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System Requirements:

All that is required is an Internet Browser.
We support most common browsers:
Internet Explorer 8, 9, 10

Mozilla Firefox 15, 16

Safari 5.1.4

Google Chrome 23.0.1271, 26.0.1397.2
Opera 9.6



Contents

=Tt T T A=Y [T Ty o = 1
WAL IS WED SEOI@FIONT? ...ttt et ettt s bt e st et eesneenans 1
HOW dO | DECOME O rEQISLEIEU USEI? ... eeee et e et e e ettt e e ettt e e e st e e e e ttaaessstaassasesanssssaeensees 1
Where do | GO t0 ACCESS WED STOrEFIONT? .........eeeeeeeeeeeeeeeeeeeeeetee e et te e e et aeettaeestasaessssaaessssaesssseaaennns 2
L L L= B =2 SRSt 3

SECLION 2: BASICS cuuvunerieeiiiiiiiiinnieeiiiiiiiiiiitetiiiiiiiintiteeiiiiisssmteetissiissstteeetsessssssstteesssssssssssstsesssssssssssnaesssns 5
How do 1 10g in to the Site fOr tRE firSt tIME?P........c....uueveeeieeeeeeeeee ettt e ettt e e e e e e st e e e e e e s esraranaaas 5
Are there PASSWOIA FEQUITEIMENTS? ............uueeeeeeeecieeeee e ettt e e e e e ettt e e e e e et ttaa s e s e e eeesstsssaaaseeasssssssesaseeaaas 6
WRGALE IS TNE HOMIE PAGE?P.........eeeeeeeeeeeeee ettt e e e e ettt a e e e e e e ettt aaaeeeaassssasaaaeeeassssanaaaseaasinsses 7
How do | create or change my Security GQUESEION OF ANSWEI?..........cccccccuueeeeeeeeeiieiireeeseeeessissesaseeesssirssenesas 8
WHhGL if | FOrget MY PASSWOIT?......ooo.eeeeeeeeeeeeeee ettt e e et e ettt e e ettt e e e ettt e essssaassstasasssasaesasseaessssenansnes 9
HOW dO | ChANGE MY PASSWOIT?P........eeeeeeeeeeee ettt e ette ettt e e ettt e e e st e e estteaeestteaeesaseaaesssnasenssenansnns 10
L L YV Y elol Y L L o SRS 12

Section 3: Placing @n Order.......ccviiiiiiiiiisiiiiiiissssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnns 17
What items can [ Order tRrOUGR WSF? .........o...eeeeeeeeee ettt e e e ettt e e e e e e sttt e e e e e esiassseaaaaeaaas 17
How do I locate and order G SPECIfIC IEEMI? .......ccc..eeeeeeeeee ettt e ettt e e e e e e et a e e e e e e saasenae s 17
How do | check out and PlaCe MY OFAEI? .........coooeeeeeeeeeee ettt a e e e e e a e e e e e s aseeaa s 21
How do | know if my order has been placed, approved, or declined?...............cccceeeevereeecieeesiieaeesieeannns 27
22tV A0 [oX W o) o Tol=e I ToTu o= gl o [-1 o ARSI SNS 29

Section 4: Ordering for More Than ONe Site........cccceeerrrrrrrrrssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnne 31
How do | order for More thAn ONE SIt@?............uuecueeeeeciieeeeeeeeeeeeeestte e e s tte e et teaeesteaeessaeasssseaeessseaeennns 31

GlOSSANY..uuuuiiiiiiiiiiiiisissssisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnnnsnnnnns 41










Section 1: Welcome

This section will answer the following questions:
v" What is Web StoreFront?

v" How do | become a registered user?

v’ Where dol| go to access StoreFront?

v' What if | need help?

What is Web StoreFront?

Web StoreFront (WSF) is an online website where you can order California WIC products such
as brochures, posters, forms, DVDs and related items for your WIC Sites. You may not order
materials to be delivered to non-WIC Sites.

You can:
e Browse and search through a catalog of products.
e Place your order using online checkout process.
e Check your order history at any time.

How do | become a registered user?

Before you may access WSF, your WIC director must submit a “Web StoreFront Access and
Update” form to the State WIC office. This form will be used to set up an account for you as a
registered user who is authorized to order materials for your WIC Local Agency. Questions
regarding this form, including how to obtain a copy, can be directed to the State WIC office at
(916) 928-8611 or CDPH_CPMU@cdph.ca.gov.

The State WIC office will register you with the following information: first and last name, Local
Agency name, Local Agency and Site numbers, shipping address, phone number, email address
and information for any additional Sites for which you order. Each Site may have no more than
2 registered users who will order materials. Once registered, you will receive an email
notification from the WSF Administrator with your User Name and a temporary Password.

WIC
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California WIC online ordering system!
You have been successfully registered with California WIC online ordering system!
Your User ID ks [CustomerUserName]

Your temporary password is !Passwordl

Click the Link below to log onto the site,

https:/fwww webstore. osp. dgs.ca. gov/WSFdir/companies/WIC/storefront. aspx



mailto:CDPH_WICStorefront@cdph.ca.gov

Where do | go to access Web StoreFront?

You can access WSF from a web browser (such as Internet Explorer, Mozilla Firefox, Safari,
Google Chrome or Opera) on your computer.

To access the site:

e Connect to the Internet.

e Enter the URL or web address for the site in the address field at the top of the browser
window or click on the hyperlink in the email. The address is:

https://www.webstore.osp.dgs.ca.gov/WSFdir/storefront.aspx?6xni2of2cFOn+PO8SWNID2 /v
r/XtjvISWW25VJnuU/fTnROB/pD6fKImcmQZTwDUB

e Press “Enter” on your keyboard or click “Go” in your browser. You will be directed to the
WSF Login screen.

e Bookmark or save the URL in your Favorites for future use.


https://www.webstore.osp.dgs.ca.gov/WSFdir/storefront.aspx?6xni2of2cF0n+PO8WNID2/vr/XtjvJ5WW25VJnuU/fTnROB/pD6fKJmcmQZTwDUB
https://www.webstore.osp.dgs.ca.gov/WSFdir/storefront.aspx?6xni2of2cF0n+PO8WNID2/vr/XtjvJ5WW25VJnuU/fTnROB/pD6fKJmcmQZTwDUB

What if | need help?

Support is available between 8:00 AM and 5:00 PM, Monday through Friday.

Technical Support:
If you are locked out, or have trouble logging into WSF, contact Technical Support at: (800)
963-7860 or StoreFrontSupport@dgs.ca.gov

NOTE: Please be aware that passwords are case sensitive. If you forgot your password, use
the “Forgot your password?” tool on the login window.

Account Support:

CDPH/WIC Division will help you before or while you place your order.
O How to place your order using WSF

Locating materials to order online

How to check the status of your recently submitted order

State WIC materials

Ordering materials for someone else

Maximum quantities set in WSF

Obtaining access to order

O 0O O0OO0OO0Oo

You must submit a “web StoreFront Access and Update form to Account Support for these
changes:

0 Setting up a new registered user account

0 Deleting an existing registered user account

0 Changing a name, phone number or email address of an existing registered user

0 Changing a shipping address in WSF

Contact Account Support at (916) 928-8611 or CDPH_CPMU@cdph.ca.gov

Order Support:

Contact Order Support at (800) 585-7341 or wicorders@dgs.ca.gov if you have questions
about:

0 An order you already placed

O Freight Shipments

0 Partial or incorrect orders received

0 An order that has not been received

Please reference your order number when asking questions about orders already placed.


mailto:WSFAdmin@dgs.ca.gov
mailto:CDPH_WICStoreFront@cdph.ca.gov
mailto:wicorders@dgs.ca.gov

What if | need help? — continued

General Online Support:

For general help with functions of WSF, click @ for information about the current page. For

example, if you are reviewing your order history and click @, you will get a help topic about
My Order History.

Use the Contents, Index, Search and Glossary tabs in the left-hand pane of the screen to find
the information you need.

.Contents EInde:{ @ search EI:EIossary

®© o ] ,
e My Order History
Basic Skills
Ordering Products Use the My Order History page to review your orders and check their status.
Management
Suppart 1. By default all orders are displayed. To narrow down the erders that are displayed, do either of the following:
References

* Inthe Time period field, select All Orders to view all orders placed for your account or select a period
such as the previous One Week or Six Months.

+ Inthe Show status field, select the status of the orders you want to view, for example, Approval
required, In Production, or Printed.

2. To change the order in which orders are listed, in the Sort by field, select Due By, Order Date, Order
Number, Status, or Total Cost.

3. Do any of the following:

* To see the job specifications for an item in the order, click the item name. The Production Job Ticket
window opens.

+ To see the details of an order or to approve or decline a quote (when the status is Order requires
approval from customer), click View Detail. The Order/Quote Confirmation window opens where you
can see additional information about the order and approve or decline a quote if necessary.

+ [Ifthe print shop allows cancellations, a Cancel button is available. Click this button if you need to cancel
the order. (Only orders with a certain status can be canceled, and you may be charged a cancellation fee.)

o [fthe print shop allows reorders, a Reorder button is available. Click this button to re-order something in
wour order history. The Shopping Cart page opens so you can check out as usual.




Section 2: Basics

This section will answer the following questions:

v’ Howdo log in to the site for the first time?

v’ Are there password requirements?

v' What is the Home Page?

v" How do | create or change my security question or answer?
v" What if | forget my password?

v Howdo change my password?

v’ What is My Account?

How do | log in to the site for the first time?

Once you have received your email notification with your user name and temporary password,
you can log in to the WSF website. When you go to the website, the Login screen will open.

1. Under Login, enter your User Name.
2. Enter your temporary Password.
3. Click Login. (Required before you can place an order)

4
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Cart (0 Items)
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cCalifornia WIC online ordering system!

For ordering assistance please call 1-800-585-7341
or wicorders@dgs.ca.gowv

Browse our catalog to order your WIC materials: brochures,
posters, forms, DVDs, and related tems.

NOTE: All items are pre-packaged in set quantities. Ordering is based on
individual pieces within a package (example: for one package of 100, you
must order 100).




Are there password requirements?

When you log in for the first time, you will be required to reset your temporary password.

1. Enter the New Password and Confirm New Password.
2. Click Save Changes and you will be logged in on the Home Page.

NOTE: You must adhere to the Web StoreFront Password Requirements listed below.

Welcome Logout
Reset Password
New Password: o
Confirm New Password: .a.
| Cancel | | Save Changes |

Web StoreFront Password Requirements
e You cannot use the last 3 passwords.
e Password should contain 8 to 20 characters.

e Password should contain at least 1 uppercase character, 1 lowercase character, 1 digit,
and 1 special character.

e Password should not contain User Name, first or last name.

Please note that you will have 5 chances to enter the correct password before getting locked out.
If you do get locked out please send an email requesting to be unlocked to OSPWSFAdmin@dgs.ca.gov



mailto:OSPWSFAdmin@dgs.ca.gov

What is the Home Page?

The Home Page image is shown below. This is your starting point after logging in. You can
return to the Home Page from other screens by clicking Home in the Navigation Bar. The
Navigation Bar is always available and includes other useful links such as Cart, My Account,
Order Status, Contact Us and Help @ .

1. Click Home to return to the Home Page from other places on the site.

2. Click Cart to view the items in your cart.

3. Click My Account to access your Profile, Order History and to change your password or
security question.

4. Click Order Status to see the status of your submitted orders.

5. Click Contact Us for technical support on the site.

6. Click @ for general online support (non-WIC specific).

7. Click individual titles under Categories to view items in each category.

8. Click the Go To Cart! button to see contents of your cart and to check out.

9. Use the Search dropdown feature to search for specific items.

10. Call or email ordering assistance for questions specific to your order.

W Cart (1) :: My Account :: Order Status :: Contact Us :: &

Welcome 401002 Jane Smith! Logout

Categories o Cart (1 Item)

» Children Welcome to the WIC 910016 En Iron

» Infants Qty: 100

» LV.L. .

» Nutrition & Health n n e ata 0 g

sprogam [ Geecn: ()
» Women

Search

" E

Navigation Bar

= 21 ¥
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California WIC online ordering system!
For ordering assistance please call 1-800-585-7341
or wicorders@dgs.ca.qov

Browse our catalog to order your WIC materials: brochures,
posters, forms, DVDs, and related items.

MNOTE: All items are pre-packaged in set quantities. Ordering is based on
individual pieces within a package (example: for one package of 100, you
must order 100).




How do | create or change my security question or answer?

After changing your temporary password and before you begin using the WSF system, you
must answer a security question. If you forget your password, you will be required to answer
the security question to verify your identity before a new password is emailed to you.

NOTE: After setting up your initial security question/answer, you may change both the question
and the answer at any time.

Home Page:
1. Click My Account in the Navigation Bar. The Profile screen opens by default.
2. Click Change to the right of the Security Question field. The Change Security Question
screen opens.

= Cart (1) :: My Account :: Order Status :: Contact Us :: @

o Welcome 401002 Jane Smith! Logout

My Account Profile
Profile
Eiles Hickname: 401002 Jane Smith
My Order History Name: 401002 Jane Smith

User Name (Login ID):  janesmith

Email Address: OSPWSFAdmin@dgs. ca.gov

Security Question: Change e

Company: WIC PROGRAM

Cost Center: 5000000

Address: 401002 Jane Smith
WIC PROGRAM
344 Morth 7th Street
Sacramento, CA 95811
United States

Phone Humber 1: {918) 445-4854

Password: Change

Change Security Question Screen:
1. Enter your current password (not the temporary password).
2. Inthe New Security Question field, select one of three prepopulated questions, or select
“Other” and enter your question in the Your Own Security Phrase field.
3. Inthe New Security Answer field, enter the answer to the question.
NOTE: The answer you provide is case-sensitive.
4. Click Save.

W Cart (1) :: My Account :: Order Status :: Contact Us :: ®

Welcome 401002 Jane Smith! Logout
Change Security Question &

o Your Current Password:

9 New Security Question: | Other =]
; . | What high school did you graduate from?
Your Own Security Phrase: What city were you born?
| What is the name of your first pet?

New Security Answer:




What if | forget my password?

If you forget your password and are unable to log in to the site, you may obtain a new
password by providing your user name and the answer to your security question.

1. Atthe bottom of the Login window, select Forgot your password?

Login
User Mame:

Fassword:

Forgot vour password? o

2. The Password Retrieval window will open. Enter your user name and select Next.

Password Retrieval
In the field below, enter your User Mame.

3. The security question that you selected when you registered will be displayed. Enter the
answer to the security question. The answer is case-sensitive.

4. Click Submit. Your new password will be emailed to you within minutes.

Password Retrieval

This is the secret question that was entered during registration. Please answer this question and dick the Submit button to continue.

Question: What dty were you born?

e — 3
it | ©

Log in to WSF with the temporary password. You will be prompted to change the temporary
password. (See page 6 for Password Requirements.)



How do | change my password?

After your initial login, you may change your password at any time.

Home Page:
1. Click My Account in the Navigation Bar. The Profile screen will open.

2. Click Change to the right of Password. The Change Password screen will open.

W Cart (1) :: My Account :: Order Status :: Contact Us :: &

o Welcome 401002 Jane Smith! Logout

My Account Profile
Profile
Files MNickname: 401002 Jane Smith
My Crder History e T T G

User Name (Login ID):  janesmith

Email Address: O5PWSFAdDmIn@dgs. ca.gov

Security Question: Change

Company: WIC PROGRAM

Cost Center: 9000000

Address: 401002 Jane Smith
WIC PROGRAM
344 North 7th Street
Sacramento, CA 95811
United States

Phone Number 1: (918) 445-4854

Password: Change e

10



How do | change my password? — continued

Change Password Screen:

1. Inthe Password field, enter your current password.

2. Inthe New Password field, enter a different password.

3. Re-enter the new password in the Confirm New Password field.
4,

Click Save. (You must select “Save.” Pressing “Enter” on your keyboard will not save
your new password.)

You must follow the Password Requirements on page 6 or you will receive the

following message: “Your password does not meet policy requirements. Please choose
another password.”

ontact Us :: @

Welcome 401002 Jane Smith! Logout

Change Password

|- Your password does not meet policy requirements. Please choose another password.
Password Strength Information

» You cannot use fast 3 passwords

= Password should contain 8 to 20 characters.

= Password should contain at least 1 uppercase character(s), 1 lowercase character(s), 1 digit(s), 1 special character(s).
= Password should not contain username, first name or last name.

o Password:
e Mew Password:

e Confirm New Password:

11



What is My Account?

You can access My Account from the Navigation Bar on the Home Page. When you click My

Account, the Profile screen will open.

My Account has two sections that contain information specific to your user account:

1. Profile

2. Files (Does not pertain to WIC users)

3. My Order History

-
CALUFORMIA .

My Account Profile
Profile
| » Files e Nickname:
63 My Order Histo Name:

User Name (Login ID):
Email Address:
Security Question:
Company:

Cost Center:

Address:

Phone Number 1:

Password:

sunt :: Order Status :: Contact Us

Welcome 401002 Jane Smith!

401002 Jane Smith

401002 Jane Smith
janesmith
OSPWSFAdmin@das.ca.gov
Change

WIC PROGRAM

9000000

401002 Jane Smith
WIC PROGRAM

344 North 7th Street
Sacramento, CA 95811
United States

(916) 445-4854

Change

Edit

@

Logout

12



What is My Account? — continued

Profile:

Profile pertains to the registered user who is logged in. The profile information is prepopulated
from information submitted by your WIC director. You may change some information here;
however, if you need to change a delivery address or add or remove a user, you must submit a
“Web StoreFront Ordering Access and Update” form to State WIC. Once State WIC has
approved the form, you will be contacted via email regarding the approved changes.

1. Click the Edit button to update or edit your name, phone number or email address.

-
CALUFORMIA .

IC

MNEM, IMFANTS &

My Account
# Profile
# Fileg

# My Order History

Profile

Nickname:

Name:

User Name (Login ID):
Email Address:
Security Question:
Company:

Cost Center:

Address:

Phone Number 1:

Password:

W Cart (1) :: My Account :: Order Status :: Contact Us :: @

401002 Jane Smith

401002 Jane Smith
janesmith
OSPWSFAdmin@das.ca.gov
Change

WIC PROGRAM

000000

401002 Jane Smith
WIC PROGRAM

344 North Fth Street
Sacramento, CA 95811
United States

(916) 4454854

Change

Welcome 401002 Jane Smith!

Edit

Logout

NOTE: WSF, ISIS, and OSP’s LOGIC system must all have the same shipping addresses on file for
your Local Agency or your order will be denied. It is important that any change to the shipping
address be approved at the State WIC office first. This will ensure all systems match before

orders are processed.

13




What is My Account? — continued

Once in the Edit My Profile screen, you can update or edit your contact information; however,
there are some restrictions.

1. DO NOT change your address information. If a change is necessary, you must submit a
“Web StoreFront Ordering Access and Update” form to State WIC.

2. DO NOT change the Cost Center Account Number. This number must be 9000000, or
you will not be able to submit your order. An error message will appear at the Checkout
screen stating “A valid account number is required.”

3. Select Cancel to return to the Profile screen.

4. To save your changes, select “Save”.

Welcome 401002 Jane Smith!  Logout

My Account Edit My Profile
Profile
Files Contact Information
My Order Histor * Indicates Required Field.
* User Mame: [iznesmith |
Account Number: [a01002 |
Middle Name: [ |
* Full Name: [3ane Smith |
o * Address 1: [344 North 7th Street |
Address 2: [ |
Address 3 [ |
* City: |Sacramenb3 |
State [Province f —
Region: CA - (California) [=]
* Zip/Postal Code: [asa11 |
* Phone Number 1: [i216) 445-4854 |
Phone Mumber 2: [ |
Fax Number: [ |
Title: | |
Company [ Agency: |'\'-f'IC PROGRAM |

Deeartment | I 1

Uivision:

©

Agency Biling Code: 3000000 |

*  Email Address: |OSP\“J’S-FAdmin @dgs.ca.gov |

NOTE: The First Name box in your Profile in used for your Local Agency and Site number. Please
use the Last Name box to enter your first and last name.

14



What is My Account? — continued

Files:

WIC users have access but will not use the Files area.

S
{.__AliFDRNIA'.

Home W Cart (1) :: My Account :: Order Status :: Contact Us :: &

Welcome 401002 Jane Smith!  Logout §
Welcome WIC Tester!  Logout

My Account Files

% Profile Upload frequently used files below and access them when placing an
B der.

" Files i}

% My Order History

Ei?;?ct “ Browse.. ] Mo file selected.

Convert to PDF (recommended}
Supported File Types

Upload File

My Order History:

At any time while logged in to WSF, you may visit My Order History to check the status of your
current order as well as review information on past orders. There are two ways to get to the
My Order History screen while logged in.
1. Click My Account in the Navigation Bar. This will take you to the default Profile screen,
where you can select My Order History.
2. Click Order Status on the Navigation Bar. This will take you automatically to the My
Order History screen.

4

cawrornia @

IC

WIOREN INFANTS &

Farmiles (e hesithy wish WIC

W Cart (4) :: My Account :: Order Status :: Contact Us :: &

15



What is My Account? — continued
The My Order History screen opens with a view of all current and past orders for your account.
You may filter the results by using the dropdown features.
1. Inthe Time period field, select All Orders to view all orders placed for your account or
select a period such as the previous One Week or Six Months.
2. Inthe Show status field, select the status of the orders you want to view. WIC will use
Approval required, Approved, Rejected or Shipped. (WIC will not use the others).
3. You may also sort by Order Date, Order Number, or Status using the dropdown. (WIC
will not use Total Cost and Due By).

Home 1t My Account :: Order Status :: Contact Us :: -f_"l

Welcome 401002 Jane Smith!  Logout

My Account My Order History
Profile o
Files Time period:

All Orders

My Order History

In production
Order requires approval from customer
Order requires manual quote

KL

English (United States] Sitemap

Once you have found the order you are looking for, you may use the buttons on the right for
more information or to order more product.

1. View Detail button will take you to the Detail screen.

2. Reorder button allows you to reorder a previous order and will be discussed in detail in

Section 3.

W Cart (1) :: My Account :: Order Status :: Contact Us :: @

welcome 401002 Jane Smith!  Logout:

My Account My Order History

Profile

Files

My Order History Time period: Show status: Sort by:

All Orders [~] All [=] Order Date  [+]

e — L
Order Date: 7/18/2014 1:16 PM « 910017 Sp Iron
D Dt &/ 0 e Ay - 910156 En Referra @

16



Section 3: Placing an Order

This section will answer the following questions:

v' What items can | order through WSF?

v' How do | locate and order a specific item?

v" How do | check out and place my order?

v" How do | know if my order has been placed, approved or declined?
v’ Howdo | place additional orders?

What items can | order through WSF?

Iltems available to order through WSF include brochures, posters, forms, DVDs, and related
items. All items found in WSF are to be shipped to WIC Sites only. If your Site shares small
guantities of items with non-WIC organizations, your Site will be responsible for getting the
materials to them.

How do I locate and order a specific item?

You can find items by selecting from the Categories list or by using the Search feature. Both can
be accessed through the Home Page.

Home Page:

1. On the left side of the Home Page, select the Category that contains the item you want
to order. For example, if you are looking for a brochure on vitamins, you may want to
select Nutrition & Health.

2. On the right side of the Home Page, you can use the Search box.

W Cart (0) :: My Account :: Order Status :: Contact Us :: &

Welcome 401002 Jane Smith!  Logout

Categories Cart (0 Items)
» Children Welcome to the WIC Your Cartis Empty.
» Infants
L]
LWL
# Nutrition & Health Onllne Catalog Search
¥ Program e Tl E[
®» Women :

[ s
FOOD SAFE

f - i




How do | locate and order a specific item? — continued

Categories Screen: If you click on a category, such as Nutrition & Health, the Category
screen for the topic will open. You can scroll down to view more items if necessary. You can
add items to your cart directly from this screen.

1. Enter the quantity you want.
2. Click Add to Cart for each item.

NOTE: Order the quantity of each item you want, not the number of packages.

W Cart (0) :: My Account :: Order Status :: Contact Us :: @

Welcome 401002 Jane Smith! Logout

Cart (0 Ttems)

Categories
Nutrition & Health i Your Cart is Empty.
.”.-" |
Search
Al [=]
Nutrition & Health

In this Category:

910016 En Iron
Iron For Strong Blood

Qty:

sssoan @

910017 Sp Iron
Iron For Strong Blood

Qty:
Add to Cart
910021 Sp KpFoodSafe
Keep Your Food Safe
=
M
Qty:
B
Add to Cart

18



How do | locate and order a specific item? — continued
Search Feature:

1. On the right side of the Home Page, in the Search box, you can narrow your search for a
product by selecting from the dropdown menu: All, Product Name, Keywords, or
Product ID.

W Cart (1) :: My Account :: Order Status :: Contact Us :: [l

Welcome 401002 lJane Smith! Logout

Categories Cart (0 Items)

# Children Welcome to the WIC Your Cart is Frntw.
» Infants Search

B LV.L.

» Nutrition & Health Onlin e c atalog Al =€)

# Program All

% Women Product Mame
Keywords

2. Enter the item number, a search string or word, such as, part of a product name or the

word “Iron”.

Product ID

3. Click Go. This will open the Search Results screen.

W Cart (1) :: My Account :: Order Status :: Contact Us :: @

Welcome 401002 Jane Smith! Logout

Categories Cart (0 Ttems)

» Children Welcome tO the WIC Your Cart is Empty.
Infants

LV >

» Nutrition & Health 0 nlln e C atalo g Search

» Program Al [~]

' Women :

e :.Iron ]
L6 |€)
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How do | locate and order a specific item? — continued

Search Results Screen: You can add items to your cart directly from this screen.
1. Enter the quantity you want. Order the quantity of each item you want, not the number
of packages.
2. Click Add to Cart for each item.

:: My Account :: Order Status :: Contact Us :: &

Welcome WIC USER! Logout

Search Results for "910016"

Categories Cart (0 Ttems)
Children Your Cart is Empty.
e 910016 En Iron
LWL —
Nutrition & Health Iron For Strong Blood Semch
Program % o All [~]
Women Qty:
| ¥

[tdmen] @

You can access a Detail screen from the Category screen or the Search Results screen by
clicking on the product name or image. The Detail screen provides more detail about an item,
such as, how many items per package.

Detail Screen: You can add items to your cart directly from this screen.
1. Enter the quantity you want. Order the quantity of each item you want, not the number
of packages.

2. Click Add to Cart for each item.

NOTE: Most items are packaged in a “set quantity”, which is the number of items in a Set or
Package. Most items have a set quantity of 100, but set quantities may vary from 1 to 100. The
set quantity is shown in the Detail screen, and you must order a minimum of one set quantity.
(For example: For one package of 100, you must order in increments of 100. You can order
1,000, but not 1,050.)

®= Cart (0) :: My Account :: Order Status :: Contact Us :: &

Welcome WIC USER! Logout

Categories

Nutrition & Health Cart (0 Items)
Iron for Your Cart is Empty.
Strong Blood

Search

Al =

910016 En Iron
Irem Mo.:910016
Iron For Strong Blood

100 per package
Order in multiples of 100; Maximum 100,000

e (1]

[ addco care | )

20



How do | check out and place my order?

After you click Add to Cart, you will be taken to the Shopping Cart screen.
1. The Continue Shopping button lets you add more items to your Shopping Cart.
The Checkout button lets you complete your order.
You may click the Iltem number and name to review the Detail Screen.
The Remove button allows you to remove an item from your Cart.
Add Another Recipient button is used for splitting a master order when ordering for
more than one Site. It is a difficult and confusing process and not recommended. This
process is discussed in detail in Section 4.
Recipient #1 is by default, the registered user.
The Address Book lists all preapproved Sites in WSF.
If necessary, enter any special delivery instructions in this area (up to 200 characters).
There is no need to select Save to My Address Book; WIC users do not have access to a
personal address book.
10. Use the Save button to save any changes.
11. Clear Cart allows you to empty all contents from your Cart.

gl whn

© ® N

-~
caurornis @

UicC

= Cart {1) :: My Account :: Order Status :: Contact Us :: &

Welcome 401002 Jane Smith! Logout

Shopping Cart € [Conine shonsns | QEZEZD>

Products Quantity

510016 En Tron e 100
oﬁ.emove

Itern Mame: 910016 En Iron

Recipients [ 5]
Recipient #1
Please enter recipi infor ion bel e Method:
Golden State =1
First Mame: [#01002 | Address: [344 MNorth 7th Street P —
Last Mame: [Jane Smith | -
Company: |WIC PROGRAM e
Phone Number: |{916) 445-4854 City: [Sacramento ] -
Email Address: |OSPWSFAdmin@dgs.ca.gov State: |CA - (California) EI

Zip/Postal
oo [es811 ]

Country: |United States [=]

e [ save to My Address Book

You must dick save to proceed with checkout.
[10]

Clear Cart Continue Shopping

NOTE: Review your order quantity and shipping address for accuracy and Continue Shopping or
Checkout by clicking on the appropriate button.
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How do | check out and place my order? — continued
You may make changes to items placed in your cart on either the Shopping Cart screen or the

Detail screen.

On the Shopping Cart screen, you may remove items, change quantities or clear your cart.

1. Remove an item from the cart by clicking Remove. You will be prompted with the
message: “Remove item from Shopping Cart?” Click OK.
2. You can change the number of items you want in the Quantity field. Select Continue

Shopping or Checkout.
3. Clear all items from the cart by clicking Clear Cart. You will be prompted with the

message: “You are about to clear your cart. Are you sure?” Click OK.

¥ Cart (1) :: My Account :: Order Status :: Contact Us :: @

Shopping Cart

Products

910016 En Iron
Remowve
Item Mame: 910016 En Iron

Recipients

Recipient #1

Please enter recipient information below.

First Name: (401002 |

Last Name: [lane Smith |

Company: |WIC PROGRAM
Phone Mumber: | {918) 445-4854

Email Address: | OSPWSFAdmin@dgs.ca.gov

e ©

Welcome 401002 Jane Smith!  Logout

Cantinue Shopping Checkout

Quantity

100 e

| Address ook Method:
Golden State E|

Address: [344 Morth 7th Street

Delivery Instructions:

City: |Sacramenb:

State: |CA - (California) [=]

Zip/Postal |958 11 |
ode:

Country: |United States [=]

[ save to My Address Book
You must dlick save to proceed with checkout.

Save

Continue Shopping Checkout
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How do | check out and place my order? — continued

1. You can access the Detail screen by clicking on the item’s hyperlink.

W Cart (1) :: My Account :: Order Status :: Contact Us :: &

Welcome 401002 Jane Smith!  Logout

Shopping Cart

Products Quantity
910016 En Iron o 100
Remove

Item Name: 910016 En Iron

Detail Screen:

1. Adjust quantity as needed.
2. Click Update. You will be directed back to the Shopping Cart.

NOTE: You can return to the cart at any time by clicking on Cart or Go to Cart!

# Cart (1) :: My Account :: Order Status :: Contact Us :: @

Welcome 401002 Jane Smith! Logout

Cateqories
Mutrition & Health Cart (1 Item)
Iron for 910016 En Tron
Strong Blood Oty: 100
Go To Cart !
Search
Al [=]

910016 En Iron
Item Mo.: 910016
Iron For Strong Blood

100 per package
Order in multiples of 100; Maximum 100,000

- 100 o
%)
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How do I check out and place my order? — continued

Checkout Screen: The Checkout screen will open after selecting Checkout.

1. Do not make any changes to the Agency Billing Code or Purchase Order Number fields.

2. Enter your assigned shipping number in the Purchase Order Number field. If you do
not know what this number is, contact Order Support at (800) 525-7341 to obtain this
number.

3. You must select an Approver on this screen by clicking the white circle under Approval
section (WIC has one Approver listed).

4. Click Cancel to stop the Checkout process and return to the Shopping Cart screen or
click Next to continue to the Review Your Order screen.

>
'CAlIFDI!NIA.

WEMEM, INFANTS & CHILDREN

Famnlies healthy with WIC

Home i1 My Account :: Order Status :: Contact Us :: @

Welcome 401002 Jane Smith!  Logout

Checkout 1. Account Information 2. Review

Account Information

Payment Method: | WIC Biling Codes |

WIC Billing Codes

Agency Biling Code: 3000000
Purchase Order Number: | 217N86

Approval

YOUR ORDER MUST BE APPROVED BY OME OF THE APPROVERS BELOW.

h

4

NOTE: An error message will appear if you do not select the Approver before clicking Next.

YOUR ORDER MUST BE APFROVED BY ONE OF THE AFFROVERS BELOW.

YOU MUST SELECT OME APPROVER.

>
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How do | check out and place my order? — continued

Review Your Order Screen: Review your order quantity and shipping address for accuracy
before placing your order to avoid costly errors and delays.

1. Click Cart to go back to the Shopping Cart screen if you need to make changes or adjust
order quantities.

2. The Edit hyperlink should NOT be used to make changes here. If you need to make
changes, refer to My Account on page 12.

3. If no changes are needed, click Place My Order.

& Cart (1) :: My Account :: Order Status :: Contact Us :: &

Welcome 401002 Jane Smith! Logout

(1

REVIEW your order quantity and shipping address for

accuracy BEFORE placing it to avoid costly errors and | foomt. 2. Review
delays.

| Place My Order

Expected Completion Date:
9/9/2014 10:00:00 AM PDT

Products Quantity
910016 En Iron 100

Account Information

Cost Center
Account Number: 9000000
Purchase Order Number: 217MN86

Recipients

Recipient #1 Edit 9 Method: Products Quantity

401002 Jane Smith Golden State 910016 En Iron 100
WIC PROGRAM

344 North 7th Street

Sacramento, CA 95811

United States

Tel: (916) 445-4854

Place My Qrder
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How do | check out and place my order? — continued

Order Confirmation Screen: Once you have placed your order, the Order Confirmation
screen will open. You can print a copy for your records; however, you also will receive an email
confirmation that your order was placed successfully.

1. Click Logout if you are finished with your order.

2. Click “Print this page” to print a copy of your order confirmation.
3. Click Continue Shopping if you need to place a new order.

4
CALIFORMLA .

IC

M, INFAMTS & CHILDRE

-Iﬁ*rﬁm. = grow healihy with WIC| 'ﬂ'[c

W= Cart (0) :: My Account :: Order Status :: Contact Us :: &

Thank you for your order!

| Print this page | | Continue Shopping |

Order Confirmation
; 211 Order Status: Approval required
Expected Completion Date: 8/21/2014 9:30:00 AM PDT l As of: 7/29/2014 11:31:29 AM POT
T OB PP T B s
Submitted by: 401002 Jane Smith

Tel: (916) 445-4854

Products

‘910016 En Iron
Item Mame: 910016 En Iron

Quantity
100

Account Information

Payment Method: Cost Center
Account Mumber: 9000000
Purchase Order Number:

Recipients

Recipient #1 Method: Products Quantity Shipping Status
401002 Jane Smith Golden State 210016 En Iron 100 -

WIC PROGRAM

344 Morth 7th Street

Sacramento, CA 95811

United States

Tek (216) 445-4854

E-
Mail: OSPWSFAdmin @dgs.ca.gov

e | Print this page | | Continue Shopping |9

NOTE: Expected Completion Date is based on the contractually agreed upon time frame in
which your order should be received. The contract between WIC and OSP allows two weeks for

delivery. If you have not received your order by the Expected Completion Date, contact Order
Support at 1-800-585-7341 or wicorders@dgs.ca.qgov.
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How do | know if my order has been placed, approved, or declined?

Once your order has been placed, you will receive an email confirmation. If you do not receive
this email, contact Order Support at 1-800-585-7341 or wicorders@dgs.ca.gov.

California WIC online ordering system!

Your order has been placed successfully.

Order Number : 423

Please Click the link below to see the status of your order.

"https://www.webstore.osp.dgs.ca.gov/WSFdirMyAccount/OrderSummary.aspx?
Me/kuTVSB+nsANdjJUKOSOVHEB 70prCImnxkG1F3+0Z+xceDOSUDneBLiVOSVBREMn0cB9zba 7kVrijddKMOt/b40OFnaBM]

About 1 or 2 business days after submitting your order, you will receive an email stating your
order has been “accepted” or “declined.” You can click on the hyperlink in the email to view

your order. This will take you directly to the WSF Login screen.

o
caurornis @

California WIC online ordering system!

Order number 42% has been accepted py the approver.

(Please click the link below to view the order.

"hitps://www.webstore.osp.dgs.ca.gov/WSFdir/MyAccount/OrderSummary.aspx?

Me/kuTVSB+nFATvilislau3dxB52UvBesA493vCRTAbVsaR49K cojAwpUPRoewuZLdSKzRvIN 7 AcPwibh2Y

b4
CAUFCRNLA .

WAL, INFARTS & CHILDREM
Farmiien grow healthy wééh WIC

California WIC online ordering system!

Order number 424 has been dccli_ncd]by the approver.

fPlease click the link below to view the order.

"https://'www.webstore.osp.dgs.ca.gcov/WSFdirMyAccount/OrderSummary.aspx?
Me/kuTVSB+kHeOftb4vGeQiXI2ZHHZ GMm=fC5MSuma7Ngp0CMekinmG6/j4RK 1mn5t8avGrQ+-KMEIL
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How do | know if my order has been placed, approved, or declined? - continued

Once logged in, you will see the Order Confirmation screen, which will show you whether your
order has been approved or rejected.

If approved, you should receive your order within a few business days.

| Print this page | | Continue Shopping

Order Confirmation

Order Mumber: 425 Order Status: Approved

Expected Completion Date: 5/28/2014 12:00:00 PM POT et 4. 1:42:47 PM POT
Submitted on: 5/2/2014 1:36:11 PM PDT

Submitted by: WIC USER.

Tel: 916 445-4854

If rejected, a reason for the rejection will be given. You can click on Order Again to return to
your Shopping Cart and make the necessary revisions to your order. From there, you may
complete you order again by clicking Checkout.

| Print this page | | Caontinue Shopping | | Order Again |

Order Confirmation

Order Mumber: 426 Rejected

Expected Completion Date: 5/28/2014 12:00:00 PM PDT Order Status: This order is being declined becuase the
Submitted on: 5/2/2014 1:36:45 PM PDT address you entered is invalid.

Submitted by: WIC USER RSO B 2017 L o032 P POt

Tel: 916 445-4854

NOTE: /f you do not receive an order confirmation, contact Order Support at 1-800-585-7341 or
wicorders@dgs.ca.gov.
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How do | place another order?

There are two ways to place another order.
The first way is to start at the Home Page and follow the procedures earlier in this section.

The second way is to use the Reorder button from the My Order History screen. You may find
this shortcut useful if you place orders for the same items often or you want to use it as a basis
for another order.

(2) :: My Account :: Order Status :: Contact Us :: @

Welcome 401002 Jane Smith!  Logout
My Account My Order History
Profile
Files
My Order History Time period: Show status: Sort by:
All Crders IZ| All EI Order Date IZ|
Printed Product view Detail
Order Number: 811 Ttems:
Ovrder Date: 7/23/201<4 11:31 AM
=2 - 910016 En Iron
Duoe Date: 8/21/2014 9:30 AM
Status: Shipped

NOTE: Click the Reorder button only once! Be patient while the WSF system completes the
action. If you already have items in your Cart when you click the Reorder button (as displayed
above), all existing and reordered items will be combined in your Cart (see example below).

Shopping Cart:

The reordered items will be added to any items already in your Cart. For example, if you have
already placed two items in your Cart and then reorder an item from the My Order History
screen, WSF will keep all three items in your Cart until you checkout.
e You can remove any item by clicking Remove.
e If you want to continue shopping, click Continue Shopping. This will return you to the
Home Page where you can find items and add them individually to your Cart.

e [f you have completed your shopping, click Checkout.

= Cart (3) : My Account :: Order Status :: Contact Us :: @

—_—) ;
Welcome 401002 Jane Smith!  Logout
Shopping Cart m
Products Quantity

250

510079 En Get Moving 300
Remove
Item Mame: 910079 En Get Mowing

510016 En Iron 100
Remove
Item Mame: 910016 En Iron
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Section 4: Ordering for More
Than One Site

This section will answer the following question:
v’ How do | order for more than one Site?

How do | order for more than one Site?

There are two ways to order and ship items to more than one WIC Site.

1.

Follow the process in Section 3 to order for a second WIC Site. When you get to the
Shopping Cart screen, you can use the Address Book button to change Recipient #1

(Detailed on page 32).

Compile all orders together into one master order, and place the master order by
following the process in Section 3 (Detailed on page 32). When you go to the Shopping
Cart you will use the Add Another Recipient button (Detailed on page 34).

CAUTION: We do not recommend using this process for more than two Sites.

Shopping Cart

Products

910065 ES Shop Guide
Remove

Item Name:
910065 ES Shop Guide

910004 Sp Time4Cup
Remove

Ttem MName:
910004 Sp Time4Cup

920070 En Vitamin C
Remove

Item Name:
920070 En Vitamin C

Recipients
Recipient #1

Please enter recipient information below.

First Name:
Last Name:

Company: |WIC PROGRAM
Phone Mumber: | 9169233707

Email Address: | Sharlene.Richardson@cdph.

Quantity

25

1000

5000

1

Address Book
Address: (3901 Lennane Drive

City: [Sacramento

State: CA - {California)
e
Code: 125834

Country: United States -

[ save to My Address Book

Continue Shopping

|

(2

add Another Redpient |

Method:
Golden State

Delivery Instructions:
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How do | order for more than one Site? — continued
Using the Address Book to change Recipient #1:

As mentioned previously, Recipient #1 is populated with the registered user’s information by
default. In order to have materials shipped to another preapproved WIC Site, you will need to
change Recipient #1 by selecting a name from the Address Book.

The Address Book contains shipping information for all preapproved WIC Sites that receive
shipments from the OSP warehouse. The information includes:
e Name (six-digit Agency and Site numbers, and first and last name of the contact person)
e Phone number
e Email address
e Shipping address is also included, but not visible on the Address Book pop-up

NOTE: Do not make changes to the information contained in the Address Book without
preapproval from State WIC. You must submit a “Web StoreFront Access and Update” form to
CDPH WICStoreFront@cdph.ca.qov. If the correct naming convention is not used, your order
will be rejected.

The Address Book is very long because it includes User and Site information for all 84 WIC Local
Agencies. To make selecting the correct recipient information easier, you can use one of three
search features.

1. The easiest and most accurate way to search for your preapproved Sites is to use the
search bar in the upper right corner. Enter your three-digit Agency number, and click on
the magnifying glass. If you search for a number that does not exist in the address book,
you will get the error message: “No contacts found to satisfy your search criteria.”

2. Use the dropdown next to Show to view All, 5, 10, or 15 names at a time.

Next> button. When you click on one of the options, the address will jump to the top of
your computer screen and you will have to scroll up to view it.

Shopping Cart Continue Shopping Checkout
Address Book x|
Products =
a 213 o (=]
— =
900028 En Hosp Exp: Show: |5 [+]1-50f8 <Prev 1 | 2 Next=
Remove
Itemn Mame:
900028 En Hosp Exper Name Phone Number E-Mail
213002 Fey Tern (916) 875-2184 ternf@saccounty.net
910015 En HealthyM 213002 Veronica Arment.. (916) 875-2188 galindov@saccounty.net
Remove 213003 Bertha Magana {916) 875-2180 rmaganab@saccounty.net
Item Mame:
910015 En HealthyMom 2132003 Padra Lor (916) 875-2195 lorp@saccounty.net
213004 Janet Brito-Cru.. (916) 875-2163 britoj@saccounty.net
910017 Sp Iron Cancel oK
Remove
Item Mame:
910017 Sp Iron
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How do | order for more than one Site? — continued

When you find the name (combination of Local Agency and Site numbers and first and last
name) you are looking for:

1. Click the button next to the name.

2. Click OK to populate Recipient #1 in the Shopping Cart.

920070 En Vitamin € address Book ﬂ
Eemove
Ttzen Name: 213 |§
520070 En Witasrin C e
Show: 10 * 1-86F8 }
Rediplents Mame Phone Number E-Mail other Reciplent
Recipient #1 o ﬂ- . 213002 Fey Tem (916} 875-2184 [ ternfifsaccounty.net
Please enter recipient i 213002 Veronica Arment.. (916) 875-2163 gaimdaw @secoounty.net
| | | -
Frst Mame:  [Sharker 213003 Bartha Magana (916} 875-21B0 maganabi@eaccaunty. net
Last Name: Echarl: 213003 Padra Lor (916} 875-2195 forpEsacoounty. net
Company: |WIC PR 213004 Jaréet Brito-Cs. . {916) 875-2163 britoji@saccounty .net
Phone Number: | 916921 213004 Rosibel Osuna (915) 875-2154 osunar@Esaccounty.net
Emai Address: | Sharien 213005 Jonathan Les (916) 875-2130 lesjBeaccounty.net
213005 Maria Johrson (916} §75-2145 jehnsonmar Ssacoounty.n
Cancel uxe

3. Selected recipient information is populated in the Recipient #1 section.

Shopping Cart Continue Shopping
FProducts Quantity
10065 ES Shop Guide
Aemowe 25
Tty MNawne =
S10065 ES Shop Guide
4 50T 4
Bemous 100l
Ttem rHamez
510004 Sp Time +Cus
220070 En Yitamin C
S000
Remowe
Dt M
S20070 En Wiamin ©
Recipients Ade Anather Reament
Recipiont #1
i 1 Method:
Ploasc ent recipeent information below. Akl esx Book
= Goiden State -
st Mame - =
e - — adoress: (RIS AR R s
—
Company: |SACRAMENTO COUNTY WiC
Phome Mumber: (318 8753584 Gty
Emai Address: | termf@saccounty.net State: CA - (Califorreal e
o Bsair
Country: Ursted States -
¥ou must cick save to prooeed with chedout.
Save |
S Contre Shoooing Chackout

CAUTION: Review your order quantity and shipping address for accuracy before proceeding to
the Checkout. Follow the steps in Section 3, pages 24 through 28 to complete your order.
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How do | order for more than one Site? — continued
Use the Add Another Recipient button:

Use the Add Another Recipient button only for master orders. A master order is when you
combine the items and quantities from two or more preapproved Sites into one order. You will
follow the process in Section 3 for the one master order and save all items in your Shopping
Cart. When all items are in the Cart, you can use the Add Another Recipient button to split the
order and have items shipped to two or more Sites.

CAUTION: We do not recommend using this process for more than two Sites because this is a
confusing and difficult process.

1. When you have added all items of your master order to the Shopping Cart, click Add
Another Recipient. This creates Recipient #2 and allows you access to the Address

Book.
Shopplng Cart Continue Shopping |
Products Quantity

910065 ES Shop Guide
25
Remove

Item Name:
910065 ES Shop Guide

910004 Sp Time4Cup
Remove

Ttem Mame:
910004 Sp Time4Cup

1000

920070 En Vitamin C
5000
Remove

Item MName:
920070 En Vitamin C

Recipients o | Add Another Recipient
Recipient #1
Please enter recipient information below. Address Book pacthod:
Golden State -
First Name: (213002 Address: [3415 MARTIN LUTHER. KING . .
Delivery Instructions:
Last Name: 1
Company: |SACRAMENTO COUNTY WIC
Phone Mumber: | (916) 875-2184 City: |SACRAMENTO
Email Address: | ternf@saccounty.net State: CA - (California) -
s
Code: 95817
Country:  United States -

‘You must dick save to proceed with checkout.

Clear Cart Continue Shopping | Checkout
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How do | order for more than one Site? — continued

Follow the steps on pages 32 and 33 to search for a recipient in the Address Book. Select the
Recipient #2 you want and click OK. The address and contact information will then be
populated for Recipient #2.

CAUTION: Review the items, quantities and shipping information for Recipient #1 and Recipient #2.

1. Click the Save or the Checkout button if the information is correct. This will open the
Shopping Cart with Recipient #2 information populated.

910004 Sp Timed4Cup
1000
Remove

Item Mame:
910004 Sp Time4Cup

920070 En Vitamin C
5000
Remove

Item Mame:
920070 En Yitamin C

Recipients Add Another Redpient

Recipient #1 Edit Remove

213002 Fey Tern Golden State
SACRAMENTO COUNTY WIC

3415 MARTIN LUTHER. KING JR. BLVD

SACRAMENTO, CA 95817

United States

Tek (915) 575-2134

E-Mail: ternf@saccounty.net

Recipient #2

Please enter recipient information below. Address Baok Method:
Golden State -

First Mame: [212003 | Address: [1000 SUNSET BLVD SUTTE 1

Delivery Instructions:

Last Mame: |Shaunna Carter |

Company: |PLACER COUNTY WIC

Phaone Number: | (916) 784-6405 City: [ROCKLIN |
Email Address: |slcarter @placer.ca.gov State: CA - (California) -
ZipfPostal
Code: |95?6 5 l
Country: United States -

You must dick save to proceed with checkout.

Clear Cart Continue Shopping | Checkout
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How do | order for more than one Site? — continued

Recipient #2 is added to your Shopping Cart. Now that you have combined two or more Site
orders into one master order, WSF does not know how you want to split the order. Recipient
#1 has the entire quantity, and Recipient #2 has zero.

Shopping Cart

Specified Recipient

HriTEE Quantity Quantity

910079 En Get Moving
Remowve 300 300

Item Mame: 910079 En Get Moving

Recipients Add Another Recipient
Recipient #1 Edit Remove Ttems Quantity
401002 Jane Smith Golden State 910079 En Get Maving 00 [«

WIC PROGRAM

344 North 7th Street

Sacramento, CA 95811

United States

Tek (916) 445-4654

E-Maik: OSPWSFAdmin@dgs.ca.gov

Recipient #2 Edit Remove Items Quantity

213003 Bertha Magana Golden State 210079 En Get Moving I} E|
SACRAMEMTO COUNTY WIC

311 GRAND AVE, 5TE. A

SACRAMEMTO, CA 95838

United States

Tek (916) 875-2180

E-Maik: maganab@saccounty.net

Clear Cart Continue Shopping Checkout

NOTE: The Specified Quantity and the Recipient Quantity must match for you to complete your
order. The Specified Quantity is the amount of the master order (the combination of two or
more WIC Site orders). The Recipient Quantity is the amount that will go to Recipient #1 and
Recipient #2. The Recipient Quantity will change as you start separating the master order.
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How do | order for more than one Site? — continued

You must split the master order between Recipient #1 and Recipient #2. Adjust the quantity for
each recipient according to your needs. For example, Recipient #1 wanted 200 handouts and
Recipient #2 wanted 100 handouts, for a total Specified Quantity of 300.

Step 1: Click on the dropdown for Recipient #1, and select 200. The Recipient Quantity is now
200 and does not match the Specified Quantity.

Shopping Cart

sSpecified Recipient

FTiTiE Quantity Quantiby

910079 En Get Moving
Remave 300 200
Item Mame: 910079 En Get Mowving

Recipients Add Another Recipient

Recipient #1 Edit Remove Items Quantity
401002 Jane Smith Golden State 910079 En Get Moving 00 [«]
WIC PROGRAM

344 North 7th Street

Sacramento, CA 95811

United States

Tek (916) 445-4854

E-Maik: OSPW5SFAdmin@das.ca. gov

Recipient #2 Edit Remove Items Quantity

213003 Bertha Magana Golden State 310079 En Get Moving I} E|
SACRAMENTO COUNTY WIC

311 GRAMND AVE, STE. A

SACRAMENTO, CA 95838

United States

Tek (916) 575-2150

E-Maik maganab @saccounty.net

Clear Cart Continue Shopping Checkout
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How do | order for more than one Site? — continued

Step 2: Click on the dropdown for Recipient #2 and select 100. The Recipient Quantity is now
300 and matches the Specified Quantity. Since the Specified Quantity and Recipient Quantity
match, you can proceed to Checkout.

Shopping Cart

Specified || Recipiel
Products Quantitv][Qllanﬂt\r
9510079 En Get Moving

Remove 300 300

Item Mame: 910079 En Get Moving

Recipients Add Another Recipient

Recipient #1 Edit Remove Items Quantity

401002 Jane Smith Golden State 910079 En Get Moving 200 E|
WIC PROGRAM

344 Morth 7th Street

Sacramento, CA 95311

United States

Tel: (315) 445-4354

E-Mail: OSPWSFAdmin@dgs. ca.gov

Recipient #2 Edit Remove Ttems Quantity

213003 Bertha Magana Golden State 310072 En Get Maving 100 E|
SACRAMENTO COUNTY WIC

311 GRAMD AVE, 5TE. A
SACRAMENTO, CA 95833

United States

Tek (316) 875-2180

E-Mailk: maganab@saccounty.net
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How do | order for more than one Site? — continued

Click Checkout, and follow the steps in Section 3, pages 24 through 28 to complete your order.

Shopping Cart Continue Shopping

Specified Recipient
Products Quantity Quantity
910079 En Get Moving

Remove 300 300

Item Mame: 910079 En Get Moving

Recipients Add Another Recpient

Recipient #1 Edit Remove Items Quantity

401002 Jane Smith Golden State 310079 En Get Moving 200 E|
WIC PROGRAM

344 Morth 7th Street

Sacramento, CA 95811

United States

Tek (916) 445-4854

E-Maik: OSPWSFAdmin@dags.ca.gov

Recipient #2 Edit Remove Ttems Quantity

213003 Bertha Magana Golden State 910079 En Get Moving 100 E'
SACRAMENTO COUMTY WIC

811 GRAND AVE, STE. A

SACRAMEMTO, CA 95838

United States

Tek {318) 575-2180

E-Maik: maganab@saccounty.net
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How do | order for more than one Site? — continued

If the Specified Quantity and the Recipient Quantity do not match when you click Checkout,
you will receive the following message. If you receive this message, clicking OK will return you
to the Shopping Cart. Adjust the Recipient Quantities appropriately so the Specified Quantity
matches the total of Recipient Quantities.

Message from webpage

The Specified Quantity and Recipient Quantity must match. The
Specified Quantity you have requested to be sent to two or
mare recipients in the shopping cart will override the Recipient
Quantity you specified in the ticket. Example &: If you ariginally
specified a quantity of 50 copies of an item and, once in the
shopping cart, specified that 23 copies be sent to Recipient #1
and 26 copies be sent to Recipient #2, the total Recipient
Quantity of 49 will not equal the original Specified Quantity of
50. ¥You would need to adjust ether quantity accordingly to
ensure they are equal. Example B: If you originally specified a
quantity of 25 copies of an item, and once in the shopping cart,
specified 25 copies be sent to Recipient #1 and 25 copies be
sent to Recipient #2, the total Recipient Quantity would equal 50,
yet the original Specified Quantity would only equal 25. If the
Specified Quantity and Recipient Quantity do not match, the
order will not be processed.
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Glossary

A

Address Book: The information includes Name (6-digit Agency and Site numbers, and first and
last name of the contact person), phone number and email address. The shipping
address is also included, but not visible on the Address Book pop-up.

Approval: (1) The process of approving an order you placed. (2) The process of reviewing and
authorizing an order by a designated person at the Office of State Publishing.

C

Cart: The virtual shopping basket to which you add items you intend to order.

D

Delivery Method: The way a purchased item or order is sent to the recipient. This is
determined by the Office of State Publishing warehouse, not the WIC local agency.

L

Login: The process of gaining access to the site by entering a user name and password.

Logout: The process of ending a session on the site.

M

Master Order: The compilation of orders from two or more Sites into one order. This is used in
the Add Another Recipient process to order for multiple Sites.

My Account: The area of the site that gives you access to account-specific information, such as
your profile, address book, and order history.

My Order History: A page in the My Account area of the site that lists your orders with status
information.

N

Navigation Bar: The bar at the top of the screen that includes links you may click to get to the
Home Page, Cart, My Account, Order Status, Contact Us, and Help ( @ ).

o

Order: A Shopping Cart transaction which could include multiple items.
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P

Profile: Your Site account and contact information. This has been prepopulated by the State
WIC Office.

R
Recipient: The person or entity to which an order (or part of an order) will be delivered.

Recipient Quantity: When a master order (combination of two or more Site orders) is used, the
Recipient Quantity is the quantity of items each Recipient (Site) will receive. This is used
only with the Add Another Recipient button in the Shopping Cart.

Registered User: A person who has been given access to place orders in WSF.

S
Shopping Cart: The virtual shopping basket to which you add items you intend to order.

Specified Quantity: The total quantity of items ordered using a master order (the combination
of orders from two or more sites). This is used only with the Add Another Recipient
button in the Shopping Cart.

W
Web StoreFront (WSF): The website that provides online ordering of WIC materials.
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