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If other staff members help manage your WDO filings,
you must assign them a role. To determine which role to

assign, refer to the table below. 

   
  linking with a 

One Time Code
Linking Via 

"Provide Access"

            Provide One Time Code to Other Admin    
  

   
  

           “Provide Access” to Other Staff    
  

            Remove User’s Access    
  

            Manage Activities

            Add Funds

            Manage Email Notifications for All Users

OTC

ADMIN STAFF



The One Time Code is generated by the owner of the company, in 
their individual SPCB Connect Account. 

To link an Administrator (non-business owner) the owner will 
generate a One Time Code. 

An Administrator who is linked with a OTC, will be able to provide 
limited access to other staff. 

If you do not wish for the user to be able to provide access to 
other users, you should link that user via “Provide Access”. 

WHAT YOU   
 NEED TO KNOW 



1. On the owner’s dashboard, click on Generate 
One Time Code. 



2. A confirmation box will appear with the 
generated One Time Code valid for 24 hours. 

You will need to provide this code to the staff person who will 
be assuming this role. 



INSTRUCTIONS FOR 
STAFF USING THE 
ONE TIME CODE 

WDO 
REPORTING 
SYSTEM 



Staff     
 

 
 

    
   

need to log in 
using THEIR 

registered emai l 
and password. 

H A V E S T A F F N A V I G A T E T O T H E 
S P C B C O N N E C T H O M E P A G E : 

https: / /connect .pestboard.ca.gov/ login/ 



1. On their dashboard, click on “License Link”.  



Once you select Business, 
additional questions will appear. 

2. The “Link Your Existing License”
screen will appear. Select Business.

After you click, no, additional
information IS required. 

3. For the question “Are you a 
Business Owner(s)? Select No. 



7. Click Submit. 

4. For the License Type select 
Principal Registration. 

5. For License Number enter the 
company’s license number. 

6. In the One Time Code Box, 
staff should enter the code 
provided to them by the owner 
who generated the code. 

Use numbers only! 



L I N K E D

Click No 

If the One Time Code is successful, the following
confirmation messages will appear.



Once successfully linked, Connect will automatically 
redirect you to your dashboard and you will see the 

linked company. 



HOW TO 
“PROVIDE ACCESS”WDO 

REPORTING 
SYSTEM 



HOW TO “PROVIDE ACCESS”

From your dashboard, click 
“Provide Access”. 



THE PROVIDE ACCESS SCREEN WILL APPEAR. 

Click on “Add New”



Enter the email address and last name of 
the person being granted access. Click save.  

NOTE: To “Provide Access” the user must have an existing CONNECT account
and the entered information must match their CONNECT registration details.



Select the email notifications the user should receive for WDO. 
Available options:

All Email Notifications
Email on Posted Check
Email Submittal PDF
Alert On Low Balance (Threshold Alert)

To delete access, 
click the trash icon. 



They will see the Principal Registration listed in the Licenses 
box on their dashboard. 

When the license is successfully linked, it will automatically take 
them back to their dashboard. 



Contact us with any questions! 

Admin Unit: (916) 561-8700
Email: PestBoard@dca.ca.gov

Website: pestboard.ca.gov 

https://pestboard.ca.gov/
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