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Vendor Portal Introduction

When contracting with vendors, WIC uses a secure web-based application called Vendor Portal.
The application provides vendors with a way to apply and recontract for WIC authorization.

The vendor portal can only be accessed when a SecureAccess Washington (SAW) account is
setup. SAW accounts help us verify a person’s identity and will keep your information protected.
(SAW) allows internet access to several online government services through one website. We
mention this as you may already have a saw account set up with another state agency.
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New Vendor Portal User Setup

Before starting, please keep the following in mind:

e If you do not have an existing vendor portal user account created under your
corporation, please contact us at WICRetailManagement@doh.wa.gov to set up a
user account.

e We recommend completing all steps uninterrupted. That way you are less likely to run
into issues setting up your account.

Once a user account is set-up by WA State WIC, please follow these steps:

1. Asanew user, you should have received an email titled “Cascades Vendor Portal
Registration”. If you have not been set up yet, please contact
WICRetailManagement@doh.wa.gov. This email will include:

a.

b.
C.
d

A link to create a Secure Access Washington (SAW) account.

A service code to set up the account.

Your first name, last name, and username entered in by the primary contact user.
Click the URL link in the email.

Cascades Vendor Portal Registration

< e
, " AWS-CLOUDWA-DO-NOT-REPLY <cascadessystemadmin@doh.wa.gov>(AWS-CLOUDWA-DO-NOT-REPLY via amazc O Reply | RepiyAl | = Forvard || &
- To @ Weatherly, Shannon T(DOH) Wed 1/18/2023 10:16 AM

(i) e could not verify the identity of the sender. Click here to learn more,
The actual sender of this message is different than the normal sender. Click here to learn more.

I External Email I

Thank you for signing up to use the Cascades Vendor Portal. Please complete the following steps:

1. Create a Secure Access Washington (SAW) account. Go to https://test-secureaccess.wa.gov and follow the link to Create an Account. (If you already have a Secure Access Washington account you can
skip this step.)

2. Add the Cascades Vendor Portal service to your SAW account. Login to SAW and click on Add a New Service. Enter the service code WICVPSAT and press the Apply button.
3. When prompted enter the following infarmation on the Cascades Vendor Portal Registration page and press the Submit button:
Username: el

First name: g
Last name: ek

2. You will then be sent to the Secure Access Washington page below.
a. Select “Sign Up!”.

Welcome

to your login for Washington state.

Tweets from @SecureAccessWA
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3. Complete the Sign Up For An Account screen.
a. Fill in your name and email.
b. Enter your User ID and create a password.

o upper case letters ——
o lower case letters
o numbers Username and Password
o special characters. Username
Examples of special characters are: $ @ ! # * & %.
C. Check the box for “I’m not a robot”. Password

d. Select “Create My Account”.

Sign Up For An Account
The User ID and password are case
sensitive. Personal Information

First Name:

Passwords must be a minimum of 10
characters long and contain at least 3 Of | wsene
the following character types:

Pass the challenge.
Note the challenge pictures may come up
several times before you can pass.

I'm not a robot

Privacy Policy MEEEICINVEREGITI

CHECK YOUR EMAIL

An activation link has been sent to your email. You must click the link to activate your account before you can login.

an error message in a future step.

a.

b.

Check your email box for the following:
The email subject will say “SecureAccess Washington: Welcome to
SecureAccess Washington".

If you don’t see it check your email junk file.
Click the link in the email.

SecureAccess Washington : Welcome to SecureAccess Washington

secureaccess@cts.wa.gov
To @ Weatherly, Shannon T (DOH)
You are almost finished, Shannon...
Thank you for signing up with Secure Access Washington.

Your username is: testvndweatherly

To activate your account, please click: https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftes

26userld%3Dtestvndweatherly&data=05%7C01%7Cshannon.weatherly%40doh.wa.gov¥%7Cbdd1866751154866b)
7C638096648146255489%7CUnknown%7CTWFpbGZsh3d8eylWijoiMCAWLjAwMDAILCIQIjoiV2luMzliLCIBTil61k1I|
7C&sdata=]lztAsFhI109lgfxUrvZi2Y[iX6TIn1QyZybwM[%8eyQ%3 D&reserved=0

Confirm Password

You will see a message pop up that says, “check your email” (see below).

Close completely out of your Internet browser before continuing. If not, you will get
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7. The Secure Access log in screen should appear (see below).
a. Log in using the username and password. Important! Don’t allow the site to
remember your password.

LOGIN

USERNAME

PASSWORD

SUBMIT

Tweets from @SecureAccessWA

Forgot your usemame? | Forgot your password?

m GET HELP TIPS ON

8. The message below will appear. Select “Add A New Service”.

ADD A NEW SERVICE

Welcome to Secure Access Washington! To start using services from agencies around Washington, choose one from your list
below or click the 'Add A New Service’ button. To see apen job postings for the SAW Team, go to our jobs page.

Welcome to Secure Access Washington! To start using services from agencies around Washington, click the
‘Add A New Service' button above.

9. The screen below will appear.
a. Select “l have been given a code”.
b. Enter “WICVP” in the box that appears.
c. Select Submit.

ADD A NEW SERVICE

| have been given a K
code by an agency.

Q=

| would like to browse a
list of services by name.

A-Z

| would like to browse a
list of services by
agency.

ENTER YOUR CODE

Hidden service codes are supplied by the
service's agency. SAW support staff cannot
give out codes. Please contact the service's
agency help desk for your code.

—

SUBMIT

REGISTRATION COMPLETE

This service has been added to your list and is ready for you to start
accessing
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10. Close your internet browser completely.

11. Open a new internet browser and use https://cascades.xr-wic.com/VendorPortal to log in.

12. The Vendor Portal page will appear.

a. Under Existing Vendor. select Log On.

E

[ WicLege  Cascades WIC Program Vendor
Management System

Welcome to the Cascades WIC Program Vendor Management System

WIC at a Glance

New Vendors: ﬁ

What is WIC?
"WIC" stands for the Spedial Supplemental Nutrition Program for Women, Infants and Apply for a user account to become a WIC Vendor
Children. The United States Department of Agriculture (USDA) funds this program | Sign Up

throughout the United States to provide nutrition education and supplemental foods for:

s Pregnant women (through pregnancy and up to 6 weeks after birth or after
pregnancy ends).

« Breastfeeding women (up to infant’s 1st birthday)

s Nonbreastfeeding postpartum women {up to & months after the birth of an infant
or after pregnancy ends)

« Infants (up to 1st birthday). WIC serves 53 percent of all infants born in the
United States.

ik ikl

Existing Vendors:

13. The following screen will appear.

Cascades Vendor Portal Registration

Please complete the registration process by entering the information below exactly as it was provided in the Cascades Vendor Portal Registration|
email.

Account Information

User name
First name

Last name

et

a. Enter in the same information you used to setup your account:
e User name.
e First name.
e Last name.

b. Select submit.

14. You will then see the Vendor Application screen and you are in the system.
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Vendor Authorization

Before starting, please keep the following in mind:

e These steps are for new vendors applying for authorization during the current contract
period of 2023-2026.

e Important! If you need to leave the application before you’re done, make sure to
complete the *required fields* first and select “Save”. The “Save” button will let you
come and go as needed, but once you select “Submit” its final and your work can’t be
edited.

1. Go to the Cascades Vendor Portal URL https://cascades.xr-wic.com/VendorPortal.

2. Under Existing Vendors, select the Log On button. | Semovee= /
=]

3. You will be redirected to the Secure Access Washington (SAW) Welcome page.

4. Log into SAW.
a. If you forgot your use name and password, follow the instructions on page 25 to
reset those options. Important! Don’t allow the site to remember your
password.

5. Once logged in, the Vendor Portal home screen for your store should open.
6. Choose New Vendor Application

Vendor Management - Corporate

PHARMACY TEST
1234 PHARMACY WAY
BREMERTON, Washington, 98312
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7. The Vendor Application screen will display:

Vendor Application

Store Name -

PHARMACY 1
SNAP ID State Tax ID Federal Tax ID
Store Type Ownership Type

Pharmac v Corporation v

8. Complete all information on the application screen.
a. Contact Information

o Please include the store manager’s email.

Primary T il

. PAM ;
X 4 OWNER o r oMACIST (360)475-1234

[

Add Contact
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b. Hours of Operation

24Hour  Closed

tonday v to v [ ]
Tuesday v to v u
Wednesday v to v [ |
Thursday v to v £}
Friday v to v :
Saturday v to v e}
Sunday v to v [ ]

c. Annualized Sales:
e Select Projected.

¢ Include Projection for Total SNAP Sales and Total Food Sales.

Actual  Total SNAP Sales - Total Food Sales -
Projected $200,000.00 $1,000,000.00

d. Store Information:

e Complete:
o Number of Registers
o Pharmacy Square Footage
o Primary Formula Source

e Make sure the following boxes are checked:
o IsVendor E-WIC Capable?
o Does vendor have scanners?

o Ifapplicable, also check “Is Vendor authorized by other states”.
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~ Store Information »

Number of Registers Square Footage
4 18000

Primary Formula Source Other Source of Formula
Abbott Nutrition v

Primary Grocery Source Other Source of Groceries
Abbott Nutrition v
Is Vendor E-WIC Capable?

Does vendor have scanners?

[ 1s Vendor authorized by other states?

e. Cost Containment: Update all responses to the questions listed.

+ Cost Containment *

Is it expected that more than 50 percent of your annual revenue from the sale of food items will be derived from WIC sales? = vee = No
Do you currently own 3 WIC authorized store where the WIC sales are above 50% of the total annual food sales? Yes  No

* What percentage (%) of total food sales Is expected to be: WIC 1 % SNAP s % Cash 40 % Credit/Debk 54 %

Is WIC authorization required in order for your store to open for business? Yes ~ No
Do you have inventory invoices available for food items purchased and currently stocked In your store? Yes  No
How many months of invoices are available (valid entry is 0-72 months): 12

Do you currently have In stock the required minimum inventory? Yes  No

* The sum of WIC. S58AE Cash, and Credi/Debit entries must equal 100%

f. Expand and complete the State Defined Questions section of the screen. Skip Question
#3.

+ State Defined Queshons *

1. Do the scanners identify WIC foods?
® Yes
(o

2. Name of the business as registered with the WA State Department of Licensing
[Pharmacy 1 )

11| Page



Important! Once you select submit, you can’t change the details. Instead select “save”
in case you need to go back in a few times. Once done then select submit so the state
office knows it’s ready for review.

9. Once the application page is completed, select Submit.

10. You will return to home screen.

11. Important! Email the following to WICRetailManagement@doh.wa.gov:

a. Shelf price of Similac Advance 12.40z powder infant formula
b. Shelf price of Similac Sensitive 12 or 12.50z powder infant formula

c. Recent invoice showing you purchase the above formulas from an approved supplier.
The invoice must show at least one of the required formulas above.

If you experience any issues or have questions, please contact us at
WICRetailManagement@doh.wa.gov or 800-841-140, ext. 2.
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How to Edit User Accounts

a. Select “Update”.

1. From the Vendor Management Screen, select “My Account”.

Account Users

Throughout the contract period, we suggest you update certain details in your vendor account.
This is important if there is a change in the address or email.

2. Update Store Information and Account Contact Information as necessary.

My Account Information

Use the form below to edit vendor account information.

Store Information

Store Name
SNAPID Phone

Address
300 RIVERSIDE MARKET

7IP Code ~ City State = County

£6210 OVERLAND PARK KS = JOHNSON

. Denotes Required Fields

Account Contact Information

I Is Primary Contact
First Name . Last Name .
JOHN DOE
Title Phone .«
GWNER (513)555-5555
Email address
SAMPLESEMAILC.GM
Security Question

What is your Mcther's maiden name?

Security Question Answer
JOHNSON

ch

b. Changes are processed and you will return to the Vendor Management Screen.

Vendor Actions

=
Vendor Print
Application Application

'

Manage
Account Users
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How to Add or Deactivate Users

1. Access the Vendor Portal Home screen.
a. Select Existing Vendors and log in.

= wicLege  Cascades WIC Program Vendor
Management System

Welcome to the Cascades WIC Program Vendor Management System

WIC at a Glance

What is WIC? New Vendors: ﬁ
"WIC" stands for the Special Supplemental Nutrition Program for Women, Infants and Apply for a user account to become a WIC Vendor
Children. The United States Department of Agriculture (USDA) funds this program [“signup |
throughout the United States to provide nutrition education and supplemental foods for: —
+ Pregnant women (through pregnancy and up to 6 weeks after birth or after il
pregnancy ends). Existing Vendors:
+ Breastfeeding women (up to infant’s 1st birthday) /
+ Nonbreastfeeding postpartum women (up to 6 months after the birth of an infant
or after pregnancy ends) m
« Infants (up to 1st birthday). WIC serves 53 percent of all infants born in the
United States.
——

2. Select Manage Account Users

Vendor Management

RIVERSIDE MARKET Application Status  UnSubmitted
300 RIVERSIDE MARKET Vendor ID NfA
OVERLAND PARK, Kansas, 66210 Contract Period NfA

Peer Group NfA

Disclaimer - Al of the information is tentative unti confimed by a WIC Staff Person.

Vendor Actions

ent & require
* Applications will not be processed without 2 Price Survey. Proceed to the Price Survey section in order fo complete the anplication submittal process.

fdamaue

a Change
Account Users 0

Password

3. The Manage Account Users screen will display.
a. Click Add New User.

Manage Account Users

Vendor Portal Users

Name %
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4. The New User — Login screen displays.

Enter or select a Vendor Contact Person.

o &

Enter the First Name.

Enter the Last Name.

o o

Enter the Phone.
Enter a User Name.
f. Enter an Email address.

g. Click Save.

New User - Login

Use the form below to create a new account. You can select from the dropdown of current Vendor Contact Persons or fill in a new name below.

Account Contact Information

Vendor Contact Person

Is Primary Contact
First Name Last Name

KATHY LEE

Email Address
KATHYLEE@SUNNYSUNSHINE.COM

Title Phone
MANAGER (360)236-1234
User Name
KathylLee

Denotes Required Fields

5. You are returned to the Manage Account Users screen.

a. The newly added user is displayed.

Manage Account Users

A Cascades User Registration email has been sent to KATHYLEE@SUNNYSUNSHINE.COM containing instructions to complete the registration process.

Vendor Portal Users

. L oL -

SUNNY SUMSHINE ssunshine 5/8/2023

KATHY LEE KathyLee 7
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6. To deactivate a user
a. Find the user you want to disable. In this case we will disable Kathy Lee
b. Click the “IsActive” check box in the same row as Kathy Lee.
c. A “User Deactivated” message will appear to let you know the Kathi is deactivated.

Manage Account Users

Vendor Portal Users

T S . -

SUNNY SUNSHINE ssunshine 5/8/2023

KATHY LEE KathyLee y

User deactivated. X
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Trouble Shooting

1. SAW account — You don’t remember your username and/or password.
a. Start with your username first by selecting “Forgot your username”.
b. Then select “forgot your password” to setup a new password.
c. Ifit’s not working, you may need to contact the state WIC program to get further
assistance.

Welcome

to your login for Washington state.

Washington

LOGIN Tweets from @SecureAccessWA
SecureAccess Washington
Userame
i inte sched ged. The new
es g e tween 5-6 a.m. on
Password rsday, 6. xpected downtime is
estimated to be less than 30 minutes.
SecureAccess Washington
Forgot your usemame? | Forgot your password? SAW will have service impacting maintenance between 5 a 16 am.on
Tuecday Anil 18 and Weadnecday Anril 26 The evnactad d e ic

2. SAML Message

The SAML message is invalid

fspafsawidopssami20dogininitial
2023-01-18T1919:207

Error details
FETSMLOOZE The value hitps:/icascades-test xr-wic.com/CascadesQA1VendorPortal for attribute Parinerld is not valid.

Stack trace

This error occurs when you don’t’ follow the steps that ask you to close your internet browser:

e Step 5on page 5.
Or
e Step 11 on page 7.

Depending on where you are in the process, and see the error, go back to the step where you
were last asked to close the browser and complete all those steps again.
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This institution is an equal opportunity provider.
Washington WIC doesn’t discriminate.

To request this document in another format, call 1-800-841-1410.
Deaf or hard of hearing customers, please call 711 (Washington Relay)
or email wic@doh.wa.gov.

' .’ Washington State Department of

DOH 963-166 October 2023
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