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	CDP Portal Login 
	
	
	
	
	
	
	
	

	
	“Portal Login” screen 
	Enter Username.
	Enter Password. 
	N/A 
	Click “Login”. 
	At any household screen, you can click “Portal”, then click “Logout” to exit the system.
	
	

	Patient Functions
	
	
	
	
	
	
	
	

	Patient Search
	
	
	
	
	
	
	
	

	
	“Household Search” screen
	At the bottom of the screen, enter the Patient #, Last Name, and First Name.
	Click “Search”.
	N/A
	The results based on the search criteria will be displayed. 
	
	
	

	Adding a New Patient 
	
	
	
	
	
	
	
	

	
	“Household Search” screen 
	Click the “New Patient” button. 
	N/A
	“Registration” screen 
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	Registering a New Patient 
	
	
	
	
	
	
	
	

	
	“Registration” screen
	All fields with a red asterisk (*) next to them are required fields and must be completed. 
	Some fields have drop-down menus. Click on the arrow then make a selection from the list. 
	To select a race code, click on an available code and click on the add arrow to assign the race code. 
	To print labels, enter the quantity of each type of label at the bottom of the page. 
	Click one of the save buttons at the bottom of the page.
	A separate window will appear with the labels in it. Print the labels. 
	Depending on which save button was clicked, the user will be directed to a new screen.

	Household Functions
	
	
	
	
	
	
	
	

	Household Search
	
	
	
	
	
	
	
	

	
	“Household Search” screen 
	Use the drop-down menu to select the county the household belongs to.
	Enter the Household #, Name, Address, Phone #, EBT card #, Patient #, or Name.
	N/A
	Click the “Search” button.
	Entering the household # will result in a direct hit. However, entering a last name may give several results. 
	
	

	Adding a Member
	
	
	
	
	
	
	
	

	
	“Member” screen
	Click the “Add” button. 
	Fill out the required fields, those marked with a red asterisk (*). 
	N/A
	Click the “Save” button. 
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	Transferring a Member
	
	
	
	
	
	
	
	

	
	“Member” screen 
	Check the box next to the member(s) to be transferred. 
	Click the “Transfer” button. 
	“Household Transfer” screen 
	Search for a household by entering the County and Household # or Name. 
	Click “Search”.
	Once the household is found, check the green arrow. 
	

	Deleting a Member 
	
	
	
	
	
	
	
	

	
	“Member” screen 
	Select the box next to the member’s name.
	Click the “Delete” button.
	
	
	
	
	

	Adding a New Household
	
	
	
	
	
	
	
	

	
	“Household Search” screen 
	Enter the household name. Click the “Search” button.
	If the household is not in the system, click the “New Household” button.
	“Add Household” screen  
	Enter the Name, Address, and City/State/ Zip.
	Add a Responsible Party, Emergency Name, Primary Insurance Company, Supplement-al Insurance Company, and Medical Home if needed.
	Click the “Save” button or the “Save & EBT Card Issuance” button.
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	Issuing an EBT Card 
	
	
	
	
	
	
	
	

	
	“Member” screen
	Click the “Save & WIC Issuance” button.  
	Click the “EBT Card” button.  
	“Add Card/ Cardholder” screen 
	Click in the Card Number field.
 Note: the first 6 digits of the card number will appear in the box. 
	Swipe the next available card through the PIN pad/Card reader. Click “Enter PIN”. 
	Have the participant enter a 4-digit PIN. Have them re-enter/ reconfirm the PIN. 
Note: There will be a 30 second time-out for the PIN to be re-entered. 
	Enter the cardholder’s First Name, Last Name, and Birth Date if not filled. Click the “Save” button. 

	Designating a Cardholder 
	
	
	
	
	
	
	
	

	
	“Member” screen 
	Use the drop-down menu to designate a cardholder member. 
	If a previous cardholder member was selected, use the drop-down menu to change the member’s status. 
	N/A
	Click the “Save” button. 

Note: This does not change the cardholder for a card already assigned. 
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	Voiding Benefits
	
	
	
	
	
	
	
	

	
	“Member” screen 
	Select the box next to a member’s name.
	Click “Patient Menu”.
	“Patient Menu” screen 
	Click “Void Benefits”.
	Select the box next to the month(s) you wish to void issuances for. 
	Use the drop-down menu to select a void reason. 
	Click “Void Benefits”.

	Reprinting an Issuance Label 
	
	
	
	
	
	
	
	

	
	CDP Portal 
	Click “CDP Report Viewer”.
	Click the drop-down menu for Category and select “WIC”.
	N/A
	Click the magnifying glass next to “WIC Issuance Label”.
	Enter the County Number, Date Benefits Given, Patient Number, and Household Number. Enter Yes or No for Print VOC label. 
	Click “View”.
	A window will appear with the Issuance Label.  Use the printer icon to print the label. 

	Logging out of the Portal 
	
	
	
	
	
	
	
	

	
	Any Household screen 
	Save any information entered, then click “Logout”
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