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Introduction

The E-Substances Regulation introduced requirements for all businesses who currently sell e-substances or intend to sell
e-substances in British Columbia. Business owners must submit a Notice of Intent to Sell E-Substances to the Ministry of Health
to sell restricted e-substances from each retail location. There are also requirements to provide individual Product and
Manufacturing Reports at least six weeks before the product can be sold.

The Ministry of Health launched the BC E-Substances Reporting (BCER) application for vapour product retailers on December
16, 2020. Retailers are now required to use the BCER to fulfill their new reporting obligations under the E-Substances

Requlation.

This User Guide has been developed to provide retailers with assistance and troubleshooting tips when using BCER.

o If you have submitted your required reports and have waited six weeks before selling, you DO NOT need
approval from the Ministry of Health or health authorities once six weeks have passed.

Information Icon

The information icon is included throughout this document to provide additional context.

0 This icon indicates additional information about or related to a process.
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Browser Requirements

Users must access the database from a desktop computer. The application supports the latest versions of Firefox, Google
Chrome, Safari, or Microsoft Edge. The application is not compatible with Internet Explorer. The BCER is not compatible

with mobile devices at this time.

Access BCER

When you access the BCER, this is the first page you will see.

E-Substances Regulation

E-Substances Reporting Application

E-Substances Reporting Application

The new E-Substances Regulation introduced requirements for all businesses who currently sell E-substances or intend to
sell E-substances in British Columbia. Business owners must notify the Ministry of Health of their intent to sell restricted E-
substances 6 weeks prior to their first sale. Product Reports (and Manufacturing Reports as applicable) must also be submitted
at least 6 weeks before the product can be sold. The Notice of Intent to Sell E-Substances is required for each location of your
business and only for non-therapeutic nicotine E-substances. If you completed your Notice of Intent and submitted your
product and manufacturing reports prior to October 5th, 2020, there is no action required until you renew your Notice of
Intent before January 15, 2021. However, if you are updating your product reports before this time, you will have to use the
B.C. E-Substances Reporting Application.

For technical support, please send an email to vaping.info@gov.bc.ca

For questions related to submitting your business details, NOI and product or manufacturing reports, please send an email to
vaping.info@gov.bc.ca

NOTE: Business owners that fail to submit their Notice of Intent and that fail to comply with the new reporting
requirements may be subject to offences under the Public Health Act.

This application utilizes BCelD for authentication.

o~ | Continue with Basic BCeID > 1.

2 | Continue with Business BCelD S5

1.

Click Continue with Basic BCelD.
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You will be forwarded to the BCelD login page.

- BRITISH

COLUMBIA

Log in to sfs7.gov.bc.ca

Log in with BC<1D

User ID
Use a Basic BCelD
' 2.
Password
Continue
Eorgot your user ID or password? 3

No account?
Register for a BCelD 4.

m by any person other than the

Last Update: April 18, 2023

authorized employee(s) or ow

neris

unauthoriz use of d on this e
on 5t such person.
Disclaimer Privacy Accessibility Copyright

Contact the BCelD Help Desk

2. Login with your existing Basic BCelD.
Use your BCeID USERNAME to login.

3. If you have forgotten your ID or
password, click Forgot your user ID
or password.

4. To create a new Basic BCelD, click
Register for a BCelD.

Need help?

of an account is strictly prohibited and may result in
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Login and BCelD

Users must have a Basic BCelD or a Business BCelD to log in.

To create a Basic BCeID or Business BCelD, access the following webpage: https://www.bceid.ca/register/ (this can be done
through the BCER).

This user guide only shows an example of Basic BCelD creation.

o The process for creating a Business BCelD is lengthier and will require a proof of identity. It is the recommended
type of account for this application.
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— 1. Click Regi f Basic BCelD.
s, | BCEID = Click Register for a Basic BCe

Types of BCelD Service Directory Locations Agreements FAQs Contact Us

Register for a BCelD

There are three types of BCelD accounts. Have a registration in
. rogress?
Already know what type you want to register for? ——

Log in to your account to:

Register for a Business BCelD > . Use the activation code you

received in the mail to complete
. Busi BCelD registrati
PrmErea | BCelD $ your- usiness e- registration
Continue your Business BCelD
registration at the step you left
Register for a Basic BCelD ¥ 1 Eif
: Check the registration status of

your Personal or Business BCelD
registration

Not sure which one to register for?

The type of BCeID you need depends on the service you want to use. To find out what type you need:

« Find the service in the service directory. Many of the services that use BCelD are listed in the directory.
- Ifyou can't find the service in the directory, check with the service provider and they'll be able to tell you the type you need.

BCelD Help Desk is open Monday to Friday (except statutory holidays) from 7:30 am to 5 pm Pacific time / 8:30 am to 6 pm mountain standard time.

t, 1-888-356-2741 (Canada and USA toll free)
L, 604-660-2355 (Within lower mainland or outside Canada and USA)
= Contact us using our online form

me | Disclaimer | Privacy = BCelDPrivacy Policy = Accessibility = Copyni
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& 5 | BCelD o

Types of BCelD Service Directory Locations Agreements FAQs Contact Us

Register for a Basic BCelD

Sumame 2 .
Given/First Name

First Middle Name (optional)

Other Middle Names (optional)

Email

Phone Number (optional)

User ID
Choose your user ID. You'll use this user ID with your password to log in.

Password
Choose a password at least 8 characters long, to a max of 14 characters long. Passwords should have lower & upper case letters, numbers and symbols. Learn more about
passwords

Weak Medium Strong

Confirm Password

2. Users must enter all the necessary
information to complete the BCelID
registration.

Once Basic BCelD has been created,
log back into
https://bcer.hlth.gov.bc.ca and follow
the steps above.

0 Users should write down or save their username and password so as not to forget it.
If you have forgotten your password, click Forgot your user ID or password? from the login screen.

o Do not create a new profile as there is no way to connect it to your existing business profile.

Last Update: April 18, 2023
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Navigation

The following section provides information on navigating through the BCER, including important information about the steps

that must be followed as well as key buttons and tips to support data entry.

Welcome to E-Substances Reporting Application

As a first-time user of this application, you need to finish the initial setup of your organization. Next time you login,
you will not have to complete this step.
If you have already submitted a product and manufacturing report by email to vaping.info@gov.be.ca, you will have

to reupload this into the BCER.

Last Update: April 18, 2023

You will see this page the first timeyou
access the BCER.

1. Click Start.

Note:

You can sign out of the BCER at
anytime by clicking Sign Out.

The navigation pane along the left
will enable you to navigate
through the application and
includes the reports that you must
submit.

The © symbol indicates that you
have not yet completed a required
step. Once a step has been

completed, the © will change to a
@
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During each step, you will also have the option to download a CSV file of the reports that you have submitted, if needed for your
records. This can be done by clicking & pownieadcsv on each table.

0 This is NOT required to progress through the application and is only included as an optional step for retailers,
for convenience.

Converting Excel Files to CSV Files

The BCER requires CSV files when uploading information. Only CSV files will be accepted. A CSV file is a plain-text file that
supports the transfer of data between applications. Excel files can be converted to CSV files to support data uploads. To convert

an Excel file to a CSV file, use the following steps.

File Home 1 Page Layout Formulas Data Review View Developer Help Q Tell me what you want to do 1 . O pen th e O rig i nal Excel d Ocu m ent.
B X ) o= o a [ Tim Bx [FH | 2 AutoSum v A
0 = Calibn 11 - A A == e—/ - 2 Wrap Text General - KJ- L?'J D & Ex @ @‘;”‘.S zY / CIle F"e
Pavste 2 B.I U~|i#H~ o 1 .A. === &= Merge & Center $ - 9% 9 <9 09 FCO‘::‘d;;s‘n;lv FoTrarglaetvas St;eellv Insvert Delvete Forinat o é:tr:rﬂf SFél
Clipboard Font [ Alignment ] Number F] Styles Cells Editing
= x £ The screenshot shows an example of
a file that is not yet in the required
A 8 c o : ; [ - W CSV format as there are a number of
1 |Type Brand Name Product Name facturer Name facturer Contact Person (Optional) f: er Addi facturer Phone facturer Email Concer
2 |E-juice  E-cigarette sample Vapel Global Vapor Jim \izaitxf\li:rszc formattlng features (teXt Wrapplng'
= borders, colour) that are not be seen
in a CSVfile.
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Save As — X
“ © 4 [ > ThisPC > 10020(C) » Vaping Reports v 0 J Reports
(L) Recent
=t Organize v New folder - ©
N . % Documents A Name Date modif 1
Qe $ Downloads ==
2. D Music -
& Pictures
g 8| Videos
15.10020(C)
L] ThisPC s >
* Jile name: | vaping-reg-product-report
Export == Add aPlace Save as type: | CSV (Comma delimited) v
Plaen Buthars 2 Tags: Addatag 4'
Browse
Close A Hide Folders 5, Tools ~ Save Cancel
A E C D E F G H | J K L M
1 |type brandNam productN: manufactt manufacti manufactt manufacty manufacti concentra container cartridgeC ingredien flavour
2 |E-juice  E-cigarettivapel Global vajJim 1234 Main 123-456-7; contact@! 50 mg/ml 100ml  n/fa Propylene tobacco
3 |E-juice  E-cigarettvape 3 Global Va|Tim G 1234 Exarr  1L.11E+09 manufacti900 mg/m 1000 ml  n/a Propylene mint
4 |vape cartr E-cigarettivape4  Global VajBob Smith 1234 Tank 1.23E+09 support@ 39 mg/ml n/a 3mL Propyleneice
vape cartr E-cigarettivape tank ModWaorlcSam R Ma 1234 5th S 1.11E+09 support@ 0 mg/ml n/a 5ml Propylene apple

E-juice

=T I = VI ]

E-cigarettivape cart Quick vap Kathy T

1234 5. Nc 1.23E+09 support@ 20 mg/mL 30 mL n/a
Disposabl E-cigaretti use-n-thr¢ Quick vap Victoria M 1234 Wesi 1.23E+09 support@ 20 mg/mL n/a

5mL

Propylenetobacco
Propylene menthol

Last Update: April 18, 2023

w

Click Save As.

Enter the filename.

Click the drop-down box below the
document name.

Select CSV (Comma delimited)
(*.csv) from the dropdown list.
Click Save.

Close and reopen the file to confirm
that it has been saved as a CSV.

The screenshot shows an example of
a file that no longer contains
formatting features as it has been
saved as a CSV file and this means
that it is now ready to upload to the
BCER.
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My Dashboard

The Dashboard displays the status of the Notice of Intent, Product Report, Manufacturing Report, and Sales Report. Businesses

are required to submit all these reports for each retail location.

o The Manufacturing report is only required if the retailer has indicated that they were manufacturing products at

one of their locations.

e E-Substances Regulation i . . . )
R o, ‘ E-Substances Reporting Application Having Trouble? Get Help

My Dashboard

© My Dashboard

Your outstanding reports must be submitted before the next reporting period that will start on
October 1st 2023.

@ wysusi

') 101 © Outstanding Reports

Total Locations with outstanding reports

4 |ocations with outstanding Notice of Intent

O vVia fac Reports @ 5 locations with outstanding Product Reports
3 locations with outstanding Manufacturing Reports
2 |ocations with outstanding Sales Report

Legend: Y Submitted Needs to be renewed W Not Submitted Not Required

>
Type of Location Location/URL Doing Business As Health Authority NOI Product
Online www.chloeuattestonnewdb.com CGI 31 il

Last Update: April 18, 2023
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If the “Outstanding Reports” red banner is displayed, it means that you must submit at least one report for at least one of your
locations and that you are not currently compliant with the legislation.

The Product Report will show as a green dot as soon as you submit at least one Product report for a given location. This does
not mean that you no longer have to submit Product reports for that location. If you intend to sell new products you will need to
continue submitting your new products for that location.

Having the “No Outstanding Report” banner should be your goal. If all the dots are green that means all your reports were

submitted and you are currently not expected to submit anything (expect Product reports as mentioned above). Enforcement
officers will be able to review your submissions and make sure that they respect the provincial legislation.

Last Update: April 18, 2023 Page 14 of 98



Ministry of

o~
ColtNinls | Hes BC E-substances Reporting (BCER) User Guide

My Business

Businesses are required to submit reports for all retail locations. To support the submission of data for multiple locations,
businesses may report on all locations under one business profile. Businesses have the option to upload a CSV list of all retail
locations or manually enter the business locations.

Subscribe to the Text System Notification

This feature allows you to subscribe to a Text Notification system. The Ministry of Health will send text messages to your
registered numbers when the new reporting period is approaching and submissions are due.

1. Click Subscribe Now.

R - nces Reporting Application Having Trouble? Get Help

My Business
y - = -
Subscribe To Our Text System Notification

O O] Get SMS Notification from BC E-substances Reporting. Please click on the subscribe button below to start receiving
SMS Natification.
0 0 O
O O Confirm Your Business Details
o Please canfirm the business details that were entered when registering for your BCelD. If you sell e-substances from this location,
D please add it as a location in the "Add Business Locations™ section, You must also add any additional locations from which you sell
[_) e-substances.

Last Update: April 18, 2023 Page 15 of 98
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2. Add your Primary Phone Number.
a. Optional. Add a secondary Phone
Number.
3. Select the I give permission to the
Ministry of Health to send me
B PO R notifications and reminders on the
(124) 456789 0—@ provided phone numbers checkbox.
Secondary Phone Number (optional) 4. Click save Changes.

Subscribe To SMS Notification

I give permission to the Ministry of Health to send me notifications
and reminders on the provided phone numbers

v

Last Update: April 18, 2023 Page 16 of 98
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The “Successfully Subscribed to SMS
Notification” message will display on
the screen to inform you that you

@ MyBusiness successfully subscribed to the text
&' subscribe To Our Text System Notification . .
o @ et SMS Matification from BC E-substances Reporting. Please click on the subscribe button below to start receiving SMS SySte m N Otlfl Catl O n .
Matitication.
O @ & Subscribed

Last Update: April 18, 2023 Page 17 of 98
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Unsubscribe from the Text System Notification

My Business
y
' Subscribe To Our Text System Notification
y

QO nNol @ Get SMS Notification fram BC E-substances Reporting, Please click on the subscribe button below to start receiving SMS

Muotification.
O roduct Reports @ [ & Subscribed Unsubscribe

Unsubscribe

You are about to unsubscribe from the system notification. You will no
longer receive SMS notification

IJ I confirm that I want to unsubscribe from notification system

Cancel

Unsubscribe Now

Last Update: April 18, 2023

Click Unsubscribe.

A confirmation request message
displays.

Select the I confirm that I want to
unsubscribe from notification
system checkbox.

Click Unscubscribe Now.

The “Successfully Unsubscribed from
SMS Notification” message will display
on the screen to inform you that you
successfully unsubscribed from the
text System Notification.
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Enter Business Details

Confirm Your Business Details

D Please confirm the business details that were entered when registering for your BCelD. If you sell e-substances from this location, please

Please confirm your business details below

Business legal name * Name under which business is conducted *
The business legal name must be less than 100 characters. The business name must be less than 100 characters,
Business address line 1 * Business address line 2

The address must be less than 100 charactes

City * Postal code *

The city must be less than 50 characters, Postal code is a required field

Business phone number * Business email *

A phone number is required Email is a required field

Business web page

add it as a location in the "Add Business Locations" section. You must also add any additional locations from which you sell e-substances.

Last Update: April 18, 2023

Enter the information for your
business.

The database is designed to collect
business contact details as well as
details for each retail location (next
step). Therefore, ensure that you
provide information for your business
and the information for each retail
premises, when adding locations.
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Add Business Locations

You are required to submit reports for all retail locations from which you sell e-substances.

Add Business Locations All businesses must add at least one

location into the application.

Please provide all the business locations that have sales premises. If you are uploading a

prefilled file, please ensure that you are using a CSV. The "Confirm Your Business Details" . . .
section must also be completed to proceed. If the address identified in the

Business Details section is the same
address for a retail premises, it must
Upload Business Physical Location List File . .
~  Upload a prefilled physical location list file from your device. 1. still be added as a location.
(Download Business physical location CSV template) You have two options for adding
locations to your business:

/~  Add Business Locations Manually
~ Fill in the form with business location details.

5 1. Upload a CSV file of all locations.

2. Add locations manually.
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Upload Business Location List File

1. Upload a CSV file:

o Upload Business Physical Location List File a. Drag and drop the CSV file from
Upload a prefilled physical location list file from your device. i
(Download Business physical location CSV template) 2. your computer into the data

upload section.
b. Retailers can also select browse
from your device.

2. Business owners may use their own
CSV file if it contains the correct
headers or download the CSV
template created by the Ministry of
Health for retailers to use.

Drag your physical locations here, or browse from your device.

Supported: csv
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Map CSV Headers

The BCER uses Header Mapping to match required headings in the BCER headers to fields in a CSV file. This allows retailers to
use their own templates or templates provided by manufacturers for uploading required reports.

Map Your Provided CSV Headers

Required field in our system Field from your CsV file

Business Address

Address
Postal Code Postal Code
City City

Last Update: April 18, 2023

3. After uploading your file, you must
map the Required field in our
system (left) to the Field from your
CSV file (right).

If you are using your own template,
the title of each header may not be
identical.
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Retail location health authority Health Authority -
region
The name this location is doing Doing Business As -
business as
Do you manufacture E- Manufacturing .

substances on pI'E'ITIi'SE'S?

Cancel 4. i Map Headers

Please provide all the business locations that have sales premises, If you are uploading a prefilled file, please ensure that you are using a CSV

o Upload Business Location List File
U

pload a prefilied location list file from your device
(Qownioad Business location CSY template)
vaping-reg-business-locations (11).csv X

& Your CSV file has been mapped successfully. Click next to complete upload and confirm your entries,

Replace with new upioad

Add Business Locations Manually
Fill in the form with business location detalls

-

Last Update: April 18, 2023

You will receive a message that “Your
CSV Files has been mapped
successfully.”

5. Click Next.
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Confirm Business Locations

Once you have successfully uploaded your CSV, you will be asked to confirm your list of business locations.

Confirm New Business Locations

Confirm the details of the business locations that you have added on the previous page. You will be able to update this information at any
D time. Upon completion of this section you will be able to complete a Notice of Intent to sell E-substances and submit Product and
Manufacturing Reports for each location you have listed.

Business Locations
You have 4 retail locations.

%3 View Fullscreen

[ Only display locations in error 4 & Download CSV
Type of Location Address/URL Postal Code City Business Phone Business email Health Aut
A ATATA 4 g /
A 2 e /
ATATA r 4 ma r Vd
3 A Vancouve LL-34 = /
1. rows
€ Edit Uploaded Information 2. 3.

Last Update: April 18, 2023

1.

Navigate through pages using the
navigation bar, if needed.

To return to the previous page, click
Edit Uploaded Information.

Once you have confirmed that all
information is correct, click Next.
Optional: You can download a CSV of
your file, if needed.

If the addresses of your uploaded
locations were not found or if a field
in your file was incorrect, an Error
report will be available for download.
This error report will indicate what the
errors are.
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5. You can edit by clicking the pencil

Type of Location Address/URL Postal Code City Business Phone Business email Health Aut icon, or
: 6. Delete individual lines by scrolling to
e Ave ATA1A Burna 23-456-7¢ resourcing@e. . s O . . i . .

the right in the table and clicking edit

- S R N - or delete.

Physica 7 Park Pl, u ATATA Prince Ruper 2223456 Owner@mybus: 6. 5 |

My Business Once your location information has
been submitted, you will receive a
. “Your Business Details have been
Your Business Details have been submited.

submitted.” message.

To continue to sell vape products you must also submit the following items: Notice of intent, Product Report, and Manufacturing Report (if your
retail locations also manufacture e-vape products)

You can then proceed to submit your
Notice of Intent, Product Report, and
Manufacturing Report.
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Add Locations Manually

Add Business Locations 1. Select Add Business Locations
Manually.

D Please provide all the business locations that have sales premises. If you are uploading a prefilled file, please ensure that
you are using a CSV. The "Confirm Your Business Details" section must also be completed to proceed.

2. Click Add Location.

y Upload Business Physical Location List File
— Upload a prefilled physical location list file from your device.
{Download Business physical location CSV template)

o Add Business Locations Manually
Fill in the form with business location details. 1.

[ © Add Location 2.
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The following screen displays for you to enter the location information.

id Business Location

Please state your type of location

O Fhysica

Address of sales premises from which restricted e-substance sold @

Business Contact Info of sales premises from which restricted e-substance sold

Please state if persons under 19 years of age are permitted on the sales premises*!’ your retall location has

4.

Do you produce, formulate, package, repackage or prepare restricted e-substances for sale from this sales premises?*

which regional health authority is the sales premises located in? A map of the regional health autherities can be found at the following link*

Last Update: April 18, 2023

3. Fill'in all required fields. The Address

will autocomplete as you type. The
application may take a few seconds to
find your address and will then
display suggestions, select the correct
one.

Once selected, the City and Health
Authority fields will be automatically
completed.

When completing the question: select
Other if your business has a separate

section that is age-restricted.

When all fields are complete, click
Submit.

If you missed a required field, you will
be prompted to complete the field.

Repeat these steps for all locations
that you would like to add manually.
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© Add Location

My Business

Y
Your Business Details have been submited.

To continue to sell vape products you must also submit the following items: Notice of intent, Product Report, and Manufacturing Report (if your
retail locations also manufacture e-vape products)

Last Update: April 18, 2023

6. Once you have submitted all locations

manually, click Next.

Once all the locations are added
manually, you will be asked to confirm
the list of business locations.

If you forgot to add a location, repeat
the steps above and click Add
Location.

Once your location information has
been submitted, you will receive a
“Your Business Details have been
submitted.” message.

You can then proceed to submit your

Notice of Intent, Product Report, and
Manufacturing Report.
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Multiple Contact Update

You can update contact details for multiple locations at the same time. This is useful if you manage multiple locations and all of
them share the same contact person details.

Existing Business Locations 1. Click Multlple Contact Update.
Existing Business Locations
1. Multiple Contact Update
You have 6 retail locations
Y Download CSV % % View Fullscreen
Type of Location Address/URL Creation Date Doing Business As Status
vw.chloeuat Jan 11, 2023 caGl @ Active 7
4 25, 2022 ® - / al
® A /
,,,,, ® 7
n ® A / O
5 - > >l

Last Update: April 18, 2023 Page 29 of 98
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5 2. Enter the new business email address
Update contact details for multiple locations and/or the new business phone
e s e number for the locations.
contact@company.com 1234567890 3. Select the checkboxs for the locations
that need to be updated.
B  Address/URL Postal Code  City Business Phone Business email  status Doing Business As 4. Click Update'
- e 2508842661 Bcg @ Acive <G
0O 748Regd - live 46607943 est@te @ Adie: Testioeation
75-Deugia] 3 2E2 [ 4660794 illian faus @ Aaive Cal
0 1175 pbug i 5146607987 killian faus @ Active
7 St. Andre V0G4 eden 4660794 est@e @ Aciive  Testloca
Srows ¥ 2 > 21
4

Last Update: April 18, 2023 Page 30 of 98



BRITIsH | Ministry of
COLUMBIA | Health

BC E-substances Reporting (BCER) User Guide

5. Acknowledge that the information

g . entered is correct and that you are
Update Contact Information

about to update the contact
information for all the selected

locations.
You are about to update the contact information for 6. Click Confirm.

all the selected locations

I confirm that the information I entered is
correct 5,

Your contact details have been

successfully updated for the selected
locations.

& Success! X

@ successfully updated contact info for 3 locations
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Edit, Close, or Delete Existing Business Details

On the My Business page, scroll down to Existing Business Locations. You will see the information details for the different
locations. You can edit the location, close the location, or delete the location.

Edit, close or delete a Location

Existing Business Locations

Existing Business Locations
You have 6 retail locations

% Download CSV % % View Fullscreen

Type of Location Address/URL

St. Andrew

Creation Date

,,,,,,

Doing Business As

Status

1.

Multiple Contact Update

’ 0
Vd 0
7/ C
/ .
/7 0

>l

Last Update: April 18, 2023

1.

To edit the location details, click the
pencil icon for the relevant location.
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Edit Business Location

Address of sales premises from which restricted e-substance sold@
Business address line 1 *

1516 blanshard

2. Make your changes.
Note: If you selected a location for
which you have already submitted the

Business Contact Info of sales premises from which restricted e-substance sold

Business Emall *

vapetest@test.ca

The name this location Is doing business as

VapeTest

Please state if persons under 19 years of age are permitted on the sales premises*if your ratall
comment bo

Business Phone Number *

123-654-78%0

Postal Code *

VBV 8ws

ces surrounding age-restriction, please select "other” and describe in the

NOI, only the contact details can be
edited.

Do you produce, formulate, package, repackage or prepare restricted e-substances for sale from this sales premises?*
Q ve

) No

Cancel

3. Click Submit.

Last Update: April 18, 2023
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4. Acknowledge that the information is

Confirm Your Submission correct.
5. Click Submit to confirm your
submissioin.
You are about to submit an update for the selected retail location.
1 Your changes have been submitted
1 agree uiat the location information entered is correct. successfully.
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Close a Location

Existing Business Locations

Existing Business Locations

You have 6 retail locations

4 Download CSV % % View Fullscreen
Type of Location Address/URL
ine hloeuat
o 748 d
1175 Douglas
Phy 75 Dougla

Creation Date

Jan 11

,,,,,,,

Doing Business As

Status

(]

(=}

i

Multiple Contact Update

>l

Last Update: April 18, 2023

1.

To close a location, click the close
location icon for the relevant location.
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You will be asked to confirm that you

, , , wish to close the location.

Confirm Your Closing Location

2. Provide the Closing Date for the
location by clicking the calendar icon
and selecting a date.

Date 3. Acknowledge that you are aware that
March 27, 2022 2. m you still need to submit a Sales Report
for the sales that occurred prior to

closing.
4. Click Confirm.

You are about to close this location. Please provide the Closing Date.

I confirm that I wish to close this location. I understand that I will
still be required to submit a Sales Report for the sales that
occurred prior to closing. 3.
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Existing Business Locations

Existing Business Locations

You have 4 retail locations

o+, Download CSV

Address Line 1

456 Test St

1516 blansha..

1515 Blansha..

456 Test St

» 2 View Fullscreen

City -l

Victoria

Victoria

Victoria

Victoria

Postal Code

V8V BWS

V8V BW8

V8V BWS

VBV BWsS

Doing Business As

VapeTest

VapeTest

Vape Test

VapeTest

Multiple Contact Update

Status

Closed

@ Active
@ Active

@ Active

S5rows -

al

a

al

Last Update: April 18, 2023

The status for the location now shows

as Closed.
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Delete a Location

Existing Business Locations

Existing Business Locations
You have 6 retail locations

4 Download CSV % % View Fullscreen

Type of Location Address/URL

1175 Dot

uglas

Creation Date

Doing Business As

Multiple Contact Update

Status

® A / 0
® Act / O
® i / a
® - /

o v > >l

Last Update: April 18, 2023

1. To delete a location, click the delete
icon for the relevant location.

Note: Use this functionality only if the
location you created was a duplicate
or an error. If you have sold or closed
a location, use the Close Location
icon.
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Delete Location

You are about to delete the following location:
Address line 1: 748 Road 5, Oliver, BC
City: Oliver

Postal code: V8V0OV4

Doing business as: TestLocation

Please note that this feature should only be used for locations that were

added in error. If you wish to close this location, you can use the Closing
Location button instead.

v I understand that this location will be removed permanently from
the database and that this action cannot be undone. 2.

. Acknowledge that you understand

deleting the location will permenantly
remove it from the database.

. Click Confirm.

o This action will permanently remove the location from the database. This action cannot be undone.

Last Update: April 18, 2023
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Existing Business Locations

Existing Business Locations

You have 3 retall locations

+; Download CSV %1 View Fullscreen

Address Line 1 City < Postal Code

Doing Business As

Multiple Contact Update

Status
7
L] 7 O
@ 7 O
Srows =

Last Update: April 18, 2023

The location is deleted and removed
from the Existing Business Locations
list.
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Notice of Intent to Sell E-Substances

Business owners must notify the Ministry of Health of their intent to sell restricted e-substances by submitting a Notice of
Intent to Sell E-Substances to the Ministry of Health at least six weeks before their first sale. The Notice of Intent to Sell
E-Substances is required for each separate sales premises for your business and for the sale of non-therapeutic nicotine
e-substances. Business owners are required to submit the following information:

o Legal name of business

o Name under which business is conducted

o Address of sales premises from which restricted e-substances are sold
o Phone number for sales premises

o Email address for sales premises

« Webpage for sales premises (if applicable)

o If persons under 19 years of age are permitted on the sales premises
o Health Authority in which the retail location is located

The Notice of Intent must be submitted prior to January 15 of each year that a retailer intends to continue sales.

NOTE: Business owners that fail to submit their Notice of Intent and that fail to comply with the new reporting
requirements may be subject to offences under the Public Health Act.

Only after you have entered your business information and added locations, will you be able to submit or renew your Notice of
Intent (NOI).
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Submit a Notice of Intent to Sell E-Substances

Outstanding Notice of Intent

Existing Business Locations

You have 2 retail locations that need a Notice of Intent 1 :
o4 Download CSV %7 View Fullscreen
Type of Location Address/URL Postal Code Doing Business As Status
CGI @ ot Submitted
Phy T G4 F newed

Srows v

1. To view a list of the locations with

outstanding NOIs, scroll down to the

NOI table. Click Submit Outstanding
NOI.

»> Submit Outstanding NOI

Last Update: April 18, 2023
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Confirm and Submit Notice of Intent 2. To submit an outstanding NOI, select
the business location for which you
D Select the location(s) for which you want to submit or renew the Notice of Intent. wa nt tO Smelt the NOI.

3. Click Submit.

Business Locations
You have 2 retail locations

2] View Fullscreen

-] Type of Location Address/URL Postal Code Doing Business As Status
QTpee 2 www.chloeuat. CGI @ ot Submitted
D Physica 99 Valerie VBV 0G4 FakelLocation Not Renewed

I 3
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4. Acknowledge that you want to submit
your NOIL.
5. Click Submit Now.

Confirm Your Submission

You are about to submit/renew the Notice of Intent for the selected retail
locations. You will not be able to update location details once the NOI is
submitted.

I agree that the location information entered is correct and wish to
submit my Notice of Intent. 4.

Renew a Notice of Intent

Every year, you must renew your Notice of Intent to sell vaping products for each of your locations. Follow the same process
detailed above.
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Product Reports

As a business owner who intends to sell e-substances in British Columbia, you are required to provide product reports for
each restricted e-substance you intend to sell. Product Reports must be submitted at least six weeks prior to selling a
restricted e-substance.

A Product Report must include the following information for each e-substance that will be sold from the sales premises:

« Name and contact information of the manufacturer

o Brand name and product name

o Type of product

« Concentration of nicotine (in mg/mL)

o Capacity (in mLs) of either the refillable container, or the tank/cartridge to hold the e-substance

o List of all the ingredients in an e-substance (both the common and scientific names unless one of these names is not
available from the manufacturer)

If any of the above information changes for a specific e-substance, the business owner must report this change to the
Ministry within seven days of selling the changed product.

o You can only access the Product Reports section of the database after you have submitted a Notice of Intent.
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Submit Product Report
1. Select Product Reports.

ESubmarces Rogunton
& ‘ E-Substances Reporting Application Having Trouble? Get Help

Product Report 2. 2. Select Submit Product Report.

You have outstanding product reports that need to be submitted

@ You need to submit product reports for all locations listed in the "Locations without Product Reports" section of this page. Click the
"Submit Product Report” button to begin your submission.

O O]

As a business owner who sells or intends to sell E-substances in British Columbia, you are required to provide product information reports for each
restricted E-substance you intend to sell. Product reports must be submitted at least 6 weeks prior to selling a restricted E-substance at retail.

G ProdicRepul 1. A Product Report must include the following information for each restricted E-substance that will be sold from the sales premises:
(@) ® » Product Type (100 characters limit)

» Brand Name (40 characters limit)
O » Product Name (100 characters limit)

Manufacturer Name (50 characters limit)

Manufacturer Contact Person (Optional, 50 characters limit)

Manufacturer Address (160 characters limit)

Manufacturer Phone (Extencion should be written 2 folloy S00GC000CXXXX)

o The process is the same for submitting your initial Product Report and any subsequent reports.
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Locations without Product Reports 3. To view the locations without Product

: . Reports, scroll down the Product
Business Locations .
You have 1 retail locations. Reports page to the BUSIHESS

o}, Download CSV v % View Fullscreen Locations table.

Address 1 Added Date Status

456 Test St, VBV BWS, Victoria Feb 28, 2022

Not Submitted

S5rows -
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Locations with Submitted Products

Business Locations

You have 0 retail locations.

¥, Download CSV % % View Fullscreen

Address 1

Status

No records to display

Srows «

4. To view the locations with Product
Reports, scroll down the Locations
with Submitted Products page to
the Business Locations table.

Last Update: April 18, 2023
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Product Report Submissions

In this section, you can review the product reports that you have submitted. When you select “view" you can review and delete specific submissions.
|Note: the purpose of this option is to delete products that were submitted in error. If you are no longer selling a product, please do not delete the
product from the list, as you will be required to report on it for your sales report in that current year.

Product Report Submissions

You have submitted 0 product reports

o+, Download CSV =% View Fullscreen

Submission Date Products Submitted

No records to display

S5rows «

Last Update: April 18, 2023

5. To view the Product Reports
Submissions, scroll down to the
Product Reports Submission page to
the Product Report Submissions
table.
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& cancel
Add/Upload File

You are required to submit a Product Report for all locations that you have added. You may choose to submit the same product report for
multiple locations, if applicable. If you are adding new products to your product list, only upload the new products. Do not re-upload
D your entire product list as this will create a duplicate of all existing entries.

~~  Upload Product List File
~~Ifyou already have an existing file, you can upload here and then match the headers to the report requirements.

(Download Product Repart CSV template) 6.a

/ Add from existing location
~~" Reuse a product report that you have previously submitted from an existing retail location 6.b

Last Update: April 18, 2023

6. When submitting Product Reports,
you can:

a. Upload a CSV file.

b. Add products from an existing
location if you previously
submitted a Product Report for
another location.
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Upload a Product Report File

1. Select Upload Product List File.

o Upload Product List File 1. .
If you already have an existing file, you can b._«0 here and then match the headers to the report requirements. 2 U pload da ﬂle-

SR R a. Drag and drop the CSV file from

your computer to the box.
| b. Click browse from your device,
Cb which will open the file viewer

: from your computer.

The Product Report CSV template
provided by the Ministy of Health
provides retailers with a sample of the
required criteria for submitting a
product report. You can download the
template and use it for submitting
product reports.

1. Upload file from your device.

Drop your product report here, or browse from your device. 2.

Supported: csv

o All files must be uploaded as a CSV file (see Converting Files to CSVs). Uploading a file that has not been saved as a
CSV will result in an error.

Note: When submitting new products that you intend to sell, YOU MUST ONLY SUBMIT THE NEW PRODUCTS THAT HAVE BEEN
ADDED. If you resubmit your entire product report, each product will show up twice on your product list and will impact your
Sales Report.
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Header Mapping

Once a Product Report CSV has been uploaded, you must map the headers from your CSV to the headers contained in the
database if you have additional information in your CSV file.

Map Your Provided CSV Headers 3. After uploading your report, you must
map the Required field in our
system (left) to the Field from your

Required field in our system Field from your CSV file . .
CSV file (right).

Type of Product Please Select = )

S If you are using your own template,

the title of each header may not be

Brand Name Plesise Select - identical.

Product Name Pleace Selact <

Manufacturer's Name Ploasa Seleck >

Manufacturer Contact Person Plosce Satect =

(Optional)

Manufacturer's Address Please Salect -
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4. Once all headers have been mapped,

The concentration of non- Olemta bt . click Map Headers.
therapeutic nicotine expressed
in mg/mL

The container that holds the
restricted e-substance

Please Select 2t

The cartridge that holds or

Type Brand Name Product Na..»
is packaged with the

restricted e-substance

Ingredients field2 =

Flavour Type Brand Name Product Na..»

Cancel 4. i Map Headers
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Confirm and Submit

You will be asked to confirm the products that you would like to submit.

Confirm Product List

which location(s) this product list applies to.

Confirm Product List
3 products found

51 View Fullscreen

Type of product Brand name Product name Manufacturer's name

D Please confirm that your product list file has imported correctly. Once you confirm your product file, press the "Next" button to select

Manufacturer Contact Person

5 rows

5. If you have submitted more than five
products, you can navigate through
the list by using the arrows and page
numbers at the bottom right of the
table.

Once you have confirmed the
products you are submitting, click
Next.

o}y Download CSV 6.

Manufacturer's address Mar

The Download CSV option is optional and available for your convenience. If your Product submission contained
o errors, then an Error report will be available for download. This report will show you the errors contained in your
Product report, line by line and field by field. Once your report is fixed, you can upload it again.

Last Update: April 18, 2023
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7. Select the locations.

Note: You may select all locations by
D Select the location that this product list applies to, you can select multiple locations if they will sell the same inventory. ch Oos|ng the Checkbox in the top |eft_
8. Click Submit.

Select Locations

Select locations that this report applies to.

You have 6 retzil locations. You are submitting 3 products to 3 locations

& Download Csv ++ View Fullscreen

B2 Type of Location Address/URL Email Address Phone Number
250004266
Physica 175 Douglas Street, VOW 2E2, Victoria 26607

O en 5 Doug

O feden aleden 7

O vn r aussa 2500000000

g
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9. Acknowledge that you would like to

Confirm Your Submission and Acknowledge submit the Product Report.
10.Click Confirm.

You are about to submit your product report. o
Submission of your product report

I understand that I will be required to wait 6 weeks from the time does not indicate Ministry approval of
that I file or update my product report before I can sell these your product list. You must adhere to
products. I acknowledge that submission of my product reports the restrictions outlined in the

does not indicate Ministry approval of the submitted products and E-Substances Regulation.

thatIam 'é”' subject to enforcement actions from Health
Authoritiey,=<nould my products be in non-compliance with the E-
Substances Regulation. Submission of your product reports does
not confirm compliance of the products. Enforcement efforts will
verify if the products are compliant under the E-Substances
Regulation.

Once you have confirmed, a
Submitting product report. Please
wait... message displayes to inform
you that your product report is being
submitted. The Confirm option is
disabled to avoid duplicate entries.

Note: It may take longer for large
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Add from an Existing Location

€ Cancel
Add/Upload File

You are required to submit a Product Report for all locations that you have added. You may choose to submit the same product report for
D multiple locations, if applicable. If you are adding new products to your product list, only upload the new products. Do not re-upload
your entire product list as this will create a duplicate of all existing entries.

Upload Product List File
' If you already have an existing file, you can upload here and then match the headers to the report requirements.
{(Download Product Report CSV template)

o Add from existing location 1.
Reuse a product report that you have previously subrw.«from an existing retail location

748 Road 5, Oliver, B 2.

Last Update: April 18, 2023

Click Add from existing location.
Search for the address of the existing
retail location.

Click Next.

Page 57 of 98



m Ministry of o .
OBl | Heih” BC E-substances Reporting (BCER) User Guide

4. Confirm the product list and click
Next.

& Cancel
Confirm Product List

D Please confirm that your product list file has imported correctly. Once you confirm your product file, press the "Next" button to select
which location{s) this product list applies to.

Confirm Product List
o4y Download Csv

3 products found

% % View Fullscreen

Type of product Brand name product name Manufacturer's name Manufacturer Contact Person Manufacturer's address Mar
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& Cancel 5. Select the locations for which the

Select Locations report will apply.
6. Click Submit.

D Select the location that this product list applies to, you can select multiple locations if they will sell the same inventory.

Select locations that this report applies to.

You have 6 retail locations. You are submitting 3 products to 3 locations
&, Download CSV + % View Fullscreen
B Type of Location Address/URL Email Address Phone Number
Online www.chioeuattestonnewdb.com c.yu@cgi.com 25080842661
O 5 t faussart@ m a3
O g : o
D 7 € ede m £t
n i 3 id @ rt.com 2500000000

10rows v

6. )
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Confirm Your Submission and Acknowledge

You are about to submit your product report.

I understand that I will be required to wait 6 weeks from the time
that Ifile or update my product report before I can sell these
products. T acknowledge that submission of my product reports

does not indicate Ministry approval of the submitted products and
that I am still subject to enforcement actions from Health
Authorities, should my products be in non-compliance with the E-
Substances Regulation.

Last Update: April 18, 2023

7. Click Confirm to submit the Product

Report.
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Delete Product Report

Retailers can now delete a product report if it was submitted in error. The purpose of this section is to reduce the number of
duplicates submitted into the application.

Note: The purpose of this section is NOT to manage your product lists, but rather to correct anything that may have been
submitted in error. If you delete a product, you will NOT be able to submit a sales report for that product.

By deleting the product report, you will delete all products that were included in that submission.

@ 5o | E-Substances Reporting Application Having Trouble?Get Help 1. Click Product Reports to review your
previously submitted product reports.

You have outstanding product reports that need to be submitted
@ You need to submit product reports for all locations listed in the "Locations without Product Reports" section of this page. Click the
"Submit Product Report” button to begin your submission.

As a business owner who sells or intends to sell E-substances in British Columbia, you are required to provide product information reports for each

tricted E-substance you intend to sell. Product reports must be submitted at least 6 weeks prior to selling a restricted E-substance at retail.
O Product Reports ©

’roduct Report must include the following information for each restricted E-substance that will be sold from the sales premises:
O @ » Product Type (100 characters limit)
« Brand Name (40 characters limit)
(8) 5 » Product Name (100 characters limit)
s Manufacturer Name (50 characters limit)
» Manufacturer Contact Person (Optional, 50 characters limit)
» Manufacturer Address (160 characters limit)

sldanuiacurer Phone (Extension should e written as follgy S S » 0 )
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2. Inthe Product Reporting screen,

scroll down to the table titled Product
In this section, you can review the product reports that you have submitted. When you select "view” you can review and delete specific submissions.
Note: the purpose of this option is to delete products that were submitted in error. If you are no longer selling a product, please do not delete the Re po rt Su bmiSSions.

product from the list, as you will be required to report on it for your sales report in that current year. X .
This table shows all of your previously
submitted product reports.

Product Report Submissions 2.

Product Report Submissions

Vou have submitted 2 product reports 3. Click View to look at the report that
¥ Download csv % View Fullscreen you W0u|d Iike to reVieW_
Submission Date Products Submitted
e A 4 3' Vie
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& Cancel 4.

4. Click Cancel to return to the previous
Delete Products in Submission

screen.
On this page, you can review and delete a product report. If you have submitted this product report in error, or you have accidentally 5 . Cl |c k Down Ioa d CSV to d own | Oa d th e
D resubmitted your entire list of products (instead of just the new ones), you can select “delete” and upload a new product report that
contains the correct information. Please note that this will delete the product report from all locations that are currently attached CcSv fl | e fo r th i s su b m |SS i on
toit. '

The purpose of the file download
. g option is only to review your
Products in this Submission

415 products found, submitted on February 1, 2021 9:50 AM 5 Lb Download CSV SmeISSIOn |n EXCG'.

Type of product Brand name Product name Manufacturer’s name Manufacturer Contact Manufacturer's address Manu
_______ TANCE JAPELLO SALT n e 223 H a
BST. TG SALT n Poun k ovin el ver H n a 90523
TANC T T N joel Verberg 233 H a 90523
T T T & = oel ve 423 H n A4 90523
SUBS TG SALT p Dvine e 423 H n &
Srows ¥ 2 > >
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6. Click Delete to delete the product

report.

Note: This action will delete the
product report from all locations to
which it applies.

All Locations
o Affected locations () Not Affected Locations

1/6 locations affected

Doing Business As Address City Postal Code Health Authority
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7. Click Confirm, to delete the report.
Note: If you delete a product report,
you will NOT be able to submit a sales
report for the products that were
deleted.

Confirm Deletion of Submission

You are about to delete these products

I understand that this action is final and confirm that I am deleting
the products above. Locations that were using these products will
no longer have them listed.
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The Product Report is no longer in
your list of submitted product reports.

Product Report Submissions

In this section, you can review the product reports that you have submitted. When you select “view" you can review and delete specific submissions.
Note: the purpose of this option is to delete products that were submitted in error. If you are no longer selling a product, please do not delete the
product from the list, as you will be required to report on it for your sales report in that current year.

Product Report Submissions
You have submitted 2 product reports

¥ Download CsV %% view Fullscreen
Submission Date Products Submitted

April 10, 2023 2:43 PM 3 View
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Manufacturing Reports

As a business owner, if a retailer formulates, packages, re-packages, or prepares restricted e-substances for sale at your sales

premises, you are required to provide information about those e-substances. Manufacturing Reports must be submitted at
least six weeks prior to selling the e-substance at the retail location.

A Manufacturing Report must include the following information for each e-substance that will be sold from the sales
premises:

« Name and contact information of the manufacturer of each ingredient

« Both the common and scientific names of each ingredient, unless one of these names is not available from the
manufacturer

If your business manufactures e-substances for sale at your sales premises, then you are required to submit Manufacturing

Reports for those products. This section will provide details on the process for submitting a Manufacturing Report for your
products.
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Submit Manufacturing Reports

1. If you manufacture products, you
must update the location of your

I r———— business that manufactures the

S— product. Click My Business.

2. Edit the location that manufactures

Type of Location Address/URL Creation Date Doing Business As status the prOdUCtS.

@ My Business 1 Business web page Update Business Details

O nNOI @

0 ® - 7 5]
> 1 [ ] 7 s}
1 [ 7 8]

3. select Yes.

Edit Business Location

Please state your type of location

Note: If you believe you have
incorrectly been asked to enter a
Manufacturing Report, return to the
p ' “My Business” section and confirm
— that you have answered No.

_) Physical

The name this location is doing business as Businesss URL * Please note that your website must be age restricted

CGI www.chloeuattestonnewdb.com

Do you produce, formulate, pack? ckage or prepare restricted e-substances for sale from this sales premises?*

O 3.

No

Cancel
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4. Click Submit Manufacturing Report.

Manufacturing Report .

You have outstanding manufacturing reports that need to be submitted

To submit your manufacturing report click the "Submit Manufacturing Report” button.

If you forgot to specify that you manufacture at any locations, you need to go back to My Business and edit the location
information.

& Back to My Business
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Complete a Manufacturing Report

Manufacturing reports must be entered manually.

5. Enter the information requested in

the form. If you have additional
You are required to enter this information manually. This section only applies to retailers that formulate, package or re-package e- | n g red ie ntS Cl | Ck Ad d In g red ie nt

D substances for sale from their retail location. If you believe this does not apply to your business or any of your locations, please return to
the business details section and select “No” on the question “Does your business formulate, package or re-package e-substances for
sale in your retail location?”

Add Manufacturing Report

1. Name and contact information of the manufacturer of each ingredient.
Both the common and scientific names of each ingredient, unless one of these names is not available from the manufacturer.

Product Name

Ingredient name Scientific Name

Manufacturer Name Manufacturer Address

Manufacturer Email Manufacturer Phone
© 5
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2. Location Information 6. After adding all ingredients, select the
Please zelzct the location(s) that this ﬂ‘!é"lJ“é:!Jrlﬁ; report applies to |Ocations.
+2 view Fullscreen 7. Click 5ubmit.

B Type of Location Address/URL Email Address Phone Number
6 attestonnewdb.com VU@ Cai.com 250854266
O T 4660794
D egen 2, | m < 4
5r

2
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8. Acknowledge that you agree with the
required waiting period before selling
the e-substance.

9. Click Confirm.

Confirm Your Submission and Acknowledge

,-

submit your manufacturing report along with the Notice
-substances. Once your Manufacturing Report has
been submitted, you will receive a
confirmation stating “Your
Manufacturing Report has been
uploaded.”

You are about t
of Intentto sell e

I understand that I will be required to wait for 6 we

eks from the
time th& 8 rupdate my manufacturing report befo

ore I can sell
my product.
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Submitted Manufacturing Reports 10.Retailers can review their submissions
in the Manufacturing Reports section
of the BCER by viewing the
Manufacturing List table.

Manufacturing List

% w View Fullscreen

Product name Submitted Date Locations

vapel Feb 28, 2022 i

<
T
=

Srows -
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Delete a Manufacturing Report

Retailers can delete a manufacturing report if it was submitted in error. The purpose of this section is to reduce the number of
duplicates that are submitted into the application.

o The purpose of this section is NOT to manage your manufacturing lists, but rather to correct anything that may
have been submitted in error.

1. To review your previously submitted
i = Manufacturing Reports, click

You have outstanding manufacturing reports that need to be submitted

.
To st your manutacarin eporeclick he “ubmie Manafacuriog Repor b, Manufacturing Reports .

(o) o) If you forgot to specify that you manufacture at any locations, you need to go back to My Business and edit the location
information.
@ & Back to My Business
QO Manufacturing Reports 1 As a business owner, if a retailer formulates, packages, re-packages or prepares restricted E-substances for sale at your sales premises, you are required
to provide information about those E-substances. Manufacturing reports must be submitted at least 6 weeks prior to selling the restricted E-substance
at the retail location. A Manufacturing Report must include the following information for each restricted E-substance that will be sold from the sales
o) premises. Name and contact information of the manufacturer of each ingredient, both the common and scientific names of each ingredient, unless one

of these names is not available from the manufacturer:
« Ingredient name
« Ingredient scientific name
« Manufacturer's name
« Manufacturer's address
« Manufacturer's phone number
« Manufacturer's email address

IFany of the above information changes for a restricted E-substance product, the business owner must report this change to the Ministry within 7
days of selling the changed product.
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2. On the manufacturing reporting
SR R 2. screen, scroll down to the Submitted
Manufacturing List ManaCturing Reports table.
wo Ve tuiren This table shows all your previous
Product name Submitted Date Locations prOdUCt report SmeiSSionS.
3 — 3. Click View for the report you want to
review.
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Manufacturing Report

= 2 View Fullscreen

Product name Ingredient Name Scientific Name

Cigarette Nicotine Nicatine E-Juice

Manufacturer Name

Manufacturer Address Manufacturer Email

1516 blanshard st Victoria VBV8WI ejuice@test.ca

Manufacture

1234567890

Last Update: April 18, 2023

A screen displays showing the
submission details: product name,
ingredient name, scientific name, and
manufacturer name with address,
email address, and phone number.
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Retailer Location

Address

Email address

Phone number

If persons under 19 are permitted on sales premis

Regional health authority the sales premise is located in

Do you intend to manufacture any e-substances that will also be for
sale at this location

456 Test 5t

vapetest@test.ca

123-456-7890

No

Island

Yes

attached.

Last Update: April 18, 2023

4. Review the retailer location details to
which the manufacturing report is
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Retailer Location

Address

Email address

Phone number

If persons under 19 are permitted on sales premis

Regional health authority the sales premise is located in

Do you intend to manufacture any e-substances that will also be for
sale at this location

123-4th Street Vancouver, BC

tim_test@gmail.com

6047556666

Yes

Yes

@ Delete

Last Update: April 18, 2023

5. To delete the manufacturing report,
click Delete.
Note: This action will delete the
manufacturing report from all
locations to which it applies.
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Delete Manufacturing Report

You are about to delete this ma"ufaczuring report

I understand that this action is final and confirm that I am deleting
the manufactured products above. Locations that were using these
products will no longer have them listed.

Cancel 6.

Last Update: April 18, 2023

6. After you click Delete, you will be
asked to confirm that you wish to
delete the report.

Note: If you delete a manufacturing
report, you will NOT be able to submit
a sales report for the deleted
products.

Page 79 of 98



BRITIsH | Ministry of
COLUMBIA | Health

BC E-substances Reporting (BCER) User Guide

Submitted Manufacturing Reports

Manufacturing List

» % View Fullscreen

Product name Submitted Date

Locations

Srows w

The Manufacturing Report is no
longer in your Manufacturing List.

Last Update: April 18, 2023
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Sales Reports

Prior to January 15th of each year, business owners must report the vapour product sales that have occurred during a
specified reporting period. For each type of vapour product sold, a business owner must report:

o Number of containers and cartridges sold, grouped by brand name and product name
o Volume (in mLs) of restricted e-substance in the product
o Flavour, if the e-substance in the product is flavoured

Sales data must be submitted annually, based on data collected during the reporting period of October 1st of the previous
year to September 30th of the current year. For example, from October 1, 2022 to September 30, 2023. The due date for
submitting Sales Reports is January 15th of every year.

© 1. When you are ready to submit your sales report, click the Sales Report option of the
database.

© . : . . :
The BCER requires retailers to upload a CSV file for each business location. All sales for a

I ® specific location must be uploaded in one CSV file. Once a report has been submitted,

retailers may submit a new report for that location if the intent is to fix an error as the

O = Re Q) new report will replace the previously submitted report for that location.

O G/

O sales Reports 1.
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Sales Report Template

Businesses are required to upload a CSV file of their sales report for each location and must include a line item for each product
they have sold during the reporting period.

The Tobacco and Vapour Products Control Program has developed the following CSV template that businesses can use to
support their sales report submissions. This file can be downloaded from the system.

o

vaping-reg-sales-re
port.csv

The CSV template distinguishes between containers (which are restricted to a maximum of 30 mLs) and cartridges (which are
restricted to a maximum of 2 mLs). If an e-substance is only sold in either a container or cartridge, the retailer may leave the
other column blank.

The UPC column is optional for businesses.

If a retailer chooses to use their own CSV file, they must ensure that the following headers are included:
e Brand name

e Product name

e Nicotine Concentration (optional)

e Cartridge capacity

e Container capacity

e Flavour

e UPC code (optional)

e Number of containers

e Number of cartridges sold
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Submit Sales Report

1. To submit a sales report, click Select

Sales Reports for the location for which you want to

As a vapour product retailer, you must submit a Sales Report for location{s) that you have listed. You must submit 1 Sales Report per su b m It a repo rt'
location by uploading a CSV file. To submit a Sales Report, click on the "Select” button in the table below for the location that you would . .

D like to submit. The deadline to submit your Sales Reports is January 15, 2023, for the reporting period of October 1, 2021 - September 30, NOteo YO u may Su b m |t a Sa I es Repo rt
2022.

at any time between October 1 and
January 15.

2. Review the status of your Sales Report

Haslsts Focetiues for each location by reviewing the

i e Status column in the Sales Reports

= 3. table.

Dk nneiAs. MM Aiieae)  Timees Status 3. If the location for which you are
submitting a Sales Report for is not
listed, search for it using the Search
bar at the top-left of the table.

4. If you have more than five locations,
you can navigate through the pages
using the arrows and page numbers

4. R at the bottom of the table.

Outstanding Sales Reports

2022/204 2. @ Not Submittad 1.

Test Location 7 5t. Andrew Physica 2022/2023 ® nNot Submitted Select
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Upload Sales Report for location
Vape Test, 1515 Blanshard St
Upload Sales Report

If you already have an existing file, you can upload )~ qd then matching the heading to match the report requirements.

(Download Sales Report CSV template) 5

1. Upload file from your device

Drag your Sales Report here, or browse from your device. 6.

Supported: csv

Last Update: April 18, 2023

Once you have selected the location
for which you want to submit a
report, the address and Doing
Business As name are listed in the
top-left corner.

. Download a copy of the Ministry-

provided CSV template by clicking
Download Sales Report CSV
template.

. To upload your report, drag and drop

the sales report from your computer
into the Upload section, or click
browse from your device to find and
upload the file.
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Required field in our system

Product Name

Concentration (mg/mL)

(optional)

Container Capacity

Cartridge Capacity

Flavour

UPC {optional)

Number of Containers Sold

Number of Cartridges Sold

Cancel 8. ]

Map Your Provided CSV Headers

Field from your CsV file

Please Select v

Product Name -

Concentration (mg/mL) (options.

Container Capacity -
Cartridge Capacity -
Flavour -
UPC (optional) -

Number of Containers Scldw

Number of Cartridges Sold «

Map Headers

Last Update: April 18, 2023

7. After uploading your report, you must
map the Required field in our
system (left) to the Field from your
CSV file (right).

8. Once all the headers have been
mapped, click Map Headers.

Page 85 of 98



BrrTIsH | Ministry of

oLt | Rl BC E-substances Reporting (BCER) User Guide

Eoeurc 10 After the headers have been mapped,
you can see the uploaded file.

Upload Sales Report fo location 9. To return to the previous page, click

Vape Test, 1515 Blanshard St

Back.
oo Sl 10.To cancel your submission, click
If you already have an existing file, you can upload here and then matching the heading to match the report requirements. C
(Download Sales Report CSV template) anCE|.
1. Upload file from your device 1 1 .TO proceed and flnallze the upload fOI’
vaping-reg-sales-report-test.csv X .
Yopur ?:SVgﬁ!e has l:ee:‘tmapped successfully. Click next to complete upload and confirm your entries. yo ur repo rtr Cl ICk NeXt-

Replace with new upload

- J
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€ Cancel 12.Complete your sumission by clicking

Confirm Submission.
Upload Sales Report for location

Test, 1515 blanshard

2. Review Submission
You are going to submit Sales Report for this location:

Test, 1515 blanshard

Sales_MA instead.csv

Please carefully check the information before selecting "Conflrm Submisslon”.

l Back 12. Confirm Submission
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13.Acknowledge that you want to submit
your sales report.
14.Click Confirm.

Confirm Your Submission and Acknowledge

You are about to submit your sales report

I confirm that I am submitting my sales report for all vapour
products sold from this location for the reporting period of
October 1, 2021 to September 30, 2022. I understand that if I
submit a new Sales Report for this location, that all previougly (75
submitted Sales Reports for this location will be replaced.
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15.Click Return to my Sales Reports to
return to the main Sales Reports

page.

Thank you!
Your Sales Report for 1515 Blanshard St has been submitted.

15. Return to my Sales Reports
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Replace Sales Reports

You can replace any previously submitted sales report.

Note: If you choose to replace a previously submitted Sales Report, the new report will delete any previous Reports associated
with that location for the reporting period.

1. From the main page of the Sales
Reports section, scroll down to
pusiness Locarions Submitted Sales Reports.

Submitted Sales Reports 1.

You have 4 retail location(s) that have submitted a Sales Report

1f you would like to update the Sales Report, please click “Select” for the location that you would like to updats. Note: updating your Sales Report will replace any 2. Cllck Select for the |Ocat|0n for Whlch
reports that were previousfy submitted for this location and reporting period. You may download a copy of your submitted report by selecting the download button
beside ‘Select” you want to submit a new Sales
Q 3 2 View Fullscreen Report
Doing Business As  Address/URL Type of Location Timeline Status

2022/2023 - 2. a
202272023 ® Submitted
2022/2023 g Submitted
TestLocation 7480 Road 5 Physical 2022/2023 ~ Submitted

Srows v
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€& Cancel

Replace Sales Report for location
FakelLocation, 199 Valerie Lane, Gold Bridge, BC
Upload Sales Report

If you already have an existing file, you can upload here and then matching the heading to match the report requirements.

(Download Sales Report CSV template)

You are choosing to update the Sales Report for this location. This will replace all information that was previously
submitted for this reporting period. Please ensure that you are uploading all sales for this location.

1. Upload file from your device

Drag your Sales Report here, or browse from your device. 3.

Supported: csv

3. Drag and drop the Sales Report from
your computer into the Upload
section, or click browse from your
device to find and upload the file.

If you are uploading your own file,
ensure that you have correctly
mapped the headers.

Last Update: April 18, 2023
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PR 4. You will receive a message that your
file has been uploaded.
5. Click Next.

Replace Sales Report for location
FakeLocation, 199 Valerie Lane, Gold Bridge, BC
Upload Sales Report

If you al an existing file, you can upload here and then matching the heading to match the report requirements.
{Downlo s Report CSV template)

You are choosing to update the Sales Report for this location. This will replace all information that was previously
submitted for this reporting period. Please ensure that you are uploading all sales for this location.

1. Upload file from your device

vaping-reg-sales-report-test.csv X
Your CSV file has been mapped successfully. Click next to complete upload and confirm your entries. 4
Replace with new upload

| Back 5. Next

Last Update: April 18, 2023 Page 92 of 98



BRITISH Ministry of
COLUMBIA | Health

BC E-substances Reporting (BCER) User Guide

Replace Sales Report for location

FakeLocation, 199 Valerie Lane, Gold Bridge, BC

2. Review Submission
You are going to replace a previously submitted Sales Report for this location:

FakeLocation, 199 Valerie Lane, Gold Bridge, BC

vaping-reg-sales-report-test.csv

your new submission will be kept.

Please carefully check the information before selecting “Confirm Submission”.

Back

Please know that all the previously submitted records for this location and reporting period will be overridden, and only

6.

7. Confirm Submission

6. A warning displays indicating that any
previously submitted Sales Reports
for this location will be replaced.

7. Click Confirm Submission.
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8. Acknowledge that you understand the
previous report will be replaced and
that you wish to submit your report.

9. Click Confirm.

Confirm Your Submission and Acknowledge

You are about to replace a previously submitted your sales report

I confirm that I am submitting my sales report for all vapour
products sold from this location for the reporting period of
October 1, 2021 to September 30, 2022. I understand that if I
submit a new Sales Report for this location, that all previously
submitted Sales Reports for this location will be replaced. 8.
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A confirmation message confirming
that your Sales Report was submitted
will display.

Thank you!
Your Sales Report for 1515 Blanshard St, Victoria, BC has been submitted.

Return to my Sales Reports
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Frequently Asked Questions (FAQ)

The FAQ button is located at the top-right of the screen and is accessible from every page.

Having Trouble? Get Help 1. Filter the list of questions by
searching using keywords or a
question.

2. Clicking the question will open the
answer below it.

Frequently Asked Questions

g

I forgot my BCelD login for my account. Can I send an email for you to reset it?

~

> Ca@addm| 2, sers on one BCelD account?

v

How do I change details about my business?

~

What should I do if I enter my location more than once?

v

How do I renew my Notice of Intent (NOI) for multiple locations?

v

How do I update my location information after I submitted or renewed my NOI?

v

Do I need to upload my product report as a single file?

v

How do I submit a sales report for multiple locations?

v

Can the BCER Data Portal identify duplicate products?
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Appendix 1: Support

For technical support in submitting your Notice of Intent, Product Report, Manufacturing Report, or Sales Report, send an email
to: vaping.info@gov.bc.ca.

Further information on the E-Substances Regulation and information for retailers is available on the B.C. Laws website:
https://www.bclaws.gov.bc.ca/civix/document/id/oic/oic_cur/0426_2020.
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