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Definitions

1. New User: Users are defined by the email address used to create/register an account. If an email account
has not been used to create an account, that email account is considered a new user.

2. Existing User: A user/email account that has been used to register a user and can log into the Vendor Portal
without going through the registration process. An existing user will enter their email address and password
created during the registration process.

3. Access Code: A code issued by CDPH/WIC for the purpose of identifying user(s) authorized to create new
user accounts for a specific contract ID. New user accounts will not be created for contract ID’s unless a valid
access code is entered.

4. OKTA: a security application that uses multi-factor authentication to verify a user’s identity. For example,
verification codes will be sent to a user’s email account each time a user logs in. The verification code must be
entered into the Okta / Vendor Portal log in screens before the user will be allowed access to the portal.

Portal Timeline

Features of the Vendor Portal will be rolled out in phases and vendor alerts will be sent out to the vendor
community when a new feature is released. The following table will be updated as the phases and timeline are
developed.

Phase 1 December 2022 VWIX will no longer be available.

Vendor Portal Feature Available:
Account registration for users
View MADR rates

Help and Support
CA WIC Vendor Help Desk

Phone: 800-224-7472, option 2
Email: WICVendorinfo@cdph.ca.gov
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1. Access Code for the Vendor Portal

CDPH/WIC will assign an access code to each vendor contract identification number (ID) for use in the account
registration process. The access code will be sent to the email address on file with CDPH/WIC.

Note: The Access Code will be assigned to the Contract ID and NOT to the Vendor ID.

If you have multiple stores under a single contract ID, you will receive only one access code. This access code
will be used to register users for all stores under the contract ID.

If you have multiple contract ID’s, then you will receive multiple access codes. You will use the appropriate
access code to register users for each store. You will register users for each store by entering the access code
assigned to the store’s contract ID.

The table below provides examples for clarification:

One Access Code will be sent and One Access Code will be Two Access Codes will be sent.
used for all stores under the sent and used for the store | One Access Code will be used for
contract ID. under the contract ID. the stores under each contract ID.

Owner
Owner Owner

1
Contract
Cor:’lc)ract D Contract Contract
ID ID
T 1
Store
l Store Store l Store l Store l Store l Store

*This table is for clarification purposes only and is not intended to capture all possible scenarios.

kil

]

CDPH/WIC will send the Access Code(s) to the email address you have on file with us. This access code will be
used each time you register a new user / email address for a contract ID.

Once you have registered a new user/email address for a contract ID, you will not need to enter the access
code again.

However, if you wish to register a new user/email address for a contract ID, you will need to enter the access
code. Please make note of your access code(s) for future purposes.
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1.1 | Did Not Receive My Access Code, What Do | Do?
The access code for your contract ID(s) will be sent to the primary email address on file at CDPH/WIC.

If you did not receive the access code to create/register your email address as a new user, contact your Vendor
Consultant: Phone: 800-224-7472, option 2 or Email: WICVendorinfo@cdph.ca.gov

Before contacting your Vendor Consultant, please check your Spam or Junk folder.

1.2 | Received my Access Code, now what?

If you have received your access code(s), you may begin the new user account creation process. Proceed to section, 2.1
How to Log on to the Vendor Portal — Creating a New User Account in the Vendor Portal in this user guide and following
the steps.

You will register your email with Okta (CDPH/WIC’s security system) by completing steps 1-3 in section 2.1. You will then
wait 5 business days for your account to be activated.

Once you receive notice that your account has been activated, you may log into the Vendor Portal as an existing user.

Follow in instructions in section 2.2.

2. Accessing the Vendor Portal

2.1 Creating a New User Account in the Vendor Portal
If you have never logged into the vendor portal, you will need to register for a new user account. You will need
to create a new user account for each email address you want to use.

STEP 1 e k)R 02 i@
Mew Tab Carl+ 1
Clear your web browser New window Ctil+N
cache and cookies: New Incognito window
Histony L
1. Open your web browser — —
(EX. GOOgIE) Bookmarks ¥
_ Zoom 100% e
2. Click the three dots at - .
the upper right corner & | - -
na.. [ -
Select “More tools” N .
SAVE pAge A5, trl+5 Mare tools =S e
"« . . = Edit Cut Copy Faste
3. SeleCt Clear brOWS|ng Mame window...
” Settings
data Clear browsing data... ng:ﬁel Help b
Extensions
Exit
T35k miamn Aqer Shift+Ese
Developer toals Chrl+Shift+] h Managed by your organization
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4. Then select:

- Cookies and other site
data

- Cached images and
files

5. Click the “Clear Data”
button

The steps and processes
may vary depending upon
the web browser.

Clear browsing data

Basic Advanced
Time range  Last hour -
D Browsing history
12 items
D Download history
MNone
Cookies and other site data

From 10 sites - e

Cached images and files

Begin Logging in to the
WIC Vendor Portal
Website:

address into your web
browser:

https://wicvendor.wic.ca.
gov/VendorPortal/

2. Select “Login”

Less than 320 MB
D Passwords and other sign-in data
MNone e
— Autofill form data l >
STEP 2
&« C & wicvendor.wic.ca.gov/VendorPortal/ = 0

1. Enter the following web

CALFORMNLA .'

WIC

WOMEM, INFAMTS & CHILDREM
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STEP 3
Sign up as a New User

Complete this step if you
Do Not have a user
account for the Vendor
Portal or if you are setting
up a user account with a
different email address.

1. Select “Sign Up”

Sign In

Lisername

‘ Flrase arter 3 Lsamanna

Fassviord

0 Ficase eroor a passwoed

T murrseriin imm

[ Dt Parss an Acconinl? Sign wi ] _ a

2. Enter
a. Your email address
b. Password
c. Your first name
d. Your last name
e. Access Code:

provided to you in
an email from
CDPH-WIC (refer to
Section 1)

f. Store Ownership
Name (the legal
entity)

g. WIC Contract ID
Number

3. Click the “Register”
button

Create Account

‘ Ernail *

‘ Password *

‘ First name *

‘ Last name *

‘ Access Code *

‘ Store Ownership name *

‘ WIC Contract ID Number *

* indicates required field

_e

Back to sign in
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The Verification Email
notice will appear after the
“register” button is
pressed.

LF N
B Bumlicebeaitn

@

Verification email sent

To finish signing in, check your emai

Back to sign in

4. Go to your email
account and locate an
email from “Okta”.
Subject Line: Activate Your
California WIC Vendor
Portal Account.

Open the email to activate
your vendor portal
account.

5. Click the “Activate
Account” button in the
email.

You will be redirected to
the WIC Login page after
the “Activate Account”
button is selected.

Subject Line:
Okta Activate Your California WIC Vendor Portal Account -*= @

WIC Vendor
Welcome to the California WIC Vendor Portal!

Ta verify your email address and activate your account, please click the following

link:
[ Activate Account J = e

For questions regarding the Vender Portal enrollment process, please contact the

WIC Vendor Portal Help Desk at (B00) 224-7472 option 2.
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6. Click the “Login”
button.

CALFORMIA, .

WIC

WOMEN, INFANTS & CHILDREN

& P;d.:l.ll:h wmd

7. Click the “Send me the
code” button. Go to your
email account to get the
code.

Verify with Email Authentication

Send a verification code to Main Vendor Email

Send me the code
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8. Go to your email
account and find an email
from “OKTA”.

Subject Line: One-time
verification code

Open the “One-time
verification code” email
and locate the verification
code.

*Check your Junk/Spam
folder if you do not see the
email in your inbox

Subject Line:

One-time verification code - California WIC Vendor Portal - Action Required: One-time verification code

California WIC Vendor Portal
time verification code

Action Required: One

Hi Bonnie,
You are receiving this email because a request was made for a one-time
authentication code. Please return to the California WIC Vendor Portal and enter

the following code where requested

Please enter the following code for verification:

Cram ) o

For questions regarding the Vendor Portal enrollment process, contact the
California WIC Vendor Portal Help Desk at (800) 224-T472 option 2.

=0

9. Enter the one-time
verification code from the
OKTA email into the
Verification Code field.

Click the “Verify” button

Verify with Email Authentication

A verification code was sent to
- . Check your email and enter
the code below.

Haven't received an email? Send
again

Verification code

774888

[+/| Do not challenge me on this device for the
next 7 days

Verify
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WAIT 5 business days

RECEIVE an email your
account is ready to use
(activated)

It will take up to 5 business days for your user account to be activated after
registering with OKTA.

You will receive an email notifying you that your user account has been activated.

Once your account has been activated, you may log into the WIC Vendor Portal.

10. Enter the Vendor
Portal address into your
web browser:
https://wicvendor.wic.gov/
VendorPortal

Select “Login”

<« C @& wicvendorwic.ca.gov/VendorPortal/ <=

o
CALFORMNIA .'

WIC

WOMER, IMFAMTS & CHILDREM

The Vendor Portal home
page will appear after the
“Login” button is selected.

- O & wicvendoes whe s gonVeencdarort sl b s Bempiate e |

(I

wic e
mm Latest Announcement:
EEEEE— Wekisras 15 Ihe Ao Calferria WO Vendat Paital
Posted; 10/01/2022
WVEMDOR RESOURCES View Maximum Allowable
WEEI ot (MADE) COMBMG SO0N CrMING SO0N COMMNG SO0H

COMMG SOON COMBG SO0N

ADDITIONAL NFORMATION  Vendor Porial = Usar Guide

Wangdor Alwrts

COPHWIC Wabnile

For asshitance, contact the WiC Vendor Help Diesk
Al [855) B42-THET o WIS WVenooriniogoap ca gow
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2.2 Logging into the Vendor Portal as an Existing User

Step 1

Begin Logging in to the
WIC Vendor Portal Website:

1. Enter the following web
address into your web
browser:
https://wicvendor.wic.ca.gov
/vendorportal/

2. Select “Login”

C

& wicvendor.wic.ca.gov/VendorPortal/ -0

CALFORMIA .'

WIC

WOMEM, IMFANTS & CHILDREM

The vendor portal Home Page
will be displayed.

You are now logged into the
Vendor Portal.

“ C & wicvendorawic.cagov/MendorPortal/WebForms/Template.aspx
wic #m
& Latest Announcement:
Welcome to the new California WIC Vendor Portal
Postea: to0n2022
(VW PRICR RRNOUNCEWENTS”
VENDOR RESOURCES i i
R bureement (MADR) COMING SOON COMING SOON COMING SOON
Rates
COMING SOON COMING SOON
ADDITIONAL INFORMATION  Vendor Portal - User Gulde
Vendor Alerts
CDPH/WIC Website
For assistance, contact the WIC Vendor Help Desk
al (B55) 8427867 ar WICWendarinlo@cdph.ca.gov
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2.3 Resetting your Password

If you forget your password or want to change your password, perform the following steps.

Step 1

C @& wicvendor.wic.ca.gov/VendorPortal/ - O
Begin Logging in to the

WIC Vendor Portal Website:

CAUFORNIA:

1. Enter the following web
address into your web
browser:
https://wicvendor.wic.ca.gov
/VendorPortal/

WOMEN, INFANTS & CHILDREN

2. Select “Login”

Step 2

1. Select “Need help signing
in” to reset your password.

After you select the “Need
help signing in” link, the box
will display a list of options. Sign In

Lsermame

i Flzase arter a wsamanme

Fassword

D izese erior a passwoed

DIt P an accounl? Sigm s
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Step 3

1. Select “Forgot Password”
to reset your password

After you select the “Forgot
Password” link, you will be
asked to enter your email
address and a reset password
link will be sent to that email
address.

Need help signing in?

Forgot password? - Q

Unlock account?
Help Desk B00-224-7T472 Option 2

Help

Don't have an account? Sign up

2. The “Email Sent!” message
will appear on your screen.

Go to your email account and
follow the instructions.

Email sent! -0

Email has been sent to
with instructions on resetting your password.

Back to sign in
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3. Go to your email account
and find the email from Okta Account password reset - California WIC Vendor Portal -e
" ”

Okta”.

Subject line “Account
password reset — California
WIC Vendor Portal”.

California WIC Vendor Portal - Okta Password Reset
Requested

Hi Bonnie,
Open the email and follow
the instructions. A password reset request was made for your Okta account. If you did not make this
request, please contact your system administrator immediately.

This link will expire in 1 hour.
If the link expires, you will

need to start the process
; (=== ) -o
over.

Click this link to resel the password for your usemame,. \WIC Vendor Email

1 F

If you experience difficulties accessing your account, send a help request to your
4. Click the “Reset Password” SR
button

G0 to your Sign-in Help page, Then click the Request help link.
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5. Enter your new password
twice. Once in the “new

password” field and once in
the “repeat password” field.

6. Click the “Reset Password”
button.

Reset your Okta password

Password requirements:

e At |least 15 characters

* A lowercase letter

« An uppercase letter

e A number

¢« A symbol

¢ No parts of your username

* Does not include your first name

e Does not include your last name

* Your password cannot be any of your |last 8
passwords

New password

Repeat password

Reset Password
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7. Enter your email address as
the username and your new
password.

You can click the “eye” icon in
the password box to make
the password visible or
hidden.

8. Click the “Sign In” button

Sign In

Username

Password

- O - @

|E| Remember me

Need help signing in?

Don't have an account? Sign up
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2.4 Unlocking Your Vendor Portal Account

If you enter the incorrect password too many times, your account will lock and you will not be able to login

until you unlock the account.

Step 1
P C

Begin Logging in to the
WIC Vendor Portal Website:

1. Enter the following web
address into your web
browser:
https://wicvendor.wic.ca.gov
/vendorportal/

2. Select “Login”

@& wicvendor.wic.ca.gov/VendorPortal/

-0

b 4
CALIFORMIA .

WIC

WOMEN, INFARNTS & CHILDREN

Step 2

Sign In

If the account is locked, the (

error message “Unable to

sign in” will appear after your L

n Unable to sign in

unsuccessful login attempt(s).
Username

Password

[ ] Remember me

1. Click the link “Need help
signing in?”

SRIBOBRRIRRRRIRBRRD

Need help signing in?

Don't have an account? Sign up

- 0
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After selecting the “Need
help signing in?” link, a list of
options will appear.

2. Select “Unlock account?”

Need help signing in?

Forgot password?

[ Unlock at:t:c:-urlt?] - 0

Help Desk 800-224-7472 Option 2

Help

3. Enter your email address in
the “Email or Username”
field.

4. Click the “Send Email”
button.

An email will be sent to your
email account. Go to your
email account.

LY )
o) Pusiickianith

Unlock account

Email or Username

-0

Send Email -0

Back to sign in
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5- Flnd a message from Okta 2 Unlock Account - California WIC Vendor Portal - Okta Account Unlock Requested -e
“Okta” with the subject line

“Unlock Account — California

WIC Vendor Portal” Callifornia WIC Vendor Portal - Okta Account
Unlock Requested

Hi

An dccount unlock request was made for your Ckta account. If you did not
make this request, please contact your system administrator immediately.

6. Click the “Unlock Account”
button.

Click this link to unlock the account for your username,

This link will expire after one

hour. If the link expires, you = e

will need to start the process
over.

This link expires in 1 hour.

If you experience difficulties accessing your account, send a help request to
your adminisfrator:

Go to your Sign-in Help page. Then click the Request help link.

After clicking the “Unlock
Account” box the “Account
successfully unlocked!”
message will appear on your
screen.

Account successfully unlocked!

You can log in using your existing username
and password.

7. Click the “Back to sign in”
button.

Back to sign in -0
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Step 3

Your Vendor Portal account is
now unlocked.

Now you need to choose a
new password for current
and future logins.

1. Select the “Forgot
Password?” link

Signn

Username

Password

SRR BRBRORORBRRY

|- | Remember me

Sign In

Need help signing in?

Forgot password? -0

Unlock account?
Help Desk B0O0-224-7472 Option 2

Help

Don't have an account? Sign up
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2. Enter your email address
and click the “Reset via
Email” button.

After you click the button, an
email will be sent to your
email account

The “Email Sent!” message
will appear.

Go to your email account and
follow the instructions
included in the email from
Okta: Subject Line: Password
reset

L ¥
) rutiiczons

Reset Password

Email or Username

Reset via Email = 9

Back to sign in

Email sent!

Email has been sent to
with instructions on resetting your password.

Back to sign in
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3. Find the email from Okta:
Subject Line: Password reset

California WIC Vendor Portal - Okta Password Reset
Requested

Open the email. ,
Hi Bonnie,

A password reset request was made for your Okta account. If you did not make this

CIICk the ”Reset Password" request, please contact your system administrator immediately,

button Click this link to reset the password for your username, bejellT +1@gmail com:

Reset Password
This link expires in 1 ho

If you experience difficulties accessing your account, send a help request to your
administrator:

Go to your Sign-in Help page. Then click the Request help link.

4. Enter your new password Reset your Okta password
twice.

Password requirements:
Once in the “new password”
field and once in the “repeat
password” field.

e At least 15 characters

= A lowercase letter

* An uppercase letter

* A number

« A symbol

* No parts of your username

* Does not include your first name

* Does not include your last name

* Your password cannot be any of your last 8
passwords

New password

5. Click the “Reset Password - o
button.
Repeat password

Reset Password

-0
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Signin

6. Enter your email address as
the username and your new Username
password.

You can click the “eye” icon in
the password box to make

the password visible or i A - e
hidden.

Password

|+ Remember me

Meed help signing in?
7. Click the “Sign In” button

Don't have an account? Sign up

2.5 Deleting an Existing User Account

Contact the WIC Vendor Help Notify CDPH/WIC if:
Desk - Anemail / user account is no longer valid or in use at your organization

You may call or email the WIC Vendor Help Desk:
Phone: 800-224-7472, option 2
Email: WICVendorinfo@cdph.ca.gov
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3. How to View Your MADR Rates

You will be able to view the MADR rates assigned to your user account.

Step 1

Log in to the
WIC Vendor Portal Website:

1. Enter the following web
address into your web
browser:

https://wicvendor.wic.ca.gov
/VendorPortal/

2. Select “Login”

C @& wicvendor.wic.ca.gov/VendorPortal/ -0

CALFORMIA .

WIC

WOMEN, IMFANTS & CHILDREM

Step 2

After logging in, the Vendor
Portal Home Page will
appear.

1. Select the “View
Maximum Allowable
Department Reimbursement
(MADR) Rate” link

Latest Announcement:

WENDOR RESOURCES [

-

COMING SOON

T "
mﬂ MING SOON COMING COMING ™

{MADR) ]cor NG SOQ COMING SOON COMING 500
Rates

COMING S00MN

ADDITIOMAL INFORMATION

Yandor Portal - User Guide

Vendor Alerts

LEDPHWIE Wabsita

For assistance, contact e WIC vendar Help Desk
at (B55) 842-T867 or WICVendorinfo@cdph.ca.gov
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el Flle = Thea 11H20ZZ @
Step 3 wic e
— aximum Allowable Department Reimbursement (MADR) Rates
Sl et G
1. Select the Peer Group by A 0
clicking on the arrow.
A list of all peer groups linked
to your account will appear,
select your choice.
. [ 7 l
2. Click the “Run Report
p 3 _RunReport | Gance |
button T
The MADR report will appear
for the selected peer group. . California WIC Program Page 1 af1
wi C MADR Report
. Peer Group: B2 Full-line grocer w/ 3-5 registers
The report is a PDF document Jonw
Effective Date: 09/22/2022
H ’
a nd Conta Ins a ” the U PC S Generated Date: 11/03/2022
and thelr MADR rates for the Effective Date Peer Group UPC MADR Rate
4 09/22/202 2 Full-| /35 000111103990 3.29
contract’s peer group. wn B2 Fall ine groser w/ -5 regiates L Tosoe!
09/22/2022 B2 Full-line grocer w/ 3-5 registers 00011110585899 0.95
097222022 B2 Full-line grocer w/ 3-5 registers 00011110587305 1.05
09/22/2022 B2 Full-line grocer w/ 3-3 registers 00011110587336 115
09/22/2022 B2 Full-hine grocer w/ 3-5 registers 00011110587374 1.25
B2 Full-line grocer w/ 3-5 registers 000 15400002646 1.35
B2 Full-line grocer w/ 3-5 registers 0085239311578 1.45
B2 Full-line grocer w/ 3-5 registers 0001 1161160397 1.55
B2 Full-line grocer w/ 3-5 registers 0001540016233 1.65
B2 Full-line grocer w/ 3-3 registers 0003B000596827 1.75
B2 Full-line grocer w/ 3-5 registers D004 2400107934 1.85
B2 Full-hne grocer w/ 3-3 registers (0008252010091 1.95
09/22/2022 B2 Full-line grocer w/ 3-5 registers (0009487201812 0.95
09/22/2022 B2 Full-line grocer w/ 3-5 registers 0002663100001 0.95
09/22/2022 B2 Full-line grocer w/ 3-5 registers (078742369259 .95
09/22/2022 B2 Full-line grocer w/ 3-5 registers 00011110821379 0.95
097222022 B2 Full-line grocer w/ 3-5 registers 00028700102718 0.95
(9/22/2022 B2 Full-line grocer w/' 3-5 registers 00048500052013 0.95
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To search for a specific UPC: F"“j

e Download the report 0O0TT 11058 7 305 o

e Open the downloaded

- _ _

There are two ways to
search the report:

1. When a PDF is opened in H.E'IJI!'E'-E! WI th

the Acrobat Reader (notin a
browser), the search window
pane may or may not be
displayed. To display the
search/find window

pane, press "Ctrl+F at the
same time.

ok RunReport (2).pdf %

2. If the Search icon is

available, click the icon.
 -°

3. Once the search pane
appears you may enter the
UPC number into the Search

ifi " California WIC Program Page 1ol
-
Pane to locate a specific UPC. | =
- ALADR Repurt
wl -.:"_h,_: Teer Govup: B2 Full line grover w!' 3-5 segisters
Effective Date: 92102012 e

Cirenwrared Date: 110372022

Elecdive Thaie Teer Gruup Loe MATE Rade

L Dt dee) BT Fudl-line proeer w35 qersem 0oL 11039807 i

3202 B2 FUll-line gnocer W 50 feFener (UL 8§ b Dextjo} -2 09

720 BT Fdl-ling o w33t ML 110587305 105

e D ) BT Full-line procss w35 fegasnen (Lo R b latrEE] ] 115
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