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About the Vendor Portal

The Vendor Portal is a secure web-based application designed to support retail management in
the Washington State Women, Infants and Children (WIC) Nutrition Program. The application
provides vendors a way to apply for WIC authorization, update information about their stores,
register for training and more.

The portal is available from the SecureAccess Washington website. SecureAccess Washington
(SAW) allows internet access to a number of online government services through one website.

Important:

! lfyoudondét currently have a S AWingdrgctoosistarting
on page 5. You must have a SAW account to access the Vendor Portal.

1 Make sure you use Internet Explorer for your internet browser.
This application will NOT work in Chrome, Firefox, Safari, or Microsoft Edge.
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Vendor Portal Registration

Make sure you use Internet Explorer for your internet browser.
This application will NOT work in Chrome, Firefox, Safari, or Microsoft Edge.

Follow the instructions on the following pages based on whether you are:
1 A New Vendor registering for the portal (start on page 5)
1 A New Vendor added by an existing user (start on page 9)
1 An Existing Vendor registering for the portal (start on page 13)

1 An Existing Vendor whose portal account was set up by the state WIC office (start on
page 14)




Information forNew Vendor Portal User

Make sure you use Internet Explorer for your internet browser.
This application will NOT work in Chrome, Firefox, Safari, or Microsoft Edge.

1. Log in using the URL for the Vendor Portal: https://cascades.xr-wic.com/VendorPortal

2. The Welcome screen opens.

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

Children up to their 5th birthday.

Benefits
The following benefits are provided to WIC participants:

» Supplemental nutritious foods
« Nutrition education and counseling at WIC dinics
« Screening and referrals to other health, welfare and social services

WIC Vendors

Vendors play a unique role in the WIC Program and are critical to the success of the
program. Local WIC Agendes issue benefits to WIC customers who exchange them for
supplemental foods at authorized WIC vendors. You may access Vendor Portal Guidance
by dicking on the link in the grey area below.

3. Choose the Sign Up button in the New Vendor box to create a user account

a. The Create a New Account screen opens.

Create a New Account

Use the form below to create a new account.

Store Information Account Contact Information
Store Name User Name
SNAP ID Store Phone

[M1s Primary Contact

First Name Last Name
Store Physical Address -

Email Address

ZIP Code  City State Coun -
© ity o Title Phone

- Denotes Required Fields

Save Cancel



https://cascades.xr-wic.com/VendorPortal

4. Complete all the required fields and Save.
a. Remember your user name.

5. The Vendor Application message appears.

Vendor Application x

Thank you for creating a new vendor portal account. You will receive
an email that contains instructions to complete the registration
process. Once you have completed the registration process you will
be prompted to complete the online WIC Vendor application.

6. Click OK.

7. Close your internet browser completely.

8. You will receive a system generated i Ca s ¢ &ahdosPortal Re g i s t enail whichn 0
includes the Secure Access Washington (SAW) URL, the service code needed to access
the application, and the first name, last name, and username entered in step 2.

9. Click the SAW link in the email.

a. The SAW Welcome page opens.
b. Follow the instructions in the email carefully.

10. If you have an account, log in. If you don& have a SAW account, click Sign Up! to create
an account.

**Pay attention to the clues for setting your password.

a. After creating an account, the Sign Up! Check Your Email popup appears.
b. Click the X in the top right corner to close.

SIGN UP!

Not sure if you already have an account? [elZ¢4 o)}

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.

11. Make sure to close your browser completely before continuing.
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.Secure Access Washington sends a system gener at

with a link to activate your account.

. Click the link in the email to activate your account.
a. The Sign Up! Account Activated! popup appears.

SIGN UP! X

Not sure if you already have an account? [o5ISe4 0]

ACCOUNT ACTIVATED!

Your account is activated and you can now login.

LOGIN

. Click the Login button in that popup.
a. The SAW Welcome page opens.

. Log in with the user name and password you just created.
a. The Service screen opens.

. Click Add a New Service.

. Click the key picture in the box labeled | have been given a code.

.Entertheaccesscode from the initial ACascades Vendor
. Click Submit.

. The Registration Complete screen opens.
a. You receive an access approved email from SAW.

. Click OK; then close your browser completely.
a. The screen returns to the Add a New Service with the WIC Cascades Vendor
Portal now displayed as a service.

. DO NOT LOG IN yet. Instead, close your internet browser completely.

. Use the URL for the vendor portal https://cascades.xr-wic.com/VendorPortal to log in.

P
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X wicLego  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 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 {“Sign'tp |

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

pregnancy ends).

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

« Nonbreastfeeding postpartum women (up to 6 months after the birth of an infant
o after pregnancy ends)

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

« Children up to their 5th birthday.

Benefits
The following benefits are provided to WIC participants:

« Supplemental nutritious foods

« Nutrition education and counseling at WIC dinics

« Screening and referrals to other health, welfare and social services
WIC Vendors

Vendors play a unique role in the WIC Program and are ritical to the success of the
program. Local WIC Agendies issue benefits to WIC customers who exchange them for
supplemental foods at authorized WIC vendors. You may access Vendor Portal Guidance
by dicking on the link in the grey area below.

a. Select Log On in the Existing Vendors box
b. The SAW Welcome screen opens.

24. Use your user name and password to log in.

a. The Cascades Vendor Portal Registration box opens.

25.Enter the Username, First name
Portal Registrationo email and

*ImportantiDono6t all ow t he si
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Cascades WIC Program Vendor Management System
(SAT)

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 ~

26. The Vendor Application opens.

27. You can proceed.




Information forNew Vendor Portal UsssAdded By An Existing User

Existing Cascades Vendor Portal users can login to the vendor portal and add new user(s).

Make sure you use Internet Explorer for your internet browser.
This application will NOT work in Chrome, Firefox, Safari, or Microsoft Edge.

1. Log in using the URL for the Vendor Portal: https://cascades.xr-wic.com/VendorPortal

2. From the Home screen once logged in, the user goes to Manage Account Users to add
more users. (There are two options for accessing the screen.)

o
Home Vendor Application Price Survey Vendor Training My Account Manage Account Users

Vendor Management
7IGGY'S GROCERIES Application Status  UnSubmitted
@: 5640 PACIFIC HWY S0 Vendor ID NfA
A = TACOMA, WA 08444 Contract Period NfA

Peer Group NjA

Disclzimer - All of the information is tentative until confirmed by 3 WIC Staff Person.

Vendor Actions

' '."\

A
Vendor Ven dm Manage
Application Training Account Users

a. The Manage Account User screen opens.

2. Click Add New User.
a. The New User i Login screen opens.

3. If the new user is already listed as a contact on the vendor record in Cascades, their
name is listed in the Vendor Contact Person drop down. Your selection from the drop
down will populate the required fields. If the new user is not in the drop down, complete
the starred fields and click Save.

4. The screen goes back to the Manage Account Users with the new user listed in the
container.

5. The primary contact user logs out of the vendor portal and closes the internet browser
completely.

10
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6. The new user receives the i Ca s ¢ ¥ahdosPortal Reg i s t r aemtiliwbich includes
the Secure Access Washington (SAW) URL, the service code needed to access the
application, and the first name, last name, and username entered by the primary contact
user.

7. The new user clicks the URL link in the email to navigate to Secure Access Washington.

8. The new user clicks Sign Up!.

9. User completes the SAW registration process and clicks Submit.

10. After creating an account, the Sign Up! Check Your Email popup appears.
a. Click the X in the top right corner to close.

SIGN UP!

Not sure if you already have an account? [e;13¢:4s}']

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.

11. Make sure to close your browser completely before continuing.

12.Secur e Access Washin
i

on sends a system gener a
finishedéo with a | t

0O activate your accoun

13. Click the link in the email to activate your account.
a. The Sign Up! Account Activated! popup appears.

SIGNUP! *

Not sure if you already have an account? f8;/3d.4\[0)}

ACCOUNT ACTIVATED!

Your account is activated and you can now login.

LOGIN

14. Click Login.
a. The screen returns to the SAW Welcome screen.

15. Log in with the user name and password just created.

11



a. The Add a New Service screen opens.
16. Click the Add a New Service button.
17. Click the key picture in the box labeled | have been given a code.
18 Enter the access code from the initial #AnACascad
19. Click Submit.

20. The Registration Complete screen opens.
a. You receive an access approved email from SAW.

21. Click OK; then close your browser completely.
a. The screen returns to the Add a New Service with the WIC Cascades Vendor
Portal now displayed as a service.

22. DO NOT LOG IN yet. Instead, close your internet browser completely.

23. Use the URL for the vendor portal https://cascades.xr-wic.com/VendorPortal to log in.

X wiclogo Cascades WIC Program Vendor tedo
Management System

Welcome to the Cascades WIC Program Vendor Management System A

WIC at a Glance
New Vendors: a

What is WIC?
"WIC" stands for the Special Supplemental Nutrition Program for Women, Infants and IR Al e L A S
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:

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

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

« Nonbreastfeeding postpartum women (up to 6 months after the birth of an iffant
or after pregnancy ends)

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

« Children up to their Sth birthday.

Benefits

Existing Vendors:

The following benefits are provided to WIC participants:

» Supplemental nutritious foods
« Nutrition education and counseling at WIC dinics
« Screening and referrals to other health, welfare and social services

WIC Vendors

Vendors play a unique role in the WIC Program and are critical to the success of the
program. Local WIC Agendies issue benefits to WIC customers who exchange them for
supplemental foods at authorized WIC vendors. You may access Vendor Portal Guidance
by dicking on the link in the grey area below.

a. Select Log On in the Existing Vendors box
b. The SAW Welcome screen opens.

24. Use your user name and password to log in.
a. The Cascades Vendor Portal Registration box opens.

25,Enter the User name, First name, Last name as t
Port al Registrationo email and click Submit

12
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*ImportantiDon ot all ow the site to remembe

(SAT)

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 ~

26 The vendords record opens in the portal

13



Information forExisting Vendor Portal User

Make sure you use Internet Explorer for your internet browser.
This application will NOT work in Chrome, Firefox, Safari, or Microsoft Edge.

1. User navigates to Cascades Vendor Portal URL https://cascades.xr-
wic.com/VendorPortal to log in.

2. Click the Log On button for Existing Users.
Existing Vendors:

3. User is redirected to the Secure Access Washington (SAW) Welcome page

4. Log into SAW

*ImportantiDondét all ow the site to rememb

5. The Vendor Portal home screen for your store opens.

14
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Information forVendos WhosedPortal Account8VereSet Upby StateNVICOffice

State WIC office staff set up the portal users in Cascades by using the Vendor Portal User
Management screen.

The Contact Person receives a Cascades Vendor Portal Registration email with the SAW link to
log in.

Make sure you use Internet Explorer for your internet browser.
This application will NOT work in Chrome, Firefox, Safari, or Microsoft Edge.

1. Click the link in the Cascades Vendor Portal Registration email
a. The SAW Welcome page opens.

2. Click Sign Up!

3. Complete the Sign up screen using the UserName listed in the Cascades Vendor Portal
Registration email and click Submit.

4. The Sign Up! Screen appears saying Check Your Email. Use the X in the top right of the
box to close the window.

SIGN UP!

Not sure if you already have an account? [efzlZe 4 )]

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.

5. Close your internet browser completely.

6. Find the Welcome to SecureAccess Washington email and click the link to activate your
account.

7. The Account Activated! box opens.

15



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

SIGNUP! *

Not sure if you already have an account? [#iISd 4 (o]’

ACCOUNT ACTIVATED!

Your account is activated and you can now login.

LOGIN

Click Login.
a. The Screen returns to the SAW Welcome screen.

Login

a. The Add a New Service screen opens.

Click the Add a New Service button.

Click the key picture in the box labeled | have been given a code.

Enter the access code from the

Click Submit.

The Registration Complete screen opens.

Click OK.
a. The screen returns to Add a New Service with the vendor portal displaying in the

services.

Close your internet browser completely.

initial

Using the vendor portal URL https://cascades.xr-wic.com/VendorPortal to log in.
a. The SAW Welcome screen opens.

Login

a. The Cascades Vendor Portal Registration box opens.
Enter the User name, First name
Port al Registrationo email and
The vendorés record opens in t

, Last name
click Submi
he portal

fiCascad
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Vendor Management Screen

State Department Welcome, JOHN DOE

System Vendor ID:

Vendor Management

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

Peer Group NjA

Disclamer - All of the information is tentative unti confirmed by 3 WIC Staff Person,

Vendor Management RIVERSIDE MARKET b

Home Vendor Application  Price Survey Vendor Traning My Account Manage Account Users

Vendor Actions
* Vendor Application has not been submitted, Please submit the application.

*Peer Group assignment & required for price survey. .
*Appiications wil not be processed without 3 Frice Survey. Froceed to the Frice Survey section in order to compiete the anpication submitts/ procass.

My Account

Ay
o

Manage

.
Vendor

Vendor Management Screen

The Vendor Management Screen allows users to do the following:

Complete Vendor Applications

Complete Price Surveys

View, register for or cancel registration for Vendor Training
Manage Vendor Accounts

= =4 =4 =4

17



How to Complete Vendor Applications

1. Access the Vendor Portal Home screen.

State Department
Vendor Management

System

Welcome to State Department Vendor Management System

WIC At A Glance

Population Served:
The WIC target population are low-income, nutritionally at risk:

Pregnant women (through pregnancy and up to 6 weeks after birth or after
pregnancy ends). New Vendors:
Breastfeeding women (up to infant’s 1st birthday)
Nonbreastfeeding postpartum women (up to 6 months after the birth of an infant [EEERNACIERICE g eesThId ]S ly TR (GAYCy T g
or after pregnancy ends)

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

Chidren up to their 5th birthday.

Sign Up

Existing Vendors:

Benefits Useriomere

1 State Departr Privacy Policy Terms of U crimination Stateme

2. Loginto the Vendor Portal. The Vendor Management screen displays.

State Department Welcome, JOHN DOE
Vendor Management RIVERSIDE MARKET
System Vendor ID: N/A

Home Vendor Application  Price Survey Vendor Traning My Account Manage Account Users
Vendor Managemel

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

Peer Group NjA

Disclaimer - All of the information is tentative unti confirmed by a WIC Staff Person.

Vendor Actions

* Vendor Appication has not heen submitted, Please submvt the applcation.
*Peer Group assignment is required For price survey submissions.
*Appiications will not be processed without a Frice Survey. Froceed to the Frice Survey section in order to complete the aoplication submittal process.

Vendor
Application

ﬁ e —‘

AL
Manage
Account Users

Price Survey Vendor My Account
Training

Department

18



3. Click Vendor Application. The Vendor Application screen displays

State Department Welcome, JOHN DOE .
Vendor Management RIVERSIDE MARKET  Chance Passiord

Vendor ID: N/A
Home Vendor Application  Price Survey Vendor Traning My Account Manage Account Users

System

Vendor Application

Store Name -
G| ¥ 24 Hours Closed
RIVERSIDE MARKET
Monday to Ic3 -
SNAPID State Tax ID Federal Tax ID
8577 Tuesday to I~2 =
Store Type Ownership Type Wednesday to v r
Retai - - Tharsday o = =
to I (]
Physical Address Maling Addrass to v It
to 2 =

Annualzed Sales «

ZIP Code .~ City State . County
oo - # Actual  Total SNAP Sales  Total Food Sales «  Sales Vear -
6621/ OVERLAND PARK ks JOHNSON

" Projected 000 000 M
Phone Fax
(513) 555-5555

Number of Registers Grocery Square Footage

Copyright © 2011 State Department WIC Services— All Rights Reserved. Privacy Policy Terms of Use Non-Discrimination Statement

4. Enter the State Tax ID.
5. Enter the Federal Tax ID.

6. Enter or select the Ownership Type.
Important: Sel ect #fACorporationodo unless you have a bus
Proprietorshipo.

7. Click the Mailing Address tab to verify mailing information.

Physical Address Mailing Address

v 1= Mailing Address the Same?
Address

ZIP Code  City State County

19



l\g Select the Is Mailing Address the Same? check box if the mailing address is the same

as the physical address. If not, unselect the check box and complete the mailing
information.

8. On the Contacts tab, click Add Contact to update the list of contacts as necessary.

Contacts Cnwners

JOHN DOE SAMPLEREMATLC O (913) 5555555

b S JANE DOE SAMPLEZEMATL COM [913) 555-5555

Aot Contact

9. On the Owners tab, click Add Owner to update the list of owners as necessary.

- JOHN DOE 12345 MATH STREET, OVERLAND PARK, KS (913) 5555555

10. Ent er t heHolurs of©®peratand s

* Hours Of Operation #

ED r 24 Hours Cloased
Monday & PM w | fto r r
Tuesday spv (v t0 [sem (v r r
Wednesday |spv v | 0 r r
Thursday spM v to [spm  (w r r
Friday to v r
Saturday £ PM w| to r r
Sunday to ] rd

20



11.

12.
13.
14.
15.
16.
17.
18.

Enter hours for Monday and then select the note page icon (L)) to apply the

Select the 24 Hours check box for each day of the week the location is open 24 hours
a day. Select the Closed check box for each day of the week the location is closed.

Mondaydés hours to the rest of the week.

Under Annualized Sales, select either Actual or Projected then complete the following:

1 Enter Total SNAP Sales.
91 Enter Total Food Sales.
1 Enter or select the Sales Year.

Annualzed Sales

Sales
& Actual Total SHAP Sales  Total Food Sales  Vear
" Projected 45, 000,00 S210.000.00 [ 7011 (W

Enter the Number of Registers.

Enter the Grocery Square Footage.

Enter or select the Primary Formula Source.

Enter or select the Primary Grocery Source.

Select either Yes or No for Is Vendor E-WIC Capable.

Select the Does vendor have scanners check box, if applicable.

Select the Is Vendor authorized by other states check box, if applicable.

NHumber of Registers Grocery Square Footage
4 12000

Primary Formula Source
Mastles LISA -

Primary Grocery Source
Aszsoristed Wholesale Grocers -
Is Vendor E-WIC Capable? " Yes ™ No
V' Does vendor have scanners?

[ Is Vendor authorized by other states?

21



19. Under Cost Containment, enter responses to the questions listed, as applicable.

Cost Containment -

Iz it expected that more than 50 percent of your annual revenue from the sale of food items will be derived from WIC sales? L C
Do you currently own a WIC authorized store where the WIC sales are above 50% of the total annual food sales? e ™ po
What percentage (%) of total food sales is expected to be: wic o, sNAP e, cASH 25 9, CreditDebit 25 9%
Is WIC authorization required in order for your store to open for business? “ yes g
Do you have inventory invoices available for food items purchased and currently stocked in your store? W ves U no

How many months of invoices are available (valid entry is 0-72 months):

Do you currently have in stock the required minimum inventory?

#* The sum of WIC, SNAP. Cash, and Credit/Debvt entries must equal 100%.

20. Expand and complete the State Defined Questions section of the screen.

~ State Defined Questions

Store's county sanitation permit number:
County Sanitation Permit Expiration date:

Do the scanners identify WIC foods?  yae g

Mame of the business a5 registerad with the WV Tax Department:

Type of sales to include:

[ Sascine
Specizl Formuls
Housshold Products
Erz==d
Frash Vegetzbles/Fruits
Cznnad Vegstables Fruits
Besf
Poultry

Fork

Sandwiich Mests

Tofu

T T

Ricz

-

Baby Foods
Has the manager ever been convicted of a misdemeznor involving fraud, theft or misused of state or federal funds, or any felony? © yee % po

Hawe the cwners 2ver baen di pended, withdrawn, or fined by the WIC program in Morth Carclina or any other state? If yes, xplsin and give dates:

21. Do one of the following:

9 To save your progress: click Save. You are returned to the Vendor Management
screen.

1 To submit the application: click Submit. You are returned to the Vendor
Management screen.

Application Status Pending
Vendor ID M/A
Contract Period A
Peer Group A

22



An application that has been submitted is assigned an Application Status of Pending.

Both the Vendor Application and the Price Survey must be completed and submitted
before an application can be processed.

23



How Corporate Chains Apply to Add A New Store

Assumption: Corporate contacts have accounts for portal access.

1. User signs into the portal.
a. The screen opens to the Vendor Management i Corporate home screen.

2. All current stores associated with the Owner display.

3. Click the New Vendor button.
a. The Vendor Application screen opens.

4. User completes the Vendor Application and clicks Save.
5. Click Print Application.

6. After printing, the user signs, dates and scans the application so it can be uploaded to
the portal.

7. Back in the Vendor Portal, the user clicks Upload Attestation.

Vendor Actions

Vendor Form - Attestation

Vendor Application

IR TN IR
Vandor forms reguinng signateres and dates Can be printed, sgned, scanned and uploaded Into the Vendor Portal.

Price Survey
Rl ——— — ...}, r——

Vendor forms requiring signateres and dates can be printed, signed, scanned and uploaded Into the Viendor Portal.

8. Click Browse to find the document that was just scanned and saved.

9. Once the document is located, double click on the document name to enter the path into
the Upload Vendor Forms popup.



10. Click Upload Application.
11. The file is uploaded.

12. Click Price Survey.
a. The Price Survey Details screen opens.

13. There are two ways to do the Price Survey:

Option 1:
a. Click on Show Food Category and select the top item from the drop down.

b. Click Show Food Subcategory and select the corresponding subcategory for the
category.

c. Click Add.

Repeat these steps working down the list one at a time until all food categories and
corresponding subcategories in the drop downs have been added to the Price Survey
Items container.

d. Enter your highest shelf prices.

e. Save
Price Survey Details
Effective Date Survey Date Created By Price Survey Status
02/28/2019 A o :|  Michael Mayer Not Submitted Uplcadlkie
Show Food Category Show Food Subcategory m Sort List By
Juice - 64 0z ﬂ Juice, ready-to-drink 64 oz ﬂ ﬂ
Price Survey Items
C Subcategory Description Package TypefUOM
000006001001  Legumes Peanut Butter Price Survey — Peanut Butter 5000 Q@ 1 CTNR
000006002008  Legumes Dry beans, peas, or lentils Price Survey-Dry Beans, Peas, Lentils 50.00 QO 1 CTNR
000009000001  Infant Cereal Baby Cereal - all WIC Price Survey-BabyCereal 80z 5000 O# 8 Ounce
1 CTNR

000054002005  Juice - 64 0z Juice, ready-to-drink 64 oz Price Survey-Juice, ready to drink, 64 $0.00 O»

Option 2:

a. Click Download Template.
b. The Price survey Template opens in Excel. Enter your highest shelf prices.
c. Save to your computer keeping the format as a .csv file.

d. Click Upload.



e. The Upload Price Survey popup opens.
f. Click Browse.
g. The Choose File to Upload window opens.

h. Find the price survey just saved and double click on the file name.

Upload Price Survey x

Browse to file to upload:

IH:\Cascad es\Testing\PriceSurvey . csv Browse...

i. Click Upload

j.  The Validation Summary Appears with status messages for the upload.

14. Click Submit

Cascade Price Survey x

O Apply to this vendor only.

O Apply to other vendors below:

a. The radio button defaults to Apply to this vendor only, but if the user has other
authorized stores in the same peer group, the user can click the radio button
Apply to other vendors below and select one, several or all from the vendors
listed to apply the prices to the other stores.
15. Make the desired selection and click OK.
16. Click Print. The Price Survey opens in .pdf.

17. On the Print Price Survey Documents popup, click Price Survey i All Items.



Print Price Survey Documents x

Printout

O Price Survey - All Items
O Price Survey - Required Items Only

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

28.

Print the Price Survey. Sign, date and scan the price survey so it can be uploaded to the
portal.

On the Vendor Action page, click Upload Attestation for the Vendor Application.
Browse for the saved scanned application.

Double click the file name.

Click Upload Application.

The file displays as uploaded.

Click Upload Attestation for the Price Survey.

Browse for the saved .csv file or the scanned document.

Double click the file name.

Click Upload Application.

The file displays as uploaded.



How to Complete Price Surveys

1. Access the Vendor Portal Home screen.

State Department
Vendor Management

System

Welcome to State Department Vendor Management System

WIC At A Glance

Population Served:
The WIC target population are low-income, nutritionally at risk:

Pregnant women (through pregnancy and up to 6 weeks after birth or after
pregnancy ends). New Vendors:
Breastfeeding women (up to infant’s 1st birthday)
Nonbreastfeeding postpartum women (up to 6 months after the birth of an infant [EEERNACIERICE g eesThId ]S ly TR (GAYCy T g
or after pregnancy ends)

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

Chidren up to their 5th birthday.

Sign Up

Existing Vendors:

Benefits Useriomere

1 State Departr Privacy Policy Terms of U crimination Stateme

2. Loginto the Vendor Portal. The Vendor Management screen displays.

State Department Welcome, JOHN DOE
Vendor Management RIVERSIDE MARKET
System Vendor ID: N/A

Home Vendor Application  Price Survey Vendor Traning My Account Manage Account Users
Vendor Managemel

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

Peer Group NjA

Disclaimer - All of the information is tentative unti confirmed by a WIC Staff Person.

Vendor Actions

* Vendor Appication has not heen submitted, Please submvt the applcation.
*Peer Group assignment is required For price survey submissions.
*Appiications will not be processed without a Frice Survey. Froceed to the Frice Survey section in order to complete the aoplication submittal process.

Vendor
Application

ﬁ e —‘

AL
Manage
Account Users

Price Survey Vendor My Account
Training

Department



3. Verify that a peer group has been assigned.

Application Status Pending

Vendor ID M/A
Contract Period A
Peer Group Peer Group 2

A peer group must be assigned to a vendor before a price survey can be completed.

4. Click Price Survey. The Price Surveys screen displays.

State Department Welcome, SHEILA HICKS Help
Vendor Management PRICE CHOPPER Basonord
System Vendor ID: N/A Logout
Home Vendor Application  Price Survey Vendor Traning My Account Manage Account Users
Price Surveys
Status & Effective Date Survey Date Upload Filename
—— TR -

5. There are two ways to do the Price Survey. Choose from Option 1 or Option 2.

Option 1:
a. Select New.

b. Click on Show Food Category and select the top item from the drop down.

c. Click Show Food Subcategory and select the corresponding subcategory for the
category.



Click Add.
Price Survey Details
Effective Date Survey Date Created By Price Survey Status
02/28/2019 o oymsp019 = Michael Mayer Not Submitted Upicadlkie

Show Food Category Show Food Subcategory m Sort List By

Juice - 64 0z Juice, ready-to-drink 64 oz
Price Survey Items

C Category Subcategory Description Package TypefUOM
000006001001  Legumes Peanut Butter Price Survey — Peanut Butter $0.00 O» 1 CTNR
000006002008  Legumes Dry beans, peas, or lentils Price Survey-Dry Beans, Peas, Lentils $0.00 O 1 CTNR
000009000001  Infant Cereal Baby Cereal - all wIC Price Survey-BabyCereal 8oz $0.00 O g Ounce
000054002005  Juice - 64 0z Juice, ready-to-drink 64 0z Price Survey-luice, ready to drink, 641 $0.00 O 1 CTNR
ol

e. Enter your highest shelf prices.
i.

Repeat these steps working down the list one at a time until all food
categories and corresponding subcategories in the drop downs have
been added to the Price Survey Items container.

f. Save

Option 2:

a. Click Download Template.

b. The Price survey Template opens in Excel. Enter your highest shelf prices.

c. Save to your computer keeping the format as a .csv file.

d. Click Upload.

e. The Upload Price Survey popup opens.

f.

Upload Price Survey x

Browse to file to upload:

IH:\Cascades\Tesﬁng\PﬁceSumMcsv Browse...

Click Browse.



g. :I'he Browse File to Upload window opens.

Upload Price Survey x

Browse to file to upload:

Choosz File | Price Survey Upload - $0Pencent.csw

h. Find the price survey just saved and double click on the file name.
i. Click Upload
j-  The Validation Summary Appears with status messages for the upload.

6. Click Submit

Cascade Price Survey x

@ Apply to this vendor only.
O Apply to other vendors below:

o
P

The radio button defaults to Apply to this vendor only, but if the user has other
authorized stores in the same peer group, the user can click the radio button
Apply to other vendors below and select one, several or all from the vendors
listed to apply the prices to the other stores.

7. Make the desired selection and click OK.
8. Click Print. The Price Survey opens in .pdf.

9. On the Print Price Survey Documents popup, click Price Survey i All Items.

Print Price Survey Documents x

Printout

O Price Survey - All Ttems
O Price Survey - Required Items Only




10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Print the Price Survey. Sign, date and scan the price survey so it can be uploaded to the
portal.

On the Vendor Action page, click Upload Attestation for the Vendor Application.
Browse for the saved scanned application.

Double click the file name.

Click Upload Application.

The file displays as uploaded.

Click Upload Attestation for the Price Survey.

Browse for the saved .csv file or the scanned document.

Double click the file name.

Click Upload Application.

The file displays as uploaded.



1 The system will display a message that indicates the results of the upload.

State Department Welcome, KATHY BUCHHOLZ Help
KB FOODs Change Password

Vendor Management
Vendor ID: NfA Logout

System 2 : :
Home Vendor Application  Price Survey Vendor Traning My Account Manage Account Users

Price Survey File uploaded (VEMDOR 0.9) contains:
269 Mon-Zero Survey Items

Q02 Zero Priced Survey Ttems

1 Items Mot Recognized




1 Click OK and view the items uploaded.

Price Survey Details

Effective Date Survey Date Created By Price Survey Status Upload File
&/20/2013 _,_;:J &/20/2013 = Not Submitted Price Survey Upload - 90Percent.csv
= Category Subcategory Product Description Price

Brezds/Whole Grains Bread - 100% Whale Grain 073410013144 Arnokd/Brownberry Heskthmut Bread 5 118

Breads/Whole Grains Bread - 100% Whole Grain 073410013137 Brownbemy 12 Grain Bread 5 118
Brazdz/Whole Graing Bread - 100% Whaole Grain 073410013656 Brownberry Haslth Nut Whaole Grsin Brea %119
Breads/Whole Grains Bread - 100% Whaole Grain 073410025301 Brownbeny 100% Whaole Wheat Bread Dc 125
Brezds/Whole Grains Bread - 100% Whale Grain 024126013504 Heslthy Life Flax Seed Omegs 3 5127
Brezds/Whole Grains Bread - 100% Whale Grain 024126010491 Heslthy Life Sugar Fres 100% Whole Gra £131

Breacs/Whole Graing Brezd - 100% Whole Grain 011110001528 Kroger Private Selection 4 Wheat Whale € 5118

m

Brezds/Whole Grains Bread - 100% Whale Grain 072250017571 Mature's Own 100% Whole Grain Bread 118
Brezds/Whole Grains Bread - 100% Whale Grain 072250914826 Mature's Own 12 Grain Bresd =11
Breacs/Whole Graing Brezd - 100% Whole Grain 014100085580 Pepperidge Farm 15 Grain Bread 5 118
Breacs/Whole Grains Bread - 100% Whole Grain 014100085215 Pepperidge Farm Whole Grain Oatmesl 5 116

Braads/Whaole Grains Bread - 100% Whaole Grain 072945601581 Sara Les 100% Multi-Grain Braad 5115

Br=ads/Whale Grains Bread - 100% Whaole Whest 073410017456 Arnold/Brownbemy 100% Whale Whest B $116\9 |

C e — -
.. - Surwvey price is required.

- Su Save
- Adds a new row to the grid.

5. Click Submit and the Price Survey information displays.

Price Survey - Current

Effective Date Display Date Submitted By Upload Filename
&/20/2013 6/20/2013 KATHY BUCHHOLZ Price Survey Upload - S0Percent.csv
Price Survey List o
Status & Effective Date Survey Date Upload Filename
.| ¢ | cumen £(20/2013 §/20/2013 Pric Survey Upload - S0Percent.csv

Page _ofl 10 ﬂl View 1-1of 1
Download Template Upload




Vendor Training i View upcoming events, register or cancel registration

1. Access the Vendor Portal Home screen.

State Department
Vendor Management

System

Welcome to State Department Vendor Management System

WIC At A Glance

Population Served:
The WIC target population are low-income, nutritionally at risk:

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

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

Nonbreastfeeding postpartum women (up to 6 months after the birth of an infant Apply for a user account to become a WIC Vendor
or after pregnancy ends)

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

Children up to their 5th birthday.

New Vendors:ﬁ

Sign Up

Existing Vendors:

Benefits User Name

011 State Department WIC Services— All Rights Reserved. Privacy Policy Terms of Use Non-Discrimination Statement

2. Log into the Vendor Portal. The Vendor Management screen displays.
























