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1. Introduction to the 
Vendor Portal
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The Vendor Portal is é

Á Web interface into Power HQ (the centralized DeCA item catalog and data repository) that 

enables you to communicate and collaborate with DeCA electronically

Á A view into item, cost, and adjustment data for all products you provide DeCA ïby contract 

if you have multiple contracts with DeCA

Á A protected means for providing costs and adjustments to DeCA electronically ïaccess to 

data is controlled so you can only see your data and another vendor cannot

Á A replacement for the DeCA Web Pricing System

Á An easy and accurate way to enter future cost changes and promotional adjustments ï

using the data already in Power HQ

Á A means to continually increase data integrity and visibility in real-time

What is the Vendor Portal?
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Benefits of the Vendor Portal

Less Paperwork & Delay

ÅEverything in electronic 

format

ÅSubmit costs/adjustments 

electronically and 

immediately

ÅNo more waiting on the mail

Accuracy & Efficiency

ÅEliminate errors in entering 

data provided on paper or 

in spreadsheets

ÅValidation of key data 

elements at the time of 

data submission

Visibility

ÅYou see your data only ï

and other vendors cannot 

see your data

ÅCurrent view into your 

items, costs (historical, 

current, and future) and 

deals/adjustments

ÅTransparency between 

you and DeCA ïyou see 

what DeCA sees

Cost Savings & Profitability 

ÅReduced costs to provide 

data ïleverage existing 

data versus starting from 

scratch

ÅReal-time input and delivery 

to ensure correct cost and 

deals are in place on the 

effective date

ÅSupports multiple costs and 

adjustment submissions
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Whatôs Here and Whatôs Coming?

Vendor Portal Phase II 

Á Submit new items ïreplaces 

DeCA Form 40-15 (New Item 

Presentation and File Maintenance)

Á Resale Ordering Agreement (ROA) 

Contracting Management

Á Maintain items

Á GDSN synchronization

Á Bill Back Manager

Vendor Portal Phase I 

Á View Cost Book

Á View Item Adjustments Lists

Á Enter and submit cost changes

Á Enter and submit adjustments (deals and 

promotional offers)

Á View status of submitted costs and 

adjustments 
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Impact on Vendors

Á Vendor Portal replaces DeCAôs current Web Pricing tool ïall Web Pricing vendors must use the 

Vendor Portal to submit cost changes and item adjustments for existing items. 

Á EDI vendors can use the Vendor Portal, but can continue to submit costs and item adjustments via 

EDI.

Á For EDI vendors, DeCA will accept Regular Costs through the 879 EDI transaction set and 

Promotional EDI 889 for all Adjustments (no changes). 

Á For Web Pricing vendors, you will no longer submit a ñnet costò (i.e., your regular cost for a non-

promoted item minus any allowance/adjustments for promotional items).  You will submit your regular 

cost for an item and then submit adjustments to that cost for deals/promotions separately.   

Á New items will not be submitted in the Vendor Portal until Phase II.  New items will continue to be 

submitted on DeCA Form 40-15 (New Item Presentation and File Maintenance) with initial regular cost 

and entered by DeCA into Power HQ.  Once the new item is added to Power HQ, you will submit cost 

changes and adjustments via the Vendor Portal.

Á Vendor Portal will replace the use of DeCA Form 40-16 (DeCA Promotional Presentation Form).  Item

adjustments/deals are to be submitted through the Vendor Portal or EDI 889 with the exception of 

seasonal, One Time Buy (OTB), Shippers, and Pallets.  These will continue to be submitted on a 40-

16 accompanied with a 40-15.  The adjustments for these items will be entered into Power HQ by 

DeCA.

Á You will see the same record that DeCA sees ïa single version of the truth.
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Overview of How the Vendor Portal Works

Submit cost changes and item 

adjustments (deals) via the Vendor 

Portal (your view into Power HQ)

The changes go into the Staging 

Tables, which are a holding area until 

the entry is accepted or rejected (based 

on defined business rules or DeCA 

actions)  

You can review, correct, and resubmit 

rejected changes if necessary

Accepted changes move to the 

Operational Tables where they 

become effective on the specified Start 

Date  

Vendors

Vendor Portal

Staging Tables

Operational Tables

Power HQ

DeCA

Review and accept or 

reject changes not 

automatically 

accepted/rejected by 

defined business rules 

(e.g., item adjustments 

for negotiated 

promotions)  
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2. Getting Started ςBasics
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How to é

1. Enter your assigned Login Name.  

Your login is tied to roles and 

permissions that determine what 

you can see and do in the Vendor 

Portal. 

2. Enter your Password.

3. Click the Loginbutton.

If you are unable to log into the Vendor 

Portal, contact the Vendor Portal Help Desk 

(available 24x7) at 

1-800-531-2222 and enter PIN 7780

Logging into Vendor Portal

If you do not have a Login 

Name, contact the Vendor Portal 

Help Desk if your company has 

been on-boarded

9

Login to the Vendor Portal via Internet Explorer (IE-11) by going to www.commissaries.com
and select Our Agency > About DeCA > Business with DeCA > Vendors/EBS

http://www.commissaries.com/
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How to Change Your Password

To change your login 

passwordé

1. Click on your username.

2. Click on the User Security 

popup.

In the User Security windowé

3. Enter your current 

password.

4. Enter and confirm your new 

password (see Password 

Requirements).

5. Leave the Password Never 

Expire box checked or use 

the calendar to select a 

Password Expiration Date.

6. Click the Savebutton.

7. Click OKon the 

confirmation message,  
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How to é

1. In the Vendor Selection area, the Select Vendor 

radio button is set as the default selection.

2. The Select Vendor section lists your existing 

contracts.  Select the desired contract by 

double-clicking on the row.

3. By using the UPC EAN radio button, you can 

also enter a UPC (Universal Product Code), 

EAN (European Article Number), or PLU 

(Product Look Up) number and click the  

button.  A pop-up window will 

display the Vendor Numbers for the item.  

Vendor Selection

11

Many DeCA vendors have multiple contracts or agreements with DeCA.  In the Vendor Portal é

Å The Vendor Number is 6 digits in the format of xxxx-xx.  The first 4 digits are your traditional Vendor Number.  The 

2 digits after the dash establishes a one-to-one relationship with the contract PIIN.  

Å The Vendor Name is followed by a dash and a 7-digit alpha-numeric that is your contract PIIN.

The Vendor Selection screen enables you to select the vendor number/contract you want to view.  After you are in the 

Vendor Portal, you can toggle between your various contracts.



Vendor Portal 10.5.2.188Vendor Portal 10.5.3.188 ςAugust 2017

Modules in Vendor Portal

12

Cost Book ÅDetailed information, including current costs, on the items 

you provide to DeCA

ÅTemplate for providing cost changes via electronic import

Item Adjustment ÅTemplate for providing item adjustments (deals and 

promotional pricing) via electronic import

Vendor Cost Entry Å Input cost changes directly into the Vendor Portal

Å Review status (accepted, rejected, etc.) of previously 

submitted cost changes

Vendor Item 

Adjustments

Å Input item adjustments directly into the Vendor Portal

Å Review status (accepted, rejected, etc.) of previously 

submitted item adjustments

Electronic Imports Å Import cost changes and/or item adjustments from Excel 

spreadsheets into the Vendor Portal

View Generated Report ÅMeans to export and save contents of your Cost Book and 

Item Adjustment list into Excel

Å View and save reports you create

Vendor Maintenance Å Basic vendor informationïview only

Vendor Store Table Å Identifies the Cost Zones and Stores within those Cost 

Zones that you are authorized to serve

The modules you can see and use are defined by your assigned role in Vendor Portal (see next page).
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Vendor Roles and Permissions
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Note:  The modules you can see and use are defined by your assigned role in Vendor Portal. 

Authorized Negotiator

This role belongs to the person(s) in your company who has the authority to negotiate with DeCA and 

contractually bind your company to DeCA's contracts and agreements.  In Vendor Portal, the authorized 

negotiator is allowed to edit and view all functionalities such as data item adjustments; cost entry, existing 

promotions, electronic imports and reports, security parameters, security administration, and user item 

maintenance.

Vendor Account Management

This role belongs to the person(s) in your company who is authorized to present promotional items (and new 

items in Phase II) to DeCA. In Vendor Portal, the Vendor Account Management role is allowed to edit and view 

item adjustments, cost entry, download and upload electronic files for the base costs and promotional 

adjustments, edit and view existing promotions, reports, and view and edit electronic imports.

Vendor Cost Management

This role belongs to the person(s) in your company who, today, enters your pricing into Web Pricing or transmits 

your EDI transaction sets.  In Vendor Portal, the Vendor Cost Management role is allowed to edit and view item 

adjustments; cost entry, download and upload electronic files for the base costs and promotional adjustments, 

view and edit existing promotions, reports, and view and edit electronic imports.

Vendor View

This role belongs to the person (s) in your company who will need to only view, but not edit, items, costs and 

adjustments for analytic purposes.  
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Navigation Basics
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Stage Status Indicators

Stage Status

OPEN

PENDING ACCEPT

APPLIED

PENDING REJECT

REJECTED

15

Open ïThe Adjustment is open in the Staging Table waiting for action from DeCA.

Pending Accept ïThe Adjustment has been accepted but has not yet been applied to the operational tables.

Applied ïThe Cost Change or Adjustment has been accepted and applied to the operational tables.

Pending Reject ïThe Adjustment has been rejected; however you have the opportunity to resubmit the 

Adjustment based on the rejection code and reason. 

Rejected ïThe Cost Change or Adjustment has been rejected.

Vendor Portal uses the following color coding to indicate the status of submitted changes in the Staging Tables. 
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Filter to Find the Data You Want

Vendor Portal 

gives you access 

to detailed 

information on all 

the items you 

provide to DeCA.  

In most modules, 

you can use filters 

to narrow down to 

just the specific 

data you need. 

How to é

1. Select filter option from the dropdown (e.g., UPC EAN to find information on a specific item).  The filter options will vary based on the module 
you are in.  To see all items, just click Apply and go to step7.

2. Select a filter logic from the dropdown.  The most commonly used logic for each filter is displayed as the default and can typically be used (see 
next page). 

3. Enter the filter value or use the        Find icon.  The Find icon allows you to enter a specified value or initiate a wildcard search.

4. Click Add.  

5. Verify the filter displays in the summary bar.  If it does not, click Addagain. To delete a filter, click on the X.  To delete all filters, click Clear. In 
some modules, a default filter (e.g., Include any one ofò Recent Submissionsò) may be displayed.  Click Clearto delete the filter.

6. Click Apply.

7. Results based on the filters specified display in the summary grid.  You can click on any columnheading to sort the results (either ascending or 
descending).

8. In the Vendor Cost Entry and Vendor Item Adjustments modules, click to select a row and display additional data.
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