Log” 

a. Search by article number OR description  

b. Click the correct auto - populated item to add to your sheet 
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2. Confirm the correct article  

 

3. Fill in the required boxes 

a. Enter the appropriate number of units (EACH) by either typing the number or 

using the arrows within the box to adjust 

 

b. Select the appropriate reason from the drop-down menu.  
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IMPORTANT: IN TRANSIT BREAKAGE 

❖ No changes to In-Transit Breakage process  

 

➢ Agency team needs to be notified directly immediately upon discovery of transit 

damage 

 

➢ Photos and signed B.O.L still required to be submitted directly to Agency team 

 

➢ All In-Transit Breakage must be submitted separately from regular breakage 

 

➢ In-Transit types must be submitted separately (E.g. Labatt vs. DC) 

 

➢ In-Transit breakage MUST be submitted within 7 days. 
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c. Add any extra notes or details you may have – this is not a new box per 

article, so add as many notes as you’d like as you go.  

 

4. Submit Breakage 

a. If the submit breakage button is grey, this means you have not filled out all 

mandatory fields for either one or more articles. You must fill out a reason 

code and number field to submit.  

 

 

 

 

 

NOTES:  

❖ Breakage submissions are not stored anywhere on your account at this time 

❖ Logs need to be submitted right away; they will not save if you change screens 
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CONFIRMATION SCREEN & EMAIL CONFIRMATION 

 

5. Confirmation screen  

a. Once you have submitted your form, you will see this screen 

 

6. Email Confirmation – If you don’t receive an email confirmation within the same day 

of submitting – please reach out to agencycredits@mynslc.com to ensure we 

received your log.  

a. This email contains all details of your submission, we may ask you to provide 

a copy of your email.  
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