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WV ABCA Web Ordering 

Introduction 

The Web Ordering system is designed to allow WV ABCA licensed liquor stores to place their normal 
weekly orders online at their convenience. While orders are still only processed on the store’s 
designated day, we have tried to provide a tool that will give them the flexibility of building their orders 
on their own schedule while maintaining the ease of a traditional web-shopping experience. 

System Requirements 

To access the Web Ordering system you will need a computer with Internet access and a modern web 
browser, such as Internet Explorer 7, Firefox 3, Safari, or Opera.  

You will also need a web account to access the system.  To apply for an account, download the “Portal 
Login Request” form from the “Available Downloads” part of the portal homepage. Fill out this form and 
email it to abcc.portal@wv.gov. Once your account is activated, you may begin using the Web Ordering 
system. 

Log In 

To log in, browse to the WV ABCA’s web portal.  The 
web address for the portal is http://portal.wvabca.com 
(this address can be used as a bookmark in your web 
browser).  Enter your username and password in the 
appropriate boxes in the upper-right hand corner of the 
screen, and then click the “Log In” button. If you enter your username or password incorrectly, you will 
receive an error. Please make sure your caps lock is turned off, and remember, PASSWORDS ARE CASE 
SENSITIVE. 

Recovering Your Password 

If you forget your password, you can have it reset by clicking on the “Forgot Password?” link. You will 
have to enter your username and answer your security question. If answered correctly, you should 
receive an email with your new temporary password (a random sequence of letters, numbers, and 
punctuation). Once you have logged-in with this new password, it is recommended that you change it to 
something you can remember.   
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Web Ordering Dashboard 

Once you have successfully logged-in, click on the “Web Ordering” link.  This will take you to your Web 
Ordering dashboard.  The dashboard provides quick reference to store information such as open orders, 
backorders, and previously submitted orders.  If you have access to multiple liquor stores you will be 
presented with multiple drop-down selection boxes. Choosing a specific store from these drop-downs 
will show you information that is specific to that particular store. 
 

 

The “Open Orders” section is at the top of the dashboard.  Here you will see any open orders for the 
selected store(s).  An open order is one that has been started, but not submitted. If you have no open 
orders, a message will be displayed stating “You currently have no orders pending.” To view/edit the 
shopping cart for any of these orders, click the “Edit” button for the desired order. If you wish to 
reassign a particular order to a different date or store account, click on the “Reassign” button. This will 
then guide you through a process where you can choose a new store and/or date to which you may 
assign that order. 

 

The next area of the dashboard is the “Backorders” section.  This section displays a table with all open 
backorders for the selected store(s).  If a row of the table is displaying green text then cases are 
available to fill that backorder. The available cases will be automatically added to that store’s next order 
once it is submitted and processed.  If you have more than five open backorders, you may see additional 
pages of backorders by clicking on the white numbers at the bottom of the table.  
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At the bottom of the dashboard page is the “Submitted Orders” section.  Here you will be able to see 
recently-placed orders that have already been processed or have been completed and will be processed 
on the designated order day for the selected store(s).  You can view details on any of the orders listed by 
clicking on the blue order date link.  If an order has been submitted and it is not the scheduled 
processing day for that order, you may reopen and make changes to it by clicking the “Reopen” button 
next to the order. 

On the left side of the dashboard page are buttons that allow you 
to return to the WV ABCA Portal Homepage, start a new order, or 
view this user guide (and download Adobe’s Acrobat Reader 
program). 

   

 

Ordering overview 

Web ordering is designed to handle your regular weekly orders only.  You will still need to contact our 
Order Entry department at (304) 558-0364 to request “Special Order” items or to place Will Call orders.  
Orders will be processed once daily at 11am. You must submit your order prior to this for your order to 
be processed.  We will process your orders payment as usual through EFT.  Order confirmations will be 
emailed to every portal account-holder for a particular store once processing is complete. Optionally, a 
copy can be sent to one other email address. To verify or change this email address, please contact our 
Order Entry department. 

Starting Your Order 

To begin a new order, click on the “Start New 
Order” button on the left side of the dashboard.  
If you have access to multiple store accounts, you 
will be asked to choose which store you are 
ordering for. Once you’ve selected the desired 
store and pressed the “Next” button (or if you 
only have access to one store account), you will 
be shown a drop-down list of dates.  You will 
select which order date you are starting an order 
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for.  You can start an order up to four weeks in advance of 
the actual processing date for that order.  If a shopping 
cart for your store already exists for a particular date, it 
will be noted by an asterisk (*). If you choose a date where 
a cart already exists, you will be given the choice to either 
view the cart for that order or you can choose to 
overwrite that order and start from scratch. After selecting 
the appropriate order date, click on the “Next” button. 

At this point you will be given three options for 
starting your order.  You can start with an empty 
shopping cart and create a new order from 
scratch, preload your cart with items from a 
previous order, or preload your cart with items 
using a CSV file.  Select an option and click “Next” 
to continue your order, click “Back” to return to 
the date selection screen, or click “Cancel” to 
cancel this order and return to your dashboard.  

Preload Cart with Previous Order 

After selecting the option to load your cart with a 
previous order, you will be shown a drop-list 
showing previous orders you can pick from.  The 
list shows the order date and case totals from 
these previous orders.  Select the appropriate 
order and click the “Next” button to preload your 
cart with items from that order.   

There is another way to preload you cart with a 
previous order; from your dashboard, start by clicking on the blue order date link to view the details of a 
previous order.  If there is an open order date within the next four weeks that you have not started an 
order for, you will see the “Re-order” button at the top of the screen above the order details.  Click on 
the “Re-order” button, select the upcoming order date from the drop-down list, and click the “Next” 
button to preload your cart with the items from this previous order.  
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Preload Cart using CSV File 

You may preload your cart with items using a Comma Separated Values (CSV) file.  Your CSV must 
contain only a Bottle Code column, followed by a quantity column, for each record.  The CSV must 
contain NO column headers.  Any files not meeting these requirements will not be accepted by the web 
ordering system.   

After selecting the option to load your cart using a 
CSV, you will be able to browse your system for the 
CSV file you wish to use.  Click the “Browse” button 
to locate your CSV file.  Once you have found and 
selected your CSV file, click the “Next” button to 
load your cart with the items in your CSV.   

Stock Levels 

Within your cart, and while browsing products, you will see stock level indicators.  These colored 
indicators will show you our approximate stock levels for each product.  A green indicator means we 
have the product in stock, a yellow/light brown indicator means stock for that item is low and a red 
indicator means we are currently out of stock for that item.  The stock level indicators are approximated 
values and do not guarantee stock levels. 

    

 

 

 

Adding Items to Your Cart 

There are several ways to add items to your cart.  You may browse 
products by categories, search for specific products, or use “Speed Entry” 
if you know the desired bottle codes.  To browse products by categories, 
click on the desired category in the left panel.  There are many categories 
to choose from including monthly specials and new products.  Once you have selected a category you 
can browse through all products listed in that category.  If there are multiple pages, click the “Previous” 
or “Next” Links to navigate between pages.  You can also filter your results by size by selecting the “Filter 
by size” drop down list. 
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To search products, type a name or bottle code into the search box 
and click the “Search” button.  You can navigate through your 
search results like you would while browsing products.   

 

To add any of the items you see to your cart, 
adjust the quantity desired if necessary, and 
click the “Add to Cart” button.  You will now see 
that product in your cart.  Your cart is 
automatically saved each time an item is added, 
allowing you to return to this order at a later 
time.  

 If you know the WV ABCA bottle codes for the items you wish to order, from the “View Cart” page you 
may enter the bottle codes and case quantities in the boxes marked “Code” and “Qty” then click the 
“Add” button.   You may find this option helpful if you are entering many bottle codes.   
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Editing Shopping Cart 

You may return to your shopping cart at any time by clicking the view cart link.  The first column of red 
buttons with an “x” is used  to remove items from your cart. To delete items, simply click the red button.  
To change the quantity of items in your cart, just change the number in the “Quantity” box for the 
appropriate item, and hit enter on your keyboard. 

Backorders 

On the “View Cart” page, the last column of checkboxes (farthest right, labeled “Allow Backorders?”) is 
used to indicate whether or not you wish to place that item on backorder if it is out of stock. Either 
check or uncheck the box to indicate your preference.  

Submitting Your Order 

You can continue to work on any opened orders until you have submitted them.  To submit an order, 
simply click the “Checkout” button.  You will then be taken to an order confirmation screen where you 
can review the totals for your order. If you want to make further changes to the order, you can click on 
the “Make Changes” button to go back to the “View Cart” page. If you’re ready to submit your order for 
processing, click the “Submit Order” button. A small box will pop up asking you to confirm. Click “Ok,” 
and your order will be processed on the date indicated at 11am.  If a web order has not been submitted 
by 11am on your order day, IT WILL NOT BE PROCESSED.   
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Order Confirmation 

Once your order has been submitted, it will be processed on its order date at 11am. Once processed, 
our system will email you an order summary which lists all items that were successfully placed on order 
along with any “exceptions” (out-of-stock items, available backorders, etc) and credits. This same 
information can be viewed online by clicking on the order in the “Submitted Orders” section of the 
Dashboard. However, any information about exceptions (items that were out of stock, items added from 
available backorder, etc) will only be maintained on the webpage for one week. 

Your order confirmation will be separated into four sections: the header, order exceptions, order details, 
and the footer/totals. Each section will contain different information about your order. 

 

The header contains the title information and a direct web link to where you may view the information 
contained in the invoice online. NOTE: Upon clicking the link, you will most likely have to log into your 
store account with your username and password. 

 
 
 

 

The order exceptions section will list any items that were added to your order from available 
backorders, any out of stock items, any backorders that were placed, or any errors that occurred while 
processing your order. 

 

The order details section lists each item that was successfully ordered, the quantity requested, and the 
price. 

The order totals/footer section lists the total number of cases you ordered, any credits that were 
applied, your final order total, and any announcements or notifications. 


