
Browser: Microsoft Edge is recommended 
 
Login Procedure 
Returning Users 

• Enter your user ID and password to access your records. 
o If you know your user ID but forgot password, click on Forgot your 

password?  Enter your user ID and a new password will be sent immediately. 
If you don’t receive a new password, call WIC Vendor and Integrity Unit at 
608-266-6912. 

• If you don’t remember your user ID, request a new account (see First Time Users 
information below.) 

 
First Time Users 

• Click on New users click here! link in the lower left hand corner. Click on Apply 
for a User Account Now!   
o Single store accounts: Federal Employer Identification Number (FEIN) 

and WIC vendor number are needed to create an account. The WIC 
vendor number can be found on the envelope if a re-application letter was 
received. It is the four-digit number on the first line of the address label. You 
may also contact the WIC Vendor and Integrity Unit if you were notified by 
email.  Single store accounts immediately receive an email sent with your 
user ID and password. 

 
o Corporate account (multiple stores under the same corporation). You will need 

your Federal Tax Identification Number (FEIN or EIN). Corporate accounts 
must be approved by the WIC Program and may not be approved until the 
next business day.  

 
Re-Application Instructions: 

• Use the tab key to move to the next field, not “Enter” 
• The system will advance you to the next page when you click on “Save” 
• Print any pages as you go if wish to have a copy. You are unable to go back and 

print pages after you “Click to Finish.” 
 
1. Vendor Information  

• The highlighted fields are reqired fields. Information must be entered before 
saving. Review the “Current” information. 

• Enter any information to be corrected in the “Updated Information.” Do not re-
enter and capitalize all letters or change abbreviations.  

• Provide the store’s mailing address on the “Vendor Information” tab unless USPS 
mail is not received at the store. WIC needs to send information directly to the 
stores periodically. Corporate offices will receive the same notice via email. 

• Click on save when updated.  



 
2. eWIC System Information 

• Select the type of system used and click on “Click Here to Continue” button. 
• ECR/POS (electronic cash register/point-of-sale system) users should update the 

information on the following tab if corrections are needed.  
 
3. Contacts 

a. Updating contacts- Persons no longer associated with the store or ownership 
must be inactivated. Select “Edit Titles” by the person’s name, click on the check 
boxes to inactivate any titles no longer held.  



 
 

   
 
After unchecking the box for a title: 
 

 
 

 
 

b. New contacts must be added by selecting “Add Contact.” Do not add a new 
contact by changing the listed person’s information and replacing it with a new 
contact’s information. Name and date are required. 
• One person may have more than one title, for example manger and president.  

 
c. Click on the checkbox at the bottom of the page when you have completed 

updating the contacts.  

 
 



4. Price Survey 
d. Determine the most expensive approved WIC product in each category. Enter 

the shelf price on the survey. For example, if there are three brands/types of 
approved juices on the shelf, enter highest priced one.  

e. approved type of 64 oz. 100% juice. jof the foods listed below. A price for canned 
beans is not required but should be provided if sold in the store.  

f. Save after all prices are entered.  
• A message may appear, “Review any price marked in red. A price must be 

entered. If a price has been entered, confirm the correct price was entered 
and correct if needed. If it is correct, click Save again.” A price in red font 
Verify the correct price was entered and it only needs to be changed if 
entered incorrectly. Prices in black do not indicate it is an acceptable price.   

 

 

 
 
5. Re-application Questions 

• Click on the correct response. 
• Additional information must be provided for each “yes” response. 
• Click Save when complete. 



 

 
 

6. Vendor Agreement 
• Read the agreement 
• Click on the box in the confirmation line, type the name and date in the boxes 
• Save the agreement 

 
 

• Print a copy if desired by clicking on the .pdf link at the top of the page. 

 
 
7. Finish 

Any errors will be displayed. Click where instructed to be directed to correct the error. 
 



  
 

• A notice of succesful completion appears after you click Finish. You don’t need to 
contact the WIC office to confirm. 

 

 
 
 
 


