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Coordinators must have their own active Test SAW account and access to the Cascade Training Environment before they can add or 
change other staff user accounts.  
 
Coordinators have the Clinic Administrative role in the Cascades environments. This role allows coordinators to create new staff user 
accounts, update staff accounts, and inactivate accounts when staff leave WIC. 
 
Before your staff can access the Cascades Training environment, you must create a staff member user account. Follow the steps 
below to add, change or inactivate users. Prior to any work, please review the key definitions below. 
  
Definitions: 

• Cascades Training: Staff use this environment to practice their skills in Cascades without affecting live program data. 
• Test Secure Access Washington (Test SAW): Test SAW is an authentication tool used to help to keep Cascades' information 

secure. It verifies staff credentials and provides access to the Cascades Training environment. 
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Steps Cascades Screen 

1. The coordinator must sign into Cascades Training 
using the Microsoft Edge browser. 

Either by: 

• Clicking on shortcut from your desktop 

• Or using the saved favorite in your browser 

• Cascades Training URL: https://cascades-
training.doh.wa.gov/client 

If you are having trouble logging into Cascades 
Training, call Cascades Support for help. 

 

 
                                       
 
 
 
 
 
 
 
 
 

2. Log in at the Agency level. The user must be at the 
Agency level when adding new users or making 
changes to existing accounts. 

 

 

 

 

 

 

 

 

 

 

 

 

To access Cascades you must use Microsoft Edge 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcascades-training.doh.wa.gov%2Fclient&data=05%7C02%7CRae.Schoen%40doh.wa.gov%7C76c54a88668a4ae5f0cc08deb6dc2427%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C639149253964221226%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=vl8Fy9jxJz1%2BQIicreQqV%2Ft%2B%2BVH6IzHDbbxaSovOgEk%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcascades-training.doh.wa.gov%2Fclient&data=05%7C02%7CRae.Schoen%40doh.wa.gov%7C76c54a88668a4ae5f0cc08deb6dc2427%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C639149253964221226%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=vl8Fy9jxJz1%2BQIicreQqV%2Ft%2B%2BVH6IzHDbbxaSovOgEk%3D&reserved=0
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Steps Cascades Screen 

3. Search the system for the user. 

a. On the Home Screen, go to: 

• Administration 

• Security 

• Search Users 

b. Enter the staff member’s name in the fields. 

• Select Search.  

c. Results: 

• If the staff member does not have an account, 
go to step 3. 

• If the user has an account, go to step 4. 

 
  
 
 
 
 

1. Create a new Cascades User Account 

a. Select the “Add User” button. Located on the 
bottom right side of screen. 

b. Enter the following: 

i. User Type: WIC Staff 

ii. User ID: Must be unique. Use this 
format: 

iii. First initial, Middle initial, Last name 

iv. NOTE: Add a number at the end of 
the User ID only if Cascades notifies 
you a duplicate User ID exists. This is 
rare. 
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Steps Cascades Screen 
v. GUID: Leave blank. This field auto-

populates once user signs in to 
Training. NEVER make a change to 
the GUID field. 

vi. Start Date: Auto populates to the 
current date; adjust if needed. 

vii. End Date: Leave blank 

viii. Last Name and First Name: new user 

ix. E-mail: staff person's email 

This email is where the user receives 
the code to allow Cascades Training 
access.  

Only one email address is allowed. 

c. Scroll down to Roles section, make selections 
under Add Roles 

i. Roles: Select appropriate role 

ii. Locations: Open the triangle to see 
all agency locations. 

Check/uncheck boxes identifying the 
agency and clinics staff can have 
access to. 

iii. Select Add 

iv. Roles will move to Assigned Roles 
container. 

Select Save: Bottom right corner of 
the screen. 
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Steps Cascades Screen 

5. How to update a user account in Cascades.  

a. Follow Step 3 above to search for users. 

b. Click on the pencil next to left of user to open 
profile.  

c. Update details in Staff Type Information as 
needed. 

NOTE: The user will receive Cascades 
verifications codes at listed email address.  

d. Account status  

i. If active, leave it alone.  

ii. If inactive, check the Active box. 
Update Start Date and clear End 
Date.  

e. To change the user's role 

i. Add new role and location 

ii. Click Add button 

iii. Delete old role by selecting the red 
X.  

iv. Click Save 

f. To change or add clinics 

i. Select the user's role under Roles 

ii. select or unselect locations as 
appropriate 

iii. Click Add button 

iv. Click Save 

    
 
 
 
 

 
 
 
 
 
 

 
                                                                        
 
 
 
 
 



Handout 1: Cascades Training - Managing User Accounts 
How to add a new user, update accounts, or inactivate an existing user account 

 

Handout 1: Cascades Training User Account                  August 2026                               6   

Steps Cascades Screen 
 

NOTE: Staff who have used Cascades previously will 
already have a Test SAW account. Provide them with a 
link to the Cascades Training environment. If they can't 
remember their SAW credentials, they can select User 
Reminder or Forgot Password links for support. They can 
also select the Get Help button.  

 

 
 
 
 
 
 
 
 

4. New user account created. With the new account 
created, the user can now set up their Test SAW 
account. 

a. Coordinators will ask staff to use, “Handout 2: 
How to Set Up a Test Secure Access Washington 
(SAW) User Account.” 

b. Also provide staff with the following: 

• Their user ID for the Cascade Training 
Environment. See Step 3 b. above.  

• The Cascade Training Environment Service 
code. Ask Cascades Support for the code. 

Important! 

• Staff must follow the steps exactly as written 
in Handout 2. 

• In step 17, staff must use the same user ID 
you created for them above in Step 3.  

• Once the Test SAW account is set up and 
active, staff will be able to access the 
Casacades Training Environment. 

 
 
 
 
 

 
 
 
 
 
 

Need help, please call Cascades Support at 1-800-841-1410 and select 0. 
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Have Questions or need support? Contact Cascades Support 

Phone: 1-800-841-1410 and choose option 0 

Email: cascades.support@doh.wa.gov 

 
 

Steps Cascades Screen 
5. How to inactivate a user account 

 
a. Log into the Cascades Training at the Agency 

level. 
b. Follow Step 3 above to search for user. 
c. Click on the pencil on left to open user account. 
d. Under Account Status, uncheck “Active”. 
e. Enter the Inactivation Reason. 
f. Select Save. 

 

Important!  
Leave the “Archive” box unchecked. Once checked, it can 
never be unselected.   
 
 

ONLY select the Archive box to archive the user profile 
due to:  

• Death 

• Fraud/Corruption 

• Other 
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This institution is an equal opportunity provider. 
Washington WIC does not 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 
DOH 961-1165 August 2026 
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