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1 Introduction to the Food Delivery Portal (FDP)

The U.S. Department of Agriculture (USDA), Food and Nutrition Services (FNS) introduces the Food
Delivery Portal (FDP), which replaces The Integrity Profile (TIP). FDP is now the system for Special
Supplemental Nutrition Program for Women, Infants, and Children (WIC) and State agencies (SAs) to
fulfill their annual reporting requirements for the WIC Program. FDP allows SA users to submit and
manage their data and FNS users to provide federal oversight of the WIC Program.

The data collected in FDP is critical to effective oversight of the WIC Program at the federal level
because it provides FNS with information on SA performance with respect to FDE training, compliance,
monitoring, and sanctions. In addition, FDP data can be used by SAs to assess trends in FDE compliance
to identify areas for additional training, oversight, and monitoring.

This user manual provides SA and FNS users with instructions on the features and functions available
within FDP. FDP allows SA users to submit and manage their data and FNS users to provide federal
oversight of the WIC Program.

FDP is powered by Salesforce, a cloud computing service specializing in customer relationship
management. Salesforce is a data-centric platform. FNS has acquired Salesforce to better provide
flexible, scalable, and efficient applications with more robust data analytics across multiple program
areas. The Salesforce platform allows for real-time information sharing and collaboration. Users can
access free training on the Salesforce platform by visiting
www.salesforce.com/services/learn/overview/.



http://www.salesforce.com/services/learn/overview/

1.1 Acronyms and Abbreviations

The following acronyms are used throughout the FDP User Manual.

Term Expansion

CMP Civil Money Penalty
DBA doing business as
EOY End of Year
FDE Food Delivery Entity
FDP Food Delivery Portal
FNCS Food, Nutrition and Consumer Services
FNS Food and Nutrition Service
NO National Office
PIV card Personal Identity Verification card
PIMB Program Integrity and Monitoring Branch
RO Regional Office
ROB Rules of Behavior
RMV Routine Monitoring Visits
SA State agency
SNAP Supplemental Nutrition Assistance Program
STARS Store Tracking and Redemption System
TIP The Integrity Profile
USDA United States Department of Agriculture
eAuth eAuthentication
WIC Program Special Supplemental Nutrition Program for Women,

Infants, and Children

1.2 Required Fields

Chapters 5 to 9 of this document present a detailed look at the fields in the FDP application. These
sections note the field name and a brief definition or description of the field contents. Not all fields are
required for all records. For more information on required fields, please see the Required Fields
Document on PartnerWeb.


https://partnerweb.usda.gov/sites/SFP/WIC-FMNP-SFMNP

2 User Roles

The Food Delivery Portal (FDP) has two types of user roles. The representatives of each State agency
(SA) hold the SA user role and are referenced later in this manual as “SA users.” The federal users
include FNS employees and contractors from Regional Offices (RO) and the FNS National Office and are
referenced later in this manual collectively as “FNS users”. The FNS users are assigned the FDP User role,
for which there are additional permission sets that grant either Regional Office or Administrator actions
to those accounts. This manual will, at times, reference the individual permissions sets as FDP User, RO
Users, and Admin Users. Each role and its unique permissions are described below.

2.1 SA Users

SA users are the employees and contractors who are responsible for operating the WIC Program on
behalf of their SAs. SA users administer the WIC Program in accordance with federal regulations; advise
local agencies and vendors on all aspects of program operations; and provide required data on vendors
to FNS, which uses this data to conduct federal oversight. SA users access FDP through the Salesforce
Experience Cloud, which requires an Experience Cloud license, otherwise known as an SA FDP License,
which SA users will request by emailing the FDP Help Desk email, SM.fn.FDPHelp@usda.gov.

2.2 RO Users

RO users are FNS employees from the various Regional Offices who can view all SA and Food Delivery
Entity (FDE) data. Regional staff provide a critical oversight role and represent the interests of their SAs
to the FNS National Office. These users oversee the SA vendor management and oversight activities to
ensure the SAs comply with WIC Program regulations. RO users access FDP through the Salesforce
Service Cloud, which requires a Lightning Service Cloud license.

2.3 FNS National Office FDP Users

FNS National Office FDP users, also known as FNS users, are FNS employees or contractors who can view
all SA and FDE data. FNS users access FDP through the Salesforce Service Cloud, which requires a
Lightning Service Cloud license.

10
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2.4 Admin Users

Admin users are FNS National Office employees or contractors who can view all SA and FDE data. They
have the following additional actions available with FDP:

e Manage user licenses,

e Create and Edit State agencies,

e Mark the final SA compliance report summaries as reported or not available for a fiscal year,

e Gather the results of all SA compliance reports into a national view,

e Perform maintenance activities on the SA record and users.

Admin Users access FDP through the Salesforce Service Cloud, which requires a Lightning Service Cloud

license.

11



3 Logging into the Food Delivery Portal

Each user will need to request a login account for the Food Delivery Portal (FDP). These login accounts
will need a United States Department of Agriculture (USDA) Level Il eAuthentication (eAuth) account.

The following sections provide detailed steps necessary to log in to FDP.

To create a login account, new users will need to follow the steps in these two sections:
1. To create a Level Il eAuth account; see section 3.1.
Please Note: FNS users have an eAuth account created as part of their initial onboarding
with FNS. FNS users should ensure that their PIV card is active and then follow the
instructions in section 3.2 to request access to FDP.
2. Request that FDP access be added to your eAuth account; see section 3.2.

Once your account is created, section 3.3 provides the steps to log in to the system.

Note: Changes are coming to the login process with the adoption of login.gov for all current
| and new FDP State agency users. The date for the transition to Login.gov will be announced at
° a later date, but information can be found at Login.gov website, and more will be shared as it

becomes available.

12


https://login.gov/help/

3.1 How to Create an eAuthentication Account

This section will help State agency (SA) users create a Level Il eAuth account using the following steps:
1. Goto USDA’s eAuth Home Page.
2. Click on the “Create Account” menu.

USDA eAuthentication £
@@  U.S. DEPARTMENT OF AGRICULTURE UeAuth

HOME CREATE ACCOUNT MANAGE ACCOUNT ~

eAuth Home

Delivering easy to obtain,
secure and private online
access to USDA programs
and services.

M ore Access with USDA eAuthentication(eAuth) is the system used by USDA agencies to enable individual
customers and employees to obtain accounts that will allow them to access USDA Web
Fewer P aSSWOI'dS applications and services via the Internet.

Asingle eAuth account saves time and reduces the number of passwords for users by providing
effortless access to multiple online resources, programs and benefits to view or conduct
official business via the Internet with USDA. This includes submitting forms electronically,
completing surveys online, and checking the status of USDA accounts.

3. From the Account Registration page, select the option for “Customer” and then click on the
“Continue” button.

13


https://www.eauth.usda.gov/home

BE An official website of the United States government Here's how you know v

USDA eAuthentication
=Sl U.S. DEPARTMENT OF AGRICULTURE

HOME CREATE ACCOUNT MANAGE ACCOUNT ~ HELP ~

Account Registration @

What type of user are you?

Customer

O USDA Employee / Contractor

(O Other Federal Employee / Contractor

Continue

@®eAuth

4. Type your business email address into the email address field and click on the “Submit” button.

5. eAuth requires you to complete a multi-step process to set up your account. There is an email

confirmation sent to you at each step below, which opens the next step for you.

a. Verify your email account by responding to the email received.

b. Set up your general account information with your name and password.

c. Verify your account.

Go back to the eAuth website (https://www.eauth.usda.gov/).

In the Manage Account menu, choose Update Account.

Verify your identity by following the online instructions. This will pull in your
credit bureau information for you to verify.

Once your account is verified, you should be ready to proceed to the steps for requesting access to FDP

shown in section 3.2.

14


https://www.eauth.usda.gov/

3.2 Requesting Access to FDP

All user groups need to submit an FNS-674 to access FDP. The complete process is outlined below:
1. The user will receive an FNS-674 via email from SM.fn.FDPHelp@usda.gov.
2. The user fills out the User Information section of the FNS-674.
a. Fields 14-16 are prepopulated.
i. 14.System Name: “Food Delivery Portal (FDP)”
ii. 15. Type of Access / Role: Non-Privileged
iii. 16. Action Requested: Add
b. Fields 17-19 should remain blank.
c. Field 20 should contain detailed text that needs to be updated with the correct values.

d. For State agency users, please use the following after updating the State agency value:
“FNCS Org (Salesforce) Environment(s): Production, UAT; Role: System generated
after a State agency contact is created; License Type: Partner Community; Profile:
FNSWIC_State Agency User Profile; State Agency represented: _ ; Public
Groups: FNS WIC Portal Users”

For FNS employees/contractors, please use the following after updating the

Region value if needed and your username with your USDA email address:
“FNCS Org (Salesforce) Environment(s): Production, FDP-UAT (fncs--
uat.my.salesforce.com without enhanced domains); Role: FNS WIC FDP User;
License Type: Salesforce; Profile: FNSWIC_FDP Standard User; Public Groups: FNS
WIC Portal Users; Permission Sets: FNSWIC FDP Community Access, Salesforce

”

Classic Permissions; Region represented: ; User name:

For FDP Administrators, please use the following:
“FNCS Org (Salesforce) Environment(s): FDP-Production, FDP-UAT (fncs--
uat.my.salesforce.com without enhanced domains), WICQA; Role: FNS WIC FDP
User; License Type: Salesforce; Profile: System Administrator, FNSWIC_FDP
Standard User; Public Groups: FNS WIC Portal Users; Permission Sets: FNSWIC FDP
Community Access, FNSWIC FDP PIMB Administrator, Salesforce Classic
Permissions; User name: __ ”
3. The Privacy Act Statement, Rules of Behavior (ROB) — Food, Nutrition and Consumer Services

(FNCS) General User, and User Acknowledgement sections should be reviewed carefully.
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Il OMB APPROVED NO. 0584-0532
Expiration Date: 07/31/2024

U.S. Department of Agriculture - Food, Nutrition and Consumer Services

User Access Request Form

According to the Paperwork Reduction Act of 1995, an agency may not conduct or sponsor, and a person is not required to respond to, a collection of information unless it
displays a valid OMB control number. The valid OMB control number for this information collection is 0584-0532. The time required to complete this information collection is
estimated to average 10 minutes per response, including the time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and
completing and reviewing the collection of information. Send comments regarding this burden estimate or any other aspect of this collection of information, including

suggestions for reducing this burden, to: U.S. Department of Agriculture, Food and Nutrition Services, Office of Policy Support, 1320 Braddock Place, Alexandria, VA 22314,
ATTN: PRA (0584-0532). Do not return the completed form to this address.

User Information

1. Last Name First Name Middle Name 2. Title 3. Date of Request
|4. Work Email . |5 USDA E-Auth UsLl ID, (if applicable) | )
6. Type of User (select one)| 7. Telephone 8. Contract Expiration Date (if applicable)| 9. Temporary Employee Expiration Date (if applicable)
E
10. Company/Agency 11. Functional Area 12. Division/Branch
13. Physical Duty Location (select one) Physical Duty Street Address Suite/Unit #
City ) State ZIP Code
14. System Name 15. Type of Access/Role 16. Action Requested
E
17. System Login User ID (current users) 18. Program and Form (applicable for FPRS)

19. State/Locality Codes

20. Comments or Special Instruction and/or Justification (if "Other” is selected in fields 6 or 13). (atfach separate sheet if more space is
needed)

4. After reviewing all sections required by the form instructions, the user should sign and date the
appropriate fields.

a. SA users must print and sign the FNS-674 with an ink signature.
b. FNS users should use their PIV card to create a digital signature.

5. Users then forward the document to their supervisor for their review and approval. For SA
users, the supervisor will send the signed FNS-674 to the appropriate Regional Office (RO) user
for review and submission.

6. Once the FNS-674 is reviewed, signed, and approved by all parties, the completed form is
forwarded to the FDP Help Desk email, SM.fn.FDPHelp@usda.gov. The completed form
undergoes an internal review process before approval or denial. If approved, the new user
receives a Welcome Packet via email that contains instructions on how to log in to FDP.

All user groups also need to submit a STARS Confidentiality Agreement to access FDP. Please contact the
FDP Help Desk email, SM.fn.FDPHelp@usda.gov for more information.
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3.3 Login to FDP

The following steps describe how SA and FNS users may log in to FDP.
1. Gotothe WIC Gateway.
2. Onthe FDP Landing Page, choose the correct login button for your user role, which will send you
to the eAuth login page.
a. SA users should click on the “State Agency Login” button, which is bordered in red in the
picture below.

®5 An official website of the United States government Here's how you know

USDA wicC Gateway

U.S. DEPARTMENT OF AGRICULTURE

Welcome to the WIC Gateway!

This is your gateway to all FNS WIC systems. Please scroll to banner of the system you would like to access.

FOOD
DELIVERY
PORTAL

FDP is the federal system that WIC State agencies use to report on WIC Vendor Management activities. This system was
previously known as The Integrity Profile (TIP). It was updated and launched with a new name in FY 2021.

Please click the appropriate button to log into your account:

Ifyou do not already have an account, please follow the steps below to create one.
Please note: Each user will need an account; accounts may not be shared.

b. FNS users should click on the “FNS User Login” button.
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5 An official website of the United States government Here's how you know =

USDA wiC Gateway

U.S. DEPARTMENT OF AGRICULTURE

Welcome to the WIC Gateway!

This is your gateway to all FNS WIC systems. Please scroll to banner of the system you would like to access.

FOOD
DELIVERY
PORTAL

FDP is the federal system that WIC State agencies use to report on WIC Vendor Management activities. This system was

previously known as The Integrity Profile (TIP). It was updated and launched with a new name in FY 2021.
Please click the appropriate button to log into your account:

[ oo )

If you do not already have an account, please follow the steps below to create one.
Please note: Each user will need an account; accounts may not be shared.

3. From the USDA eAuth page, enter your user credentials.
a. SA users should enter their User ID and Password on the right.
b. FNS users should click on the “Log In with PIV/CAC” button on the left.

EE An official website of the United States government Here's how you know v

USDA eAuthentication @ eAuth

=Sl U.S. DEPARTMENT OF AGRICULTURE

HOME CREATE ACCOUNT MANAGE ACCOUN

Log In with Log In with
PIV/CAC I Password

User ID

Log In with PIV/CAC

+

Create Update
Account Account

4. A successful login takes the user to the FDP home page, which is described in section 4.1.



4 Search and Navigation

Salesforce provides built-in search and navigation features that operate slightly differently than those
found in other platforms. The following sections will guide users in searching and navigating the Food
Delivery Portal (FDP).

4.1 Home Page

The home page is viewable immediately upon logging in. Each user group has a unique default home
page, which are described below.

4.1.1 State Agency Home Page

The State agency (SA) home page contains the Search Bar, menus at the top of the home page, FDP
Training Videos and the Create a New Food Delivery Entity box. Here is an example of this page:

USDA Food Delivery Portal HOME MY STATE AGENCY FOOD DELIVERY ENTITIES More v (Q Search. Y oa @ TestDemo sa user
A 5 oE5ARTHENT OF AGRICUITURE 2

FOOD

DELIVERY
PORTAL

'OMB Control Number: 0584-0401
Expiration Date: 12/31/2024
E FDP Training Videos E; Validate FNS Number
The following links are training videos intended to introduce FDP users to key features of FOP. FNS Number
Carrecting File Upload Errors
reating a New FDE
« Cresting a Redemption Recard
= Creating an Annual Data Record
Create a New Food Delivery Entity
+ Cresting State Agency Policy
= Cresting Training Record Food Deivery Entity Information
« Editing an FDE
new FDE.
« File Upload
*Businass Mame
« Nevigating within FOF
SNAP and View SNAP State WICID @
- = e ——————————————————
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4.1.2 FNS User Home Page

The Food and Nutrition Service (FNS) user home page contains the Search Bar, menus at the top of the
home page, Salesforce event and task controls and training videos. The Program Integrity and

Monitoring Branch (PIMB) account also has the FNS WIC New State Agency box. Here is an example of
this page:

USDA Food Delivery Portal
R 115 CPARTUENT OF ACRICITURE

Q, Search \:i 272n P ‘ﬁ

31 ENSWICFDP  Home Accounts ~ Reports ~  Dashboards ~  ReportSummaries
DELIVERY E e ’éTﬁ
o : 7 A s

Welcome!

"~

FOOD

OMB Control Number: 0584-0401
Expiration Date: 12/31/2024

Today's Events. B FDP Training Videos Update Links FNS WIC Create New State Agency

The follewing links are training videos intended to intreduce FDP users to key

fe n f Fl

R o FDF; *State Ageney Name
« Correcting File Upload Errars

4 Creating a New FDE

* Acronym
« Creating a Redemption Record
Looks like you're free and clear the rest of the day « Eiaaliiig sn Amnusl Gk Hopnid P——
View Calendar & Creating State Agency Pelicy NERO -
= Creating Training Record “Governing Agency @
Today's Tasks - « Editing an FDE
Elaliclogd
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4.2 Menus

At the top of each screen, FDP provides navigation options. Users can determine which menu they are
on by looking for the green line and green shading applied over the selected tab (please see the
screenshot of the home page in section 4.1.2). Some of these options will be visible to all user groups,
and some are only available to certain roles. Here are the options which are available:

e Home: This returns the user to the FDP home page. The home page for each user group is
described in section 4.1.

e My State Agency: This takes the State agency (SA) user to the SA account page; see Chapter 5.
State agencies will only see their own data.

e Food Delivery Entities: This takes the SA user to a list view page focused on their Food Delivery
Entities (FDEs); see section 6. By default, this will show the user’s most recently viewed records;
however, there are multiple list views available to the SA user on this page. List views are
described in greater detail in section 4.4. This feature will be accessible in a future release.

e Upload: This takes the SA user to the upload file page; see the appendix File Upload Instructions.

States will be able to upload comma delimited (.csv) and XML (.xml) format files from this page.

e Reports: This takes the user to the reports page; see section 12.

o Dashboards: This takes the user to any user dashboard for the application. FDP will be looking to
develop SA and FNS User dashboards as future functionality.

o Report Summaries: This takes the user to the Report Summary page; see section 14.1

e Accounts Menu: Available only to FNS users. This provides the FNS user with the ability to
choose between seeing SA pages or FDE pages.

The display of the navigation menu options is sensitive to the user’s display zoom setting, hiding, or
revealing menu options based on the available display area. If not, all menu options can be displayed;
the user will see a “More” option with a down arrow, and opening this will show the other menu
options.
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4.3 Performing a Search via the Search Bar

The Search Bar at the top of the screen allows users to search through all records in the system. Users
can use this search feature to quickly find results by name. This search will return FDE and SNAP Store

Information records.

All users can perform a search via the Search Bar by using the following steps:

1. Click on the Search Bar.

2. Type the name of the item you want to search for, and then press the Enter key on your
keyboard. The search function will try to match selections as you are typing. If the FDE name you
want appears in this drop-down menu, you can click on it to go to that item’s account without

hitting the Enter key.

HOME MY STATE AGENCY More s

(Q Bob's Groceny ) a (=)

FOOD

DELIVERY
PORTAL

Q  "Bob's Grocery"

Bob’s Grocery
Account

Bob's Garage & Grocery Outlet
Account

JOHN BOY'S GROCERY MART
Account

3. The Search Results screen shows the FDEs associated with your entered search text. The
Account Name value has a link; clicking it will take you to the account page for that result as
depicted in the screenshot below. More information on FDE account pages is available in section

HOME MY STATE AGENCY FOOD DELIVERY ENTITIES (Q Search... ) a o
© showing results for "Bob's Grocery” and "boy's Grocery".

Search Results
Accounts

Accounts
22 Results + Sorted by Relevance w
ACCOUNT NAME PARENT ACCOUNT NS REGION CHAIN STORE NUMBER STREET NUMBER STREET NAME cary
Bob’s Grocery - Happy Street Vienna
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4.4 List Views

List views provide a way to navigate records —different list views show predefined groups of records
that the user can further sort, filter, or search. In addition to the list views predefined within FDP, users
may create and save unique list views. The following sections detail steps for using list views.

4.4.1 Selecting a List View

List view pages within FDP display a default view. The following steps are an example of how users may
change the list view displayed:
1. Click on the Food Delivery Entities menu. An equivalent option for an FNS user would be the
Accounts menu.

HOME MY STATE AGENCY FOQD DELIVERY ENTITIES UPLOAD More wv CQ Search... ) a e UAT TEST SA User

FOOD

DELIVERY
PORTAL

Welcome!

OMB Control Number: 0584-0401
Expiration Date: 12/31/2024|

2. The Agency Food Delivery Entities list view is the default list view that SA users see on the Food
Delivery Entities menu.

USDA Food Delivery Portal HOME MY STATE AGENCY FOOD DELIVERY ENTITIES More v (Q search.., ) [2)
.S, DEPARTMENT OF AGRICULTURE _—

Acco)
Ll [Agency Food Delivery Entities ¥ | #

2items » Sorted by Account Name « Filtered by All accounts - Account Record Type « Updated a minute ago Q. search this list. w-

Account Name ~ | Business Name ~ | pBa ~ | Food Delivery Method ~

1 Bob's Grocery Bob's Grocery Bob's Grocery and Delicatessen Retail v

2 T's Grocery and Deli T's Nutritional Foed Retall -

3. Click on the downward facing arrow next to the Agency Food Delivery Entities list view to display
the other list views that can be applied. List views that are available by default to all users
include:

e Agency Food Delivery Entities
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e My State Agency
e Recently Viewed (Pinned List)
e Recently Viewed Accounts

USDA Food Delivery Portal HOME MY STATE AGENCY FOOD DELIVERY ENTITIES More
S U 5. DEPARTMENT OF AGRICULTURE —_—

Accounts

Agency Food Delivery Entities a >

Zitems. LIST VIEWS

v Agency Food Delivery Entities DBA
i My State Agency Bob's Grocery and Delicatessen
N owed (Da st
Recently Viewed (Pinned list) T's Nutritional Food

Recently Viewed Accounts

Search this list...

“ | Food Delivery Method

Retail

Retail
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4.4.2 Using the “Search this List” within a List View

List views are pre-defined searches that retrieve up to 2,000 records. The “Search this list” feature will
allow you to search within these 2,000 records and look in the columns displayed on the screen for the
requested records.

Any user can take the following steps to utilize the “Search this List” function from any list view. The
examples in this section use screens available to the FNS users, and the SA users’ screens will work
similarly.

1. The “Search this List” function appears on the right side of the list view.

seconds ago

State Agency Name T

ma, Canoncito, ar

1d Laguna

~ | Acronym

Al

wv | FNS Region

SWRO

v

Governing Agency

v | Deactivate ... v

Acoma-Canoncito-Laguna v
2 L AL SERO AL State Department of Public Health v
3 Alaska AK WRO AK Department of Health and Social Services v
4 American Samoa AS WRO AS Department of Human and Social Services v
5 AZ SWRO AZ Department of Health Services v
6 AR SWRO AR Department of Health v
7 CA WRO CA Department of Public Health -

USDA Food Delivery Portal Search [v] FW M -~
SR . ot o sHCuTURE Q. Search L 2?2 %8
H FNS WIC FDP Home  Accounts s Reports v Dashboards ~ User Provisioning Requests ~ Report Summaries a
Accounts
% . New Discover Companies Printable View
& Active State Agencies v A '
50+ items + Sorted by State Agency Name + Filtered by All accounts - Deactivate SA?, Account Record Type + Updated a few - ) _
Search this list g2- | Hl-||C| A6 |Y

2. Asan example, we will search the Active State Agencies list view for SAs who have the phrase
“Department of Public” as part of their Governing Agency name by typing “Department of
Public” into the “Search this List” bar and pressing the Enter key on the keyboard. SAs
associated with this phrase are now displayed, while other SAs have been removed from the list

view.
USDA Food Delivery Portal Al w Search Accounts and mare *[+] ?72 6 A | .
U5, DEPARTMENT OF AGRICULTURE . : : -
EEE FNS WIC FDP Home  Accounts ¥  Reports v  Dashboards s
™ Accounts
i . . \ n anies able Viev
& Active State Agencnes =1 New Discover Companie! Import Printable View

10 items - Sorted by State Agency Name - Filtered by All accounts - Deactivate SA?, Account Recard Type - Updated a few seconds ago

Department of Public

Q @&~

H-||C|#£]|6|T

State Agency Name 1

v | FNS Region

-
Governing Agency

~
v | Deactivate ...

~ | Acronym v v

1 Alabama AL SERO AL State Department of Public Health v
Z California CA WRO CA Department of Public Health A4
3 Colorado co MPRO CO Department of Public Health and Environment v
4 Commenwealth of the Northem Mariana Islands c7 WRO CNMI Department of Public Health -
5 Connecticut cT NERO CT Department of Public Health A
6 Georgia GA SERO GA Department of Public Health v
T Guam GU WRC GU Department of Public Health & Social Services v
8 lowa A MWRO IA Departrment of Public Health hd
9 Massachusetts MA NERO MA Department of Public Health v
10 Montana MT MPRO LMT Department of Public Health and Human Services A
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3. Todisplay all SAs within the Active State Agencies list view, click the X button within the Search

this List bar or delete the phrase “Department of Public” from the “Search this List” bar using

your keyboard, and then press the Enter key to refresh the page.

USDA Food Delivery Portal Al v

Search Accounts and more
W 5. DEPARTMENT OF AGRICULTURE

FNS WIC FDP Home  Accounts »  Reports »  Dashboards

A B 2 %A

Accounts

Active State Agencies v #

2

10 items - Sorted by State Agency Name - Filtered by All accounts - Deactivate SA2, Account Record Type - Updated 24 minutes ago

State Agency Name 1 v | Acronym ~ | FNS Region v
of Alabama AL SERO
2 California CA WRO
3 Colarado co MPRO
4 Commonwealth of the Northern Mariana Islands c7 WRO
5 Connecticut cT NERO
& Georgia GA SERO
T Guam GU WRO
8 lowa 1A MWRO
9 Massachusatts MA NERO
10 Montana Mt MPRO

New

Department of Public

Governing Agency

AL State Department of Public Health

CA Department of Public Health

CO Department of Public Health and Environment
CNMI Department of Public Health

CT Department of Public Health

GA Department of Public Health

GU Department of Public Health & Social Services
IA Department of Public Health

MA Department of Public Health

MT Department of Public Health and Human Services

Discover Companies

@

Import

(N g

W | Deactivate ...

¢

v

Printable View

T
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4.5 Record links

When viewing the contents of any list view, you can click on a record to be taken to the detail screen for

that record. The examples in this section use screens available to SA users, and the FNS users’ screens
will work similarly.

1.

From the Food Delivery Entities menu, click on any FDE within the Account Name column to
view the detail screen for that Food Delivery Entity (FDE). This functionality will work for the left-
most column in any list view. For example, we will click on the “FNS Pharmacy” account.

HOME

MY STATE AGENCY FOOD DELIVERY ENTITIES UPLOAD

e N
More ( Search... )
(@ ) a4 ©
Accounts > TestStateAgency
Food Delivery Entities
50+ items « Sorted by Food Delivery Method « Updated a few seconds ago &- Y
Account Name v | DBA v | StateWL. v | F. /| StreetNumber | StreetName v | city v | St. ~ | ZipCo.. v | FNSWICID ~
1 FNS Pharmacy DEV Testing 228 99026 Retail 8074 Rolling Rd Springfield VA 22152 0013d000006EPRGAAD | v
“" g H
2. You are now taken to the “FNS Pharmacy” detail screen.
e N
HOME MY STATE AGENCY FOOD DELIVERY ENTITIES UPLOAD More v (& search.. ) a (2]
Fia [N Edit Food Delivery Enti Retrievefrom SNAP  Master Workf
& FNS Pharmacy it Food Delivery Entity etrieve from Master Workflow  w
Parent Account FNS Region FNSWICID
TestStateAgency NERO 0013d000006EPRGAAD

v Food Delivery Entity (FDE)

Business Name @

Annual Data (2)

New
FNS Number (SNAP) @

Annual Data ID Fiscal Year Number of RMVs comp...
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4.6 Using “View All” to see more details for a list

On the “My State Agency” and the “FDE Record” pages, the “View All” button can be used to expand any
list to see additional details on the records. As an example, we will use the “View All” button to expand
the Hours of Operation section within our test record for “Bob’s Grocery.”

1. From the FDE record, scroll to the Hours of Operation related list on the right side.
2. Click either the “Hours of Operation” or the “View All” button.

},L:E &urs of Operation (6) New
Hours ID Open 24 hours? Day Open Time

HRS-00000017 Monday 6:00:00 AM v
HRS-00000018 Tuesday 6:00:00 AM v
HRS-00000019 Wednesday 6:00:00 AM A4
HRS-00000020 Thursday 500:00 AM v
HRS-00000021 Friday 6:00:00 AM v
HRSGOOOOOE2 Saturday 6:00:00 AM A4

View All

3. You will then be taken to the Hours of Operation details screen, which shows all the details
associated with the Hours of Operation records.

HOME MY STATE AGENCY FOOD DELIVERY ENTITIES UPLOAD More v ‘(Q Search... >‘ ;

Accounts = Bob’s Grocery

Hours of Operation tew

6items « Sorted by Day of the Week « Updated a few seconds ago CASINCHI S

Hours ID v | Open 24 hours? v | Day v | OpenTime Vv | Close Time | Day of the Week T v

1 HRS-00293092 Monday 6:00:00 AM 9:00:00 PM 2 v
2 HRS-00293093 Tuesday 6:00:00 AM 9:00:00 PM 3 v
3 HRS-00293094 Wednesday 6:00:00 AM 9:00:00 PM 4 v
4 HRS-00293095 Thursday 6:00:00 AM 9:00:00 PM 5 v
5 HRS-00293096 Friday 6:00:00 AM 9:00:00 PM 6 v
6 HRS-00293097 Saturday 6:00:00 AM 9:00:00 PM T v

28



4.7 Validate FNS Number

The ‘Validate FNS Number’ is used to validate if a store participates with SNAP outside of an FDE and to
check if the FNS number is a valid and authorized SNAP account before creating an FDE. Navigate to the
State agency home page to access the ‘Validate FNS Number’.

QSDA Food Delivery Portal HOME MY STATE AGENCY FOOD DELIVERY ENTITIES More Cq search... ) a 9 Test Demo SA user
S 5. DEPRRTMENT OF AGRICULTURE N

FOOD

DELIVERY
PORTAL

Welcome!
(OMB Control Number: 0584-0401
Expiration Date: 12/31/2024

E FDP Training Videos =g Validate FNS Number
The following links are training videos intended to introduce FDP users to key features of FOP. FNS Number
+ Correcting File Upload Errors

 Creating a New FDE

+ Creating a Redemption Record

» Creating an Annual Data Record

Type in an FNS Number and click on Validate.

| .
= Validate FNS Number

FNS Number

1234567

You will be provided with 'FNS Number <1234567> not found in STARS.” error if the FNS Number is not
found in STARS.
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=g Validate FNS Number

FNS Number

1234567

FNS Number =1234567= not found in STARS.

If the FNS Number is found in STARS, you will be provided with the details of the SNAP account.
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=_@ Validate FNS Number

FNS Number

1549715

Store Details
Corporation Name

Legal Business Name

Store Address

Store Status
Status
Status Reason

Status Start Date

Store Owners

Authorized

Initial Authorization

May 31, 1995

email: QU

Validate




5 My State Agency Menu

The My State Agency menu acts as the State agency (SA) account page for the SA users that contains
data unique to the SA. SAs will only see their data on the My State Agency menu, which is accessible at
the top ribbon of the system. FNS users can access a specific State Agency page by either searching for
the specific State agency in the search bar or by selecting the State agency from one of the list views in
the Accounts menu.

This chapter discusses the fields that appear on the My State Agency menu. The following sections show
screenshots from our test State Agency, “TestStateAgency.” Here is a sample of the page:

HOME MY STATE AGENCY FOOD DELIVERY ENTITIES UPLOAD More v (Q search. | A
Account
Edit

TestStateAgency

FNS Region Governing Agency Acronym

MARO Test ST

> State Agency Data B3 rolicy settings (5+) New

PP
% NendorAirthar mtton Policies Policy Setting...  List Type Entervaluetoa.. Disable?
» Vendor Management Policies PS-00000015 Peer group PGL v
PS-00000016 Peer grou; estPIo
> Inventory Audit Policies 500000018 SSEETUP TP bod

PS-00000055 Peer group
> State Geographic Information

PS-00001999
> System Information

PS.00002000

PS-00002001 Peer group

The left side of the screen contains sections that provide basic information on the SA. In the image
above, all sections have been collapsed and only show the section name and not the fields in each
section (these sections will be explained in greater detail below in this document).

The State Agency Account sections are:
e State Agency Data
e Vendor Authorization Policies
e Vendor Management Policies
e Inventory Audit Policies
e State Geographic Information
e System Information

The right side of the screen contains related records of the SA. There are more areas that were shown in
the image above. The related records for the State agency account are:

e Policy Settings

e Food Delivery Entities
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5.1 State Agency Data

The State Agency Data section contains the following fields:
e State Agency Name
e Acronym: Abbreviation for SA

e Governing Agency: The governing agency responsible for the oversight and administration of

the WIC program

e FNS Region

e Data Entry Method: Please select the method the SA will use most often to enter data. This
does not preclude the use of the other method.

Vv State Agency Data

State Agency Name
Demo State Agency

Acronym @
DSA

Governing Agency @
DSA Health Department

FNS Region
NERO

Data Entry Method @
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5.2 Vendor Authorization Policies

The Vendor Authorization Policies section contains the following fields:

35

Limiting criteria used?: Check this box if the SA uses limiting criteria

Standard Agreement Length: The length of the standard vendor agreement used by the SA (If
variable, please select the longest length)

SNAP authorization required?: Check this box if participation in SNAP is a requirement for WIC
authorization

A50 vendor authorization allowed

Additional vendor types authorized: Please select any additional vendor types (i.e., mobile or
online) authorized by the SA

Current shelf price exemption?: Check this box if the SA has an existing exemption from
collecting shelf prices

Current peer group exemption?: Check this box if the SA has an existing exemption from
establishing a vendor peer group system

Current geography exemption?: Check this box if the SA has an existing exemption from
considering geography when establishing a vendor peer group system

Annual formula suppliers list provided: Check this box if the SA annually provides a list of infant
formula wholesalers, distributors, retailers, and manufacturers per 246.12(g) (10)

Describe vendor approval process: Please provide a concise high-level description of the SA’s
vendor approval process.

v Vendor Authorization Policies

Limiting criteria used? @

Standard Agreement Length @

SMAP authorization required? @

AS0 vendor authorization allowed

Additional vendor types authorized @

Current shelf price exemption? @

Current peer group exemption? @

Current geography exemption? @

Annual formula suppliers list provided? @

Describe vendor approval process @

Conducted online.



https://www.ecfr.gov/current/title-7/part-246#p-246.12(g)(10)

5.3 Vendor Management Policies

The Vendor Management Policies section contains the following fields:

RMVs conducted by: The agency or agencies that conduct RMVs for the SA

Compliance buys conducted by: The agency or agencies that conduct compliance buys for the
SA

Describe high risk assessment process: Please provide a concise high-level description of the
SA’s high risk assessment process

High risk criteria used: Please select all criteria used to identify high risk vendors

Pattern of violations definition: Please describe the SA’s definition of pattern for vendor
violations

Participant access definition: Please describe the SA’s participant access criteria

~ Vendor Management Policies
RMvz conducted by €@

Compliance buys conducted by @
Describe high risk assessment process €@
TBD

High risk criteria used @

Pattern of violations definition

Participant access definition €
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5.4 Inventory Audit Policies

The Inventory Audit Policies section contains the following fields:

e Inventory audits conducted?: Check this box if the SA uses inventory audits for compliance
investigations

¢ Inventory audits conducted by?: The agency or agencies that conduct inventory audits for the
SA

¢ Inventory audit: onsite visit required?: Check this box if inventory audits require onsite visits

e Common inventory audit products: Please select all products reviewed by the SA when
conducting inventory audits

e Other common products: Please select any additional products reviewed by the SA when
conducting inventory audits

e Describe inventory audit process: Please provide a concise high-level description of the SA’s
inventory audit process

~ Inventory Audit Policies

Inventory audits conducted? @

Inventory audits conducted by €@

Inventory audit: onsite visit required? @@

Common inventory audit products @

COther commaon products @

Describe inventory audit process @
TED
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5.5 State Geographic Information

The State Geographic Information section contains the following fields:
e Top Latitude: The most north point of any geographic state covered by the jurisdiction of the SA

e Left Longitude: The most west point of any geographic state covered by the jurisdiction of the
SA

e Bottom Latitude: The most south point of any geographic state covered by the jurisdiction of
the SA

e Right Longitude: The most east point of any geographic state covered by the jurisdiction of the
SA

v State Geographic Information

Top Latituds @ Left Longitude @

Bottom Latitude @ Right Longitude @
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5.6 System Information

The System Information section contains the following fields:
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Deactivate SA?: Active = unchecked; Inactive = checked
Account Record Type

Account Name

Account Owner

Parent Account

Created By

Last Modified By

v System Information

Deactivate SA? @ Parent Account

Account Record Type Created By

State Agency ' Nisha Patil, 3/24/2021 10:47 AM
Account Name Last Modified By

Demo State Agency ~ PIMB Admin, 6/1/2022 3:11 PM

Account Owner

3 PIMB Admin




5.7 Policy Settings

The Policy Settings section of the My State Agency page allows an authorized SA User to set up the
values they want to use in each available pick list for Peer Groups, State High-Risk Reasons, State
Violations, and State Sanctions. Once entered, the values are immediately available for use anywhere
(e.g., files uploaded into FDP or in the FDP screens). The ability to update, change, remove, and add
values to these pick lists is reserved exclusively for the SA user role. The values in the pick lists are only
visible to the SA that added them and to FNS users in reports.

Some SAs may choose to publish all the high-risk reasons, violations, and sanction values possible per
their SA Sanction schedule, but this is not required. SAs will want to add in any values that they use most
frequently.

When looking for what values make sense to document in this policy-setting area, SAs could compare
their SA Sanction Schedule with the FDP Data Dictionary. Suppose FDP already has a value pre-
programmed in a related field (e.g., High-Risk Reasons are related to State Risk Reasons). In that case,
SAs will not need to add that value (e.g., 6-year disqualification, trafficking violation). Certain things, like
Sanctions lasting up to a year or Peer Groups, will not have any corresponding related field of federal
items defined. Items not defined at the federal level but used frequently would be the best values to
document. The actual values saved are up to individual SAs. FDP will accept a word, a phrase, or even
the citation code, so SAs can choose to input the values that make the most sense for their agency.

SA users can create a new Policy Setting by using the following steps:

1. The Policy Settings page is accessible from the right side of the My State Agency menu. The
“New” button can be used to create new Policy Settings, while the “View All” button can be
used to view existing Policy Settings. We will click the “New” button to create a new Policy
Setting.

Policy Settings (7) o ¢ New

7 items « Sorted by List Type + Updated 32 minutes ago

Policy Setting ID | List Type T v | Entervalue to... v | Disabl

1 PS-00000113 Geography

2 PS-00000112 Peer group Number of Cash Re...

3 PS-00000114 Peer group Business Model

4 PS-00000115 Peer group Store Type

5 PS-00000118 Peer group Store Type

6 PS-00000123 Peer group Store Type

7 PS-00000116 State WIC violation Test State Agency V...

View All
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2. This generates the New Policy Setting window.

New Policy Setting

Policy Settings ID

* Enter value to

" State Agency Demo State Agency
add to list

Name

List Type @ --None-- Description @

Policy Setting ID

Disable?

Cancel Save & New

3.  We will select Peer Group from the List Type and set “PG1” as the value in the “Enter value to
add to list” field. To finish, we will click on the “Save” button.

New Policy Setting

Policy Settings ID

*State Agency Demo State Agency
Name “Entervalueto @
add to list

2 Description @

List Type @ Peer group v

Policy Setting ID

Disable?

Cancel Save & New
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5.8 Food Delivery Entities

The Food Delivery Entities list view on the My State Agency menu contains all of the Food Delivery
Entities (FDEs) associated with that SA for all fiscal years. The following steps can be taken to view the
FDEs associated with a SA. In our example, we use our test record for “Demo State Agency.”
1. From the My State Agency menu, scroll on the right side to the “Food Delivery Entities” related
list.
2. Click either the “Food Delivery Entities” name or the “View All” button.

Food Delivery Entities (10+) % - c
10+ items » Sorted by Account Name « Updated an hour ago

Account Name % DBA State WICID
1 Apex Grocery Apex Grocery 1612
2 Austin’'s Market 1863
3 Corner Street Market 2222222
4 George's Grocery George's Grocery 1492
5 George's Market George's Market 1865
6 Jeff's Food Warehouse Jeff's Food Warehouse 1692
7 John's Grocery 1 John's Grocery 1 1700
8 Quality Produce 123456
9 g Quick Stop Quick Stop 1694
10 Roger's Grocery 1 Roger's Grocery 1 1694

»
View All

3. You will then be taken to the Food Delivery Entities full list view screen, which shows more
columns. The columns displayed are Account Name, DBA, State WIC ID, Food Delivery Method,
Street Number, Street Name, City State, Zip Code, and FNS WIC ID. Each unique FDE record
provides details for the specific FDE. Clicking on the FDE name will take you to that FDE Detail
Screen. More information about FDE records is provided in Chapter 6.

4. This entire list view may be filtered to assist the State agency using a value from any of the fields
displayed in the list view (e.g., Account Name, State WIC ID, City, etc.). The filter control area is
opened using the filter button in the upper right of the page:
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Accounts > Demo State Agency

Food Delivery Entities

15 items » Sorted by Account Name » Updated 2 minutes ago % -
Account Name T v DBA \ | State... “/ | Food Deliver... | Str... v/ | StreetNa... v/ | City v | State v Zip Code /| FNSWICID v
1 Apex Grocery Apex Grocery 1612 Retail 1615 Queen Street Alexandria VA 22305 0013500000KD72jAAD v
2 Austin's Market 1863 Retail 1945 E Van Buren St Phoenix AZ 85006-3755 0013500000LfaBsAA) hd
3 Corner Street Market 2222222 Retail 13 20th Street Alexandria VA 22306 0013500000N8BgRAAV v
4 George's Grocery George's Grocery 1492 Direct Distribution 1 Queen Street Alexandria VA 22304 0013500000KD7bSAAT v
-] George's Market George's Market 1865 Retail 14 John Alexandria VA 22314 0013500000JojEIAAJ v
6 Jeff's Food Warehouse Jeff's Food Warehouse 1692 Retail 14 South Street Alexandria VA 22315 0013500000LfabsAAB v
7 John's Grocery 1 John's Grocery 1 1700 Retail 1900 E Van Buren St Phoenix AZ 85006-3755 0013500000JchJ2AA) -

5. The list view filter provides a context sensitive list of fields. This is limited to only the fields in the
list view and only the values used.

Filters X

Clear

Food Delivery Method

Retail
[] Direct Distribution
D Home Delivery

Street Number

Street Name

State

[ a
[ ax
] as
[ az
[] ar

Show More

Clear

Zip Code

| 22043 |

FNS WIC 1D
Clear All Filters

6. Users can filter the fields in the list view. Select or enter the filter criteria and click “Apply” for
Filters to update on the list view. Clicking on the “Clear All Filters” button will bring users back to
the original list view with all Food Delivery Entities.
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5.9 Related Contacts

The Related Contacts record shows the SA users associated with the SA. Related Contacts data is never
deleted; when a user is deactivated from FDP, they will remain in the Related Contacts list. The following
steps can be taken to view the Related Contacts for a SA. In our example, we use our test record for
“TestStateAgency.”

1. From the My State Agency menu, scroll to the right side of the “Related Contacts” related list.

2. Click either the “Related Contacts” or the “View All” button.

@lated Contacts (?ﬂ

Contact Name Account Name Title Direct

[Eto=is ISR EEgE v v
TestStateAge...  TestStateAgency v v
TestStateAge...  TestStateAgency v v

3. You will then be taken to the Related Contacts summary screen, which shows more columns.
The columns displayed are: Contact Name, Account Name, Title, Direct, Email, Phone, and Roles.

4. Each unique Contact Name record provides details on a specific SA user. Clicking on a Contact
Name will open the full Related Contact record. In our example, we will show the details as if we
had clicked the name “TestStateAgencyUserl Test.”

HOME MY STATE AGENCY FOOD DELIVERY ENTITIES UPLOAD More s ] Q, Search _’

Accounts > TestStateAgency

Related Contacts

3items + Updated a few seconds ago - C Y
Contact Name v | Account Name v Title v | Direct v | Email v | Phone v | Roles v
TestStateAgencyUser2 Test2 TestStateAgency _ v

TestStateAgencyUserl Test TestStateAgency projectfdpteam@itcon-inc.com v

5. The detailed record screen for this Contact Name is displayed. This screen shows all fields in the
record, including System Information fields. Related Contacts do not have any child records, so
the right side of the screen is empty. The Related Contacts record has two sections:

a. State Agency User Information
i. Name
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ii. Email
b. System Information

i. Account Name

ii. Contact Record Type
iii. Created By
iv. Last Modified By

HOME MY STATE AGENCY FOOD DELIVERY ENTITIES UPLOAD More s [ Q se | ‘!_
o Contact B
Mr. TestStateAgencyUserl Test Edic | Clane
Account Name
Testﬁt:{tgﬁ;eq(y
v State Agency User Information Activity History (0)
Name
Mr. TestStateAgencyUser1 Test
Email
projectfdpteam@itcon-inc.com
v System Information
Account Name Created By
TestStateAgency I /52021 1:25 P
Contact Record Type Last Modified By
State Agency User FNCS DeploymentUser , 7/3/2023 1:01 AM
5.10 Report Summaries for State Agency
Report Summaries section displays the list of Report Summaries for the State agency. Detailed
information on the report summary is discussed in section 14.
Eegzg;:@vge\/zed v (¥ Mark asReported  Mark as Not Available
2items » Updated a minute ago Search thislist. &~ E- C
Name v
1 Test State Agency - 2021 v
2 Test State Agency - 2022 v
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5.11 Account History for State Agency

The Account History related list for the SA tracks if certain fields are changed within the SA records. This
provides the date the change was made, the field that was changed, identifies the user who made the
change, and the original value and new value.

The following steps can be taken to view the Account History for the SA. In our example, we use our test
record for “Demo State Agency.”

1. From the My State Agency menu, scroll down to the Account History at the bottom of the page.
Click on the “Account History” button or the “View All” button to view the Account History
records.

Ecou nt History (BD

Date Field User Original Value New Value

7/3/20232:45PM  Describe highris...  TestStateAgency... Allvendors consi... @ w
7/3/20232:45PM  Describe invento...  TestStateAgency... Store advised pe... | w
7/3/20232:45PM  Describevendor...  TestStateAgency... Continuousvend... | w

2. The entire Account History of “TestStateAgency” is now displayed.

HOME MY STATE AGENCY FOOD DELIVERY ENTITIES UPLOAD More ~v <Q Search... )\ ; 0

Accounts > TestStateAgency

Account History

3items + Sorted by Date s Updated a few seconds ago w- CY

Date v | Field v | User V| Ori... v | New Value v

) 7/3/20232:45PM  Describe high risk assessment proce...  TestStateAgencyUserl Te... All vendors considered high risk in their first authorization year. Thereafter, risk is assessed before on-site training.
2 7/3/20232:45PM  Describe inventory audit process TestStateAgencyUserl Te... Store advised per letter of audit. Store provides receipts and inventory receiptsin person, or via tracked mail. Inventory amounts ...
3 7/3/20232:45PM  Describe vendor approval process TestStateAgencyUserl Te... Continuous vendor applications submission via website. Vendors approved pending review and available geographic and partici...
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6 Documenting Food Delivery Entity (FDE) Data

Food Delivery Entities (FDEs) are the vendors that participate in the WIC Program. Each WIC authorized
store should have a FDE record created within the Food Delivery Portal (FDP). The FDE record holds the
store identity, vendor agreement details, status, and physical address information for the store. This
information will only need to be updated when one of these values changes (e.g., when they sign a new
vendor agreement).

6.1 Sections in an FDE Record

This section discusses the fields that appear in the FDE record. The following steps show screenshots
from our test data record, “Bob’s Grocery.”

When you click on an account/store name in any navigation or search feature, the system will open the
FDE record. The screen shows both the FDE record and all the sub-records (records related to the FDE)
related to the FDE. For our example below, Bob’s Grocery is the FDE (left side), the Annual Data area
(right side), shows how many fiscal years Bob’s Grocery has been working with WIC, and Trainings (right
side below Annual Data) shows training eves.

1. The FDE account fields are located on the left side of the screen. These fields are part of the
‘parent’ or main record.

2. The right side of the screen shows records related to the FDE called sub-records or ‘child
records.” Our example only shows the Annual Data, and Trainings in the image below. SNAP
Store Information, found on the left side of the screen, is also a sub-record. More child records
appear as the user scrolls down the page, and each will have its own section in this manual.
Here is a sample of the FDE screen:

Account
Ha Bob’s Grocery Edit Food Delivery Entity Retrieve from SNAP Master Workflow -

Parent Account FNS Region FNS WIC ID
Test State Agency MARO 001HV000003teQtIAl
v Food Delivery Entity (FDE) [ Annualpata (3) New
Business Name @ FNS Number (SNAP) @
Annual Data ID Fiscal Year Number of RMVs comp...  Identified as high risk?
Bob’s Grocery
DBA @ State WIC ID @ AD-01514315 2022 v
12345 AD-01514313 2021 v
Chain Store Number @ Initial Authorization Date
AD-01514314 2020 v
Peer Group SNAP Store Information ID View All
~ WIC Business Model B Trainings (2) New

Food Delivery Method @ Investigated Unauthorized Store? @
Home Delivery Training ID Training Date Training Type

Retail Category @ Identified as WIC Only? @ iIE,01342802 P Ll CIl v

TR-01442803 1/10/2021 Not Interactive v
Contractor @ Authorized as Mobile Vendor? @
View All
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3. The FDE record has the following sections that contain data specific to the FDE (these will be

4.

explained in greater detail in the following sections):
e Food Delivery Entity
e  WIC Business Model
e Authorization Data
e Physical Address
e Other Stores Owned
e System Information
The related or child records of the FDE are:
e Annual Data (see section 7.1)
e Trainings
e Redemptions
e Investigations
e Violations
e Sanctions
e Claim Collections
e Hours of Operation
e C(Contacts
e Account History

6.1.1 Food Delivery Entity

The Food Delivery Entity section contains the following fields:

Business Name: Full legal business name

FNS Number (SNAP): The FNS Number provided by SNAP

DBA: The 'doing business as' (DBA) name

State WIC ID: The SA generated ID for this record

Chain Store Number: The vendor's chain store number

Initial Authorization Date: The date of the vendor’s initial authorization

Peer Group: Peer group values can be created in the Policy Settings area (see section 5.7)
SNAP Store Information ID

FDP Standard Name: Only available for FNS users.
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v Food Delivery Entity (FDE)
Business Name @ FNS Number (SNAP) @
Bob's Grocery 0007880
DEA @ State WIC ID €@
123
Chain Store Number €@ Initial Authorization Date
5/18/2022
Peer Group SNAP Store Information 1D
MPGI10 PUBLIX

6.1.2 WIC Business Model

The WIC Business Model section contains the following fields:
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Food Delivery Method: The food delivery method this entity operates under to ensure WIC
participants have access to supplemental foods

Retail category: The category of Food Delivery Entity within the retail food delivery system
Contractor: The type of Food Delivery Entity within either the home or direct distribution food
delivery system

Primary contract record?: This is available when Retail category is either Direct Distribution or
Home Delivery

Contract Information: This is available when Retail category is either Direct Distribution or
Home Delivery

Internet Ordering Options: Options offered by the store to their customers that have placed an
order online

Investigated Unauthorized Stores: Check this box if the SA investigated this store, but it is not a
WIC authorized store
Identified as WIC only?: Check this box if this vendor provides only WIC foods or identifies as a

WIC only store

Authorized as Mobile Vendor: Check this box if this vendor operates solely online (i.e., does not
have a fixed location/storefront)

Authorized as Internet Vendor?: Check this box if this vendor operates solely online (i.e., does
not have a fixed location/storefront)

Square Footage: The square footage of the store location

Number of Registers: The number of cash registers at the store location



v WIC Business Model

Food Delivery Method @ Investigated Unauthorized Store? @
Retail
Retail Category @ Identified as WIC Only? @
A50 - for profit
Contractor @ Authorized as Mobile Vendor? @
Primary contract record? €@ Authorized as Internet Vendor? @
Contract Information €@ Square Footage @

5,000
Internet Qrdering Options @ Number of Registers @

5

6.1.3 Authorization Data

The Authorization Data section contains the following fields:

Status: The current status of the Vendor’s agreement

Accessed for Participant Access?: Check this box if this vendor was assessed for participant
access during this fiscal year

Participant Access Reason: The reason(s) the vendor determined necessary for participant
access

Denial Reason: The reason the store’s application was denied

Other Denial Reason: The specific reason the store’s application was denied if “Other” was cited
as a denial reason

Agreement Start Date: The first day of the vendor agreement period.
Agreement End Date: The last day of the vendor agreement period.
Agreement Termination Date: The effective date the vendor was terminated
Termination Reason: The reason why the vendor agreement was terminated

Other Termination Reason: The specific reason the vendor agreement was terminated if
“Other” was cited as a termination reason
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v Authorization Data

Status @ Agreement Start Date

Authorized 10/1/2019

Assessed for participant access? @ Agreement End Date
9/30/2022

Participant Access Reason @ Agreement Termination Date

Denial Reason @ Termination Reason @

Other Denial Reason @ Other Termination Reason €@

6.1.4 Physical Address

The Physical Address section contains the following fields:
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Street Number

Street Name

Suite/Unit/Other

City

State

Zip Code: This may be either the five number format or the ‘zip + four’ number format
County

No Physical Address?: Check this box if the store does not have an exact address or easily
definable physical location

Location Description: The description of the store’s exact location if no exact address can be
provided

Coordinates: The latitude and longitude coordinates for this address

Location Confirmation: System Generated: The System will confirm that a store’s location is
within the boundaries of the SA’s jurisdiction

GEOID: The USGS Geo ID associated with the address

RUCA Code: The RUCA Code associated with the address




v Physical Address

Street Number No Physical Address? @
12345

Street Name Location Description €@

Main Street

Suite/Unit/Other Coordinates @

City Location Confirmation @
City

State GEOID @

VA

Zip Code RUCA Code @
12345

County
County

6.1.5 Other Stores Owned

The Other Stores Owned section contains the following fields:
e Total Number of Stores Owned: The total number of stores owned by the same ownership
e Number of WIC Authorized Vendors: The number of other WIC authorized vendors by the same
ownership

v Other Stores Owned

Total Number of Stores Owned €@ Number of WIC Authorized Vendors €@
3 1

6.1.6 System Information

Each record within FDP tracks technical information in a System Information section. This will always be
the last or bottom section of the record. For the FDE record, this section contains the following fields:

e Account Name

e Parent Account

e Account Record Type
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e Account Owner

e Created By

e Last Modified By

e Integration Response

v System Information

Account Name

Bob's Grocery

Parent Account

Maryland

Account Record Type
Food Delivery Entity

Integration Response

Account Owner

@ onTestuser

Created By
0 QA Test User, 3/31/2023 4:59 PM

Last Modified By
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6.2 SNAP Store Information

SNAP provides nutrition benefits to supplement needy families' food budgets so they can purchase
healthy food and move towards self-sufficiency. Individuals can redeem their SNAP benefits at
participating vendors, and many WIC vendors are also SNAP vendors. The SNAP Store Information
records found in the FDE section on the left side of the screen hold the store identity, FNS Number,
Status, and physical address information for the store. This record only needs to be updated when one
of these values changes.

6.2.1 SNAP Store Information ID

The SNAP Store Information ID for a given FDE can be pulled into the FDE record using the FNS Number.
Vendors who sign up for SNAP receive a system-generated SNAP Store Information ID in STARS.

6.2.2 SNAP Store Information Detail Screen and Related Records

This section discusses the fields that appear on the SNAP Store Information detail screen. The following
steps show screenshots from our test record, Test SNAP Account.

When viewing an FDE record, locate the SNAP Store Information field in the Food Delivery Entity section.
If the associated SNAP Store data has already been pulled into the FDE record, then it will have a store
name listed on this field that acts as a record link to the SNAP Store Information detail screen.

Account
it F i ti Retrieve fi NAP M kfl
Fm Test SNAP Account Edit Food Delivery Entity etrieve from S aster Workflow v
Parent Account FNS Region FNSWICID
Demo State Agency NERO 001HV000004WXIyIAG
v Food Delivery Entity (FDE) B Annual Data (1) New
Business Name @ FNS Number (SNAP) @ . . i
Annual Data ID Fiscal Year Number of RMVsc...  Identified as high ...
Test SNAP Account 1234567
DBA @ State WIC ID @ 4D:01513004 2021 ! v
Test SNAP Account 123
View All
Chain Store Number @ Initial Authorization Date
Peer Group SNAP Store Information ID B Trainings (0) New
Test SNAP Account
v WIC Business Model
B Redemptions (2) New
Food Delivery Method @ Investigated Unauthorized Store? @
Retail Redemption ID Transaction Month  Calendar Year Non-CVB Redemp...
Retail Catego Identified as WIC Only?
. gory o ; y o RD-03302845 April 2021 $100.00 v
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e Redemptions: This section lists the Redemptions that are associated with the SNAP

Store.

e Related Contacts: This section lists the Related Contacts that are associated with the

SNAP Store.

e Hours of Operation: This section lists the Hours of Operation that are associated with

the SNAP Store.

e Food Delivery Entities: This section lists the Food Delivery Entity records the SNAP

account is linked to.

1. Click on the record link listed under the SNAP Store Information ID field captured in the
screenshot above. Below is a sample SNAP store Information record.
F Account
& Test SNAP Account
FNS Number (SNAP) Chain Stare Number Status
1234567 12345
v SNAP Retailer Application a Redemptions (0)
FNS Number (SNAP) @ Chain Store Number @
1234567 12345
. ﬂ Related Contacts (0)
Store Name Store Open for Business
Test SNAP Account
Street Number State
123 B Hours of Operation (0)
Street Name Zip Code
Happy Street
Additional Address County a Food Delivery Entities (1)
City Vear-round store? Account Name FNS Number (SNAP) DBA Parent Account
Fairfax TgsF SNAPVACmeth 1234567 Test SNAP Account Demo State Agency v
Legal Business Name Store Phone Number 7
Test SNAP Account view All
2. The SNAP Store Information record has the following sections that contain data specific to the
SNAP store.
e SNAP Retailer Application
e SNAP Status
e System Information
3. The Related or child records of the SNAP Store are:




6.2.2.1 SNAP Retailer Application

The SNAP Retailer Application data section contains the following fields:

FNS Number (SNAP): FNS Number provided by SNAP
Chain Store Number: The Vendor Chain Store Number
Store Name

Store Open for Business
Street Number

State

Street Name

Zip Code

Additional Address

County

City

Year-round store?

Legal Business Name

Store Phone Number
Corporation Name

Type of Ownership

Non-Profit entity?

Own multiple SNAP Stores
501c3 Status?

Total number of Stores Owned
Actual Retail Sales

Estimated Retail Sales

Actual Retail Sales Year

Open 7 Days and 24 Hours
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v SNAP Retailer Application
FNS Number (SNAP) @
1234567

Store Name
Test SNAP Account

Street Number
123

Street Name

Happy Street

Additional Address

City

Fairfax

Legal Business Name
Test SNAP Account

Corporation Name
Test SNAP Account
Non-profit entity?
501c3 Status?

Actual Retail Sales

Actual Retail Sales Year

Chain Store Number @

12345

Store Open for Business

State

Zip Code

County

Year-round store?

Store Phone Number

Type of Ownership

Own multiple SNAP stores?

Total Number of Stores Owned @

Estimated Retail Sales

Open 7 Days and 24 Hours
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6.2.2.3 SNAP Status

The SNAP Status data section contains the following fields:

Date Application Received

Store/MS Application Processing Stage
Status

Status Reason

Status Effective Start Date

Status Effective End Date

Store Type

Action Implemented Date

Action Implemented

v SNAP Status

Date Application Received

Status

Status Effective Start Date

Store Type

Action Implemented

Store/MS Application Processing Stage

Status Reason

Status Effective End Date

Action Implemented Date
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6.2.2.4 System Information

The System Information section contains the following fields:

Account Name

Account Owner

Parent Account

Created By

Account Record Type

Last Modified by

Data Last Refreshed: Use this field to capture when the data was last refreshed from STARS.
This field should only be updated by the integration process.

v System Information

Account Name Account Owner
Test SNAP Account
Parent Account Created By

,4/17/2023 4:31 PM

Account Record Type Last Modified By
SNAP Store Information Nisha Patil ,5/25/2023 1:06 PM

Data Last Refreshed @
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6.2.3 Daily and Monthly Batch Jobs

FDP syncs with STARS on a daily and monthly basis. The daily sync pulls in SNAP Store Information from
STARS for the FNS Numbers that were submitted the previous day. These records include the Business
Name, Address, Contacts, Hours of Operation, and Redemptions. The daily sync will also create a link to
the SNAP Store Information ID for these FDEs allowing SA users to navigate the details of the associated
SNAP store.

The monthly sync pulls in existing SNAP Store Information and updates the associated records, such as
Redemptions, Address, Contacts, and Hours of Operation. This process will not change any existing
information of an FDE.

FDP also allows SA users to retrieve data from STARS in near real-time and to manually copy over SNAP
Store Information, such as Business Name, Address, Contacts, and Hours of Operation, to the applicable
FDE. For example, we will use the FNS Number — 1234567 to pull SNAP Store Information from STARS
Manually.

1. From the FDE detail screen, click the “Retrieve From SNAP” button in the top-right corner.

USDA Food Delivery Portal HOME MY STATE AGENCY FOOD DELIVERY ENTITIES UPLOAD More v (Q s a
S U S DEPARTMENT OF AGRICULTURE N
Account
Bob's grocery Edit Food Delivery Entity Retrieve from SNAP Master Workflow  w
Pare FNS Region FNS WIC ID
Demo State Agency NERO 001HVO00004WXIYIAG
~ Food Delivery Entity (FDE) B Annual Data (1)
Business Name @ FNS Number (SNAP) @ ~
gk Annual Data ID Fiscal Year Number of RMVs comple...  Identified as high risk?
Sob's grocery 1
DBA @ StateWIC ID @ AD-01519004 2021 1 v

View All
Chain Store Number @ Initial Authorization Date

2. A “Retrieve from Snap” window will appear. Enter the FNS Number 1234567 in the text area
field under “Enter FNS Number.”
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Retrieve from SNAP

FMNS Mumber is required. Please enter a valid FNS Number. (Should be a 7 digit number.)

Enter FNS Number:

Click on the “Submit” button. If there are any matching records for the FNS Number, the system
will pull in the record.
Verify that the information provided is correct. You are provided with two buttons to copy SNAP
account’s data to the FDE account. ‘Connect record to SNAP’ button will only copy the ‘FNS
Number’ and ‘SNAP Store Information ID’ from the SNAP account to the FDE account. ‘Copy to
FDE’ button will copy all the SNAP data from the SNAP account to the FDE account.

a. Click on “Copy to FDE” button to manually retrieve the SNAP data to the FDE record.

b. Click on ‘Connect record to SNAP’ button to manually link the FDE account to the SNAP

account by populating the ‘FNS Number’ and the ‘SNAP Store Information ID’ fields only.



Retrieve from SNAP

FNS Number: 1234567 Refrash SNAP Data -
Last Refreshed from Stars: 12/26/2023, 01:57 PM EST

Store Details
Select the data to copy to FDE.

Field Label SNAP Account FDE

Corporation Name
I_: Bob's grocerye
Business Name

Legal Business Name

DEA
101 Audubon Ave 145 Littleton Rd

Store Address Mew York NY 10032-2214 Westford MA 01886-3121
MEW YORK MIDDLESEX

Store Owners
Existing store owner(s) in the FDE
No FDE store owner data found.

Mew or Updated store owner(s) from STARS

Action Name Email

Add _ D

Cancel Connect record to SNAP | Copy to FDE
‘ -

5. A success message will then be displayed. Click on the “Finish” button.
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6. You will then be taken to the FDE record Page. Verify that the SNAP Store Information Populated
under “SNAP Store Information” Field.

Initial Authorization Date

Peer Group SNAP Store Information ID

Test SNAP Account

B trainings (0)

USDA Food Delivery Portal HOME MY STATE AGENCY FOOD DELIVERY ENTITIES UPLOAD More v (Q se a0
S .5 OCPARTHENT OF AGRICULTURE
acon Edit Food Delivery E Retrieve f p Kl
Deliv trieve SNAP Aaster Workflow
FachSNADR Account dit Food Delivery Entity etrieve from SNA Master Workflow v
Parent Account FNS Region FNS WICID
Demo State Agency NERO 001HV000004WXIYIAG
v Food Delivery Entity (FDE) (3 Annual Data (1) New
Business Name @ FNS Number (SNAP) @
Annual Data ID Fiscal Year Number of RMVs comple...  Identified as high risk?
Test SNAP Account 1234567
DBA @ State WIC ID @ AD-01519004 2021 1 =
Test SNAP Account 123
View Al
Chain Store Number @

New
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6.3 Hours of Operation

The Hours of Operation records store the opening and closing times for each day of the week. This
information may be imported into FDP from STARS for a dually enrolled FDE. This information may be
viewed, and changed within FDP, but will not update the STARS record.

The following steps can be taken to view the Hours of Operation for a specific FDE account.

Our example uses our test record for “Bob’s Grocery.”
1. From the FDE record, scroll to the Hours of Operation related list on the right side.

2. Click either the “Hours of Operation” or the “View All” button.

Hours of Operation (4) New

Hours ID Open 24 hours? Day Open Time

s Monday 6:00:00 AM v

HEr e i Tuesday 6:00:00 AM v

HRS-00293094 Wednesday 6:00:00 AM v

HEs-0022°095 Thursday 6:00:00 AM v
View All

3. You will then be taken to the Hours of Operation summary screen, which shows more columns.
The columns displayed are: Hours ID, the “Open 24 hours?” checkbox, Day, Open Time, Close
Time, and Day of The Week.

4. Each unique Hours ID record provides details for the specific open and close times for a day of
the week. Clicking on an Hours ID will open the full Hours of Operation record. In our example,
we will show the details as if we had clicked the Hours ID “HRS-0029309”
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Accounts > Bob’s Grocery

Hours of Operation e
4 items « Sorted by Day of the Week « Updated a minute ago ol ¢ Y
Hours ID v | Open 24 hours? v | Day v | OpenTime v | Close Time /| Day of the Week T v
1 Monday 6:00:00 AM 9:00:00 PM 2 v
2 HRS-00293093 Tuesday 6:00:00 AM 9:00:00 PM 3 v
3 HRS-00293094 Wednesday 6:00:00 AM 9:00:00 PM 4 v
4 HRS-00293095 Thursday 6:00:00 AM 9:00:00 PM 5; v

5. The detailed record screen for this Hours ID is displayed. This screen shows all fields in the
record, including System Information fields. Hours of Operation does not have a sub-record or

related list, so the right side of the screen is empty. The Hours of Operation record has two
sections:

a. Operating Hours
i. Open 24 hours?
ii. Day
iii. Open Time
iv. Close Time
b. System Information
i. HoursID
ii. Business Name
. Created By
iv. Last Modified By

Hours of Operation

Bob’s Grocery Edit
State Agency Name FNSWICID StateWIC ID Status
Test State Agency 001Hv000003teQtIAl 12345 Authorized
« Operating Hours Norelated liststo display

Open 24 hours? @

Day
Monday

Open Time
6:00:00 AM

Close Time
9:00:00 PM

v System Information

Hours ID Created By

HRS-00293092 UAT Test User, 6/3/2023 3:28 PM
Business Name Last Modified By

Bob’s Grocery UAT Test User, 6/3/2023 3:28 PM
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6.4 Contacts

The Contacts record shows the member(s) of the business ownership team for the specific store. This
should only be used to note the business owners, not workers at the store.

The following steps can be taken to view the Contacts for a specific FDE account.

Our example uses our test record for “Bob’s Grocery.”
1. From the FDE record, scroll to the “Contacts” related list on the right side.

2. Click either the “Contacts” or the “View All” button.

Contacts (2) New
Contact Name Contact Record Type
John Doe Store Owner v
Jane Doe Store Owner v

3. You will then be taken to the Contacts summary screen, which shows more columns. The
columns displayed are: Contact Name and Contact Record Type.

4. Each unique Contact Name record provides details on a specific store owner. Clicking on a
Contact Name will open the full Contact record. In our example, we will show the details as if we
had clicked the name “John Doe.”

Accounts > Bob’s Grocery
Contacts

2 items « Updated a few seconds ago ol

Contact Name ‘v | Contact Record Type v

1 Store Owner v

2 Jane Doe Store Owner v

5. The detailed record screen for this Contact Name is displayed. This screen shows all fields in the
record, including System Information fields. Contacts do not have a sub-record or related list, so
the right side of the screen is empty. The Contacts record has two sections:

a. Food Delivery Entity Owner
i. Name

b. System Information
i. Account Name
ii. Contact Record Type
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. Created By
iv. Last Modified By

Contact
Bob’s Grocery
State Agency Name FNSWICID State WIC ID Status
Test State Agency 001Hv000003teQtIAl 12345 Authorized
v Food Delivery Entity Owner No related lists to display
Name
Mr. John Doe

v System Information

Account Name Created By

Bob’s Grocery 0 UAT Test User, 6/3/2023 3:41 PM
Contact Record Type Last Modified By

Store Owner o UAT Test User , 6/3/2023 3:41 PM
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6.5 Account History for FDE

The Account History related list for the FDE tracks if certain fields are changed within the FDE record.
This provides the date the change was made, the field that was changed, identifies the user who made
the change, and the original value and new value. Multi-select lists do not display the original and new

values.

The following steps can be taken to view the Account History for an FDE. In our example, we use our test

record for “Bob’s Grocery.”

1. From the FDE record, scroll down to the Account History at the bottom of the page.

2. Click on the “Account History” button or the “View All” button to view the Account History

records.

@ Eccou nt History (6+D

Date Field User Original Value New Value
1/26/2021 10:51 ... Participant Access... QATestMD Failed to meet busi... v
11/25/20201:24 ...  Participant Access... Maryland State Ag... Failed to meet busi.. v
10/28/20208:33 ... Agreement End Date  QATest MD 2020-09-17 v
10/28/2020 8:33 ... Agreement Start D...  QATest MD 2020-08-04 b 4
10/28/20208:33 ... Agreement Termin...  QATest MD 2020-09-17 v
10/28/20208:33...  StateWICID QATest MD 123 v
View All
3. The entire Account History of “Bob’s Grocery” is now displayed.
USDA Food Delivery Portal HOME MY STATE AGENCY FOOD DELIVERY ENTITIES UPLOAD (Q search (2]
U.S. DEPARTMENT OF AGRICULTURE b

Accounts > Bob's Grocery

Account History

4 Items » Sorted by Date - Updated 3 few seconds ago

Date Vv Field v | User Original Value ~ | New Value v
1 1/26/2021 10:51 AM Participant Access Reason QATest MD Failed to meet business integrity selection criterion

11/25/20201:24 PM Participant Access Reason

10/28/2020 8:33 AM greement End Date

Agreement Start Date

10/28/2020 8:33 AM Agreement Termination Date

10/28/2020 8:33 AM State WIC ID
10/28/2020 8:31 AM State WIC ID
8 6/24/2020 10:23 AM Created

Maryland State Agency User

QATest MD

QATestMD

QATest MD

QATestMD

QATestMD

Maryland State Agency User

Failed to meet business integrity selection criterion

2020-08-17

202008 04

2020-09-17

123
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7 Documenting Fiscal Year Data

The Annual Data, Trainings, and Redemptions records need to be filled out each fiscal year.

The Fiscal Year Related Data may be added or edited using the file upload templates or by manually
entering the data on the screens.

e The Annual Data and Trainings records may be uploaded using the Annual Data upload
template.

e Redemption records may be uploaded using the Redemptions upload template.

Records uploaded will need to link to the FDE WIC ID. For more information on file uploading, please see
Appendix: File Upload Instructions.

7.1 Annual Data

This section discusses the fields that appear in the Annual Data record.

The Food Delivery Entity (FDE) record shows the Annual Data on the right side of the screen as a related
list, as it is a sub-record to the FDE. When the Annual Data ID is shown as a hyperlink on the far-left
option in a navigation or search feature, clicking this ID will open the Annual Data record.

The following steps can be taken to view the Annual Data details for a specific FDE account.

Our example uses our test record for “Bob’s Grocery.”
1. From the FDE record, scroll to the Annual Data-related list on the right side.
2. Click either the “Annual Data” or the “View All” button.

HOME MY STATE AGENCY FOOD DELIVERY ENTITIES UPLOAD More v CQ Search... > A
E Account Edit Food Deli Entit, Ret fi SNAP Master Workfl
[::] B°b1$ GrOCeI’y It FOO! elivery entity etrieve from Master Workilow v
Parent Account FNS Region FNSWICID
Test State Agency MARO 001Hv000003teQtIAl
v Food Delivery Entity (FDE) B Annual Data (3) New
Business Name @ FNS Number (SNAP) @ X " .
Annual Data ID Fiscal Year Number of RMVsc...  Identified as high ...
Bob’s Grocery
DBA @ State WICID @ AD-01514315 2022 v
12345 AD-01514313 2021 v
Chain Store Number @ Initial Authorization Date
AD-01514314 2020 v
Peer Group SNAP Store Information ID View All
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3. You will then be taken to the Annual Data screen, which shows more columns. The columns
shown in the image below are: Annual Data ID, Fiscal Year (Sort Descending), Number of RMVs
completed this year, ldentified as high risk? Total Redemptions, Authorized on October 1. This
Annual Data list view is sorted by Fiscal Year in Descending order.

4. Each unique Annual Data ID provides details on fields for that fiscal year. Clicking on an Annual
Data ID will open the full record. In our example, we will show the details as if we had clicked the
Annual Data ID “AD-01514313.”

Accounts > Bob's Grocery
Annual Data

Annual Data ID

1 AD-01514315
2 AD-01514313
3 AD-01514314

3items » Sorted by Fiscal Year » Updated a few seconds ago

V| Fiscal Year ¥ V| Number of RMVs completed ... v

2022
2021

2020

Identified as high risk?

v | Total Redemptions

$100.00

$700.00

$0.00

New

&~ C

v | Authorized on October 17 v

Y

5. The Annual Data details screen opens and shows information for the specific Annual Data ID,
broken down into Fiscal Year Related Data, High-Risk Evaluation, and System Information sections.
One related list for the Annual Data History tracks if certain fields are changed within the record.

Vv Fiscal Year Related Data

Fiscal Year @
2021

Authorized on October 1? @

Number of RMVs completed this year @

Vv High Risk Evaluation

Identified as high risk? @

High Risk Reason(s) @

State High Risk Reason @

v System Information

Annual Data ID
AD-01514313

Business Name

Bob’s Grocery

Total Redemptions @
$700.00

Number of Redemption Months @
2

Created By
) UAT Test User, 3/3/2023 2:13 PM

Last Modified By
FDP Data Migration User , 5/16/2023 3:58 PM

m Annual Data History (6+)

Date

3/3/2023 2:23 PM

3/3/2023 2:23 PM

3/3/2023 2:23 PM

3/3/2023 2:22 PM

3/3/2023 2:22 PM

3/3/2023 2:22 PM

Field

Number of Rede.
Total CVB Redem..
Total Redemptions
Number of Rede
Total CVB Redem...

Total Redemptions

User

UAT Test User

UAT Test User

UAT Test User

UAT Test User

UAT Test User

UAT Test User

Original Value
it
$1,000

$500

New Value

2

$1,500

$700

$1,000

$500

View All

6. The Fiscal Year Related Data section contains the following fields:
e Fiscal Year

e Authorized on October 1?: Check this box if this vendor was authorized by the State
agency (SA) as of October 1 of the fiscal year

e Number of RMVs completed this year: The number of routine monitoring visits (RMVs)

conducted during this fiscal year

e Total Redemptions: The total amount of all non-CVB monthly Redemptions this fiscal

year
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o Number of Redemption Months: The number of months for which monthly
Redemptions are reported
7. The High Risk Evaluation section contains the following fields:
o Identified as high risk?: Check this box if this vendor was identified as high risk this fiscal
year
e High Risk Reason(s): Please select any high-risk reason(s) that were identified for this
vendor
e State High Risk Reason: Please select any SA specific high-risk reason that were
identified for this vendor
8. The System Information section contains the following fields:
e Annual Data ID
e Business Name
e Created by
e Last Modified By
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7.1.1 Annual Data History

The Annual Data History documents any changes made to track fields within the Annual Data record. In

our examples for this section, we use our test record for “Bob’s Grocery” and have opened the detail
screen for Annual Data ID “AD-01514313.”

Vv Fiscal Year Related Data

Fiscal Year @

2021

Authorized on October 1? @
Number of RMVs completed this year @
v High Risk Evaluation

Identified as high risk? @

High Risk Reason(s) @

Total Redemptions @

$700.00

Number of Redemption Months @
2

a Annual Data History (6+)

Date

3/3/2023 2:23PM
3/3/2023 2:23PM
3/3/2023 2:23 PM
3/3/2023 2:22 PM
3/3/2023 2:22 PM

3/3/2023 2:22 PM

Field
Number of Rede...
Total CVB Redem...
Total Redemptions
Number of Rede...
Total CVB Redem.

Total Redemptions

User

UAT Test User

UAT Test User

UAT Test User

UAT Test User

UAT Test User

UAT Test User

Original Value
1
$1,000

$500

New Value

2 v
$1,500 v
$700 v
) v
$1,000 v
$500 v

View All

The following steps can be taken to view the Annual Data History details.
1. To view the complete history, click on the “Annual Data History” button or the “View All”

button.

v Fiscal Year Related Data

Fiscal Year @

2021

Authorized on October 17 @

Number of RMVs completed this year @
v High Risk Evaluation

Identified as high risk? @

High Risk Reason(s) @

Total Redemptions @
$700.00

Number of Redemption Months @
2

B Annual Data History (6+)

Date

3/3/2023 2:23 PM

3/3/2023 2:23 PM

3/3/2023 2:23 PM

3/3/2023 2:22 PM

3/3/2023 2:22 PM

3/3/2023 2:22 PM

Field

Number of Rede..
Total CVB Redem.
Total Redemptions
Number of Rede..
Total CVB Redem..

Total Redemptions

User

UAT Test User

UAT Test User

UAT Test User

UAT Test User

UAT Test User

UAT Test User

Original Value
1
$1,000

$500

New Value

2 hd
$1,500 v
$700 v
1 v
$1,000 v
$500 v

View All

2. The full Annual Data History record is now displayed.
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Annual Data > AD-01514313
Annual Data History

7items « Sorted by Date » Updated a few seconds ago

Date ~ | Field v | User ~ | Original Value
1 3/3/2023 2:23 PM Number of Redemption Months UAT Test User 1
2 3/3/2023 223 PM Total CVB Redemptions UAT Test User $1,000
3 3/3/2023 223 PM Total Redemptions UAT Test User $500
4 3/3/2023 2:22 PM Number of Redemption Months UAT Test User 0
5 3/3/2023 2:22 PM Total CVB Redemptions UAT Test User
6 3/3/20232:22PM Total Redemptions UAT Test User S0
7 3/3/2023 2:13 PM Created. UAT Test User

joRd

New Value

2

$1,500

$700

§1,000

$500

¢ v

This record contains the following fields:

Date: The date the change was made

Field: The field that was changed

User: Identifies the user who made the change
Original Value: Value in the field before the change
New Value: Value in the field after the change




7.2 Trainings

This section discusses the fields that appear in the Trainings record.

The FDE record shows the Trainings related list on the left side of the screen, as it is a sub-record to the

FDE. When the Training ID is shown as the far-left option in a navigation or search feature, clicking this

ID will open the Training record.

The following steps can be followed to view the Training records for a specific FDE account.

Our example uses our test record for “Bob’s Grocery.”

1. From the FDE record, scroll to the right side of the Trainings related list.

2. Click either the “Trainings” or the “View All” button.

v Food Delivery Entity (FDE)
Business Name @

Bob’s Grocery

DEA @

Edit Term Date and reason as blank

Chain Store Number @
2abcEF

Peer Group

v WIC Business Model

Food Delivery Method @

Home Delivery

Retail Category @
Contractor @
DEMG CONTRACTOR

Primary contract record? @

Contract Information @

FNS Number (SNAP) @
State WICID @

11111

Initial Authorization Date
10/1/2018

SNAP Store Information ID

Investigated Unauthorized Store? @

Identified s WIC Only? @

Authorized as Mobile Vendor? @

Authorized as Internet Vendor? @

Square Footage @

Annual Data (4)

Annual Data ID
AD-01676540
AD-01676541
AD-01676538

AD-01676539

Trainings (3)

Training ID
TR-01443756
TR-01443754

TR-01443755

Fiscal Year

2024

2023

Training Date
7/1/2022
11/1/2021

7/1/2021

New

Number of RMVs comple...  Identified as high risk?

1

1

1

v
v
v
v
View All
New
Training Type
Interactive v
Interactive v
Interactive v

View All

3. You will then be taken to the Trainings screen, which shows more columns. The columns shown
in the image below are Training ID, Training Date and Training Type. Training list view is sorted
by Training Date in descending order.

Accounts > Bob’s Grocery
Trainings

Training ID
1 TR-01443756
2 TR-01443754
3 TR-01443755

3items + Sorted by Training Date « Updated a minute ago

Training Date 4
7/1/2022
11/1/2021

7/1/2021

v | Training Type

Interactive

Interactive

Interactive

4. Each unique Training ID details one training event. Clicking on a Training ID will open the full
record. In our example, we will show the details for the Training ID “TR-01443756.”
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v Training Data
Training Date
7/1/2022

Training Type @

Interactive

v System Information
Training 1D
TR-01443756

Business Name

Bob’s Grocery

Training Applied to Fiscal Year @
2022

Training Format €

Interactive - Train-the-trainer sessions

Created By
FDP Mulesoft User , 8/18/2023 10:34 AM

Last Modified By
FDP Data Migration User ,8/29/2023 1:29 PM

5. The Trainings detail screen opens and shows information for the specific Training ID, which is

broken down into sections on Training Data and System Information. Trainings do not have any

sub-record or related lists.

6. The Training Data section contains the following fields:

e Training Date

e Training Type: The type of Training provided. e.g., Interactive or non-interactive

Training.

e Training Applied to Fiscal Year: Training may be provided within the three months
before the fiscal year starts, or during the fiscal year.

e Training Format: Please select the answer that best describes the Training format.

7. The System Information section contains the following fields:

e Training ID

e Business Name

o Created By

e Last Modified By




7.3 Redemptions

This section discusses the fields that appear in the Redemptions record.

The FDE record shows the Redemptions related list on the right side of the screen, as it is a sub-record
to the FDE. When the Redemption ID is shown as the far-left option in a navigation or search feature,
clicking this ID will open the Redemption record.

The following steps can be taken to view the Redemptions for a specific FDE account.

Our example uses our test record for “Bob’s Grocery.”
1. From the FDE record, scroll on the right side to the Redemptions-related list.
2. Click either the “Redemptions” or the “View All” button.

v Food Delivery Entity (FDE) m Annual Data (3) New
Business Name @ FNS Number (SNAP) @
| Annual Data ID Fiscal Year Number of RMVs comp...  Identified as high risk?
Bob's Grocery
DEA @ State WICID @ AD-01514315 2022 v
M5 AD-01514313 2021 v
Chain Store Number @ Initial Authorization Date
AD-01514314 2020 v
Peer Group SNAP Store Information ID View All
v WIC Business Model a Trainings (2) New
Food Delivery Method @ Investigated Unauthorized Store? @
Home Delivery Training ID Training Date Training Type
Retail Category @ Identified as WIC Only? @ TR-01442802 3/15/2021 Interactive v
TR-01442803 1/10/2021 Not Interactive v
Contractor @ Authorized as Mobile Vendor? @
View All
Primary contract record? @ Authorized as Internet Vendor? @
B Redemptions (3) New
Contract Information @ Square Footage @
Redemption ID Transaction Month Calendar Year Non-CVB Redemptions
Internet Ordering Options @ Number of Registers @
RD-03225000 March 2021 $500.00 v
. . RD-03225002 January 2021 $100.00 v
v Authorization Data
RD-03225001 October 2020 $200.00 v
Status @ Agreement Start Date
Authorized 2/28/2023 View All

3. The system will open the list of Redemptions records, which shows more columns. The columns
shown in the image below are: Redemption ID, Transaction Month, Calendar Year, Non-CVB
Redemptions, CVB Redemptions, and FFY_Month. Redemptions list view is sorted by FFY_Month
Descending order.

4. Each unique Redemption ID details the FDE’s Redemptions for a single month. Clicking on a
Redemption ID will open the full record. In our example, we will show details as if we had clicked
on the Redemption ID “RD-03225000.”
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Redemptions

Accounts > Bob’s Grocery

3items + Sorted by FFY_Month «

Redemption ID

1 RD-03225000
2 RD-03225002
= RD-03225001

Updated a few seconds ago &
< | Transaction Month V| CalendarYear | Non-CVB Redemptions | CVBRedemptions “ FFY_Month ¢
March 2021 $500.00 $1,000.00 2021_06
January 2021 $100.00 $60.00 2021_04
October 2020 $200.00 $500.00 2021_01

5. The Redemption details screen opens and shows information for the specific Redemption ID,

broken down into Redemption Data and System Information. Redemptions do not have any sub-
records or related lists.

Redemption
B

State Agency Name
Test State Agency

March

Calendar Year
2021

$500.00

$1,000.00

Redemption ID
RD-03225000
Business Name
Bob’s Grocery

Record Type
WIC Redemption

Bob’s Grocery

v Redemption Data

Transaction Month @

Non-CVB Redemptions @

CVB Redemptions @

v System Information

FNSWICID State WICID Status
001Hv000003teQtIAl 12345 Authorized
No related lists to display
Created By

UAT Test User, 3/3/2023 2:22 PM

Last Modified By
FDP Data Migration User , 5/16/2023 3:58 PM

Edit

6. The Redemption Data section contains the following fields:

Transaction Month: The calendar month for the transaction data provided.
Calendar Year

Non-CVB Redemptions: The total value of all Non-CVB Redemptions in the calendar
month

CVB Redemptions: The total value of all CVB Redemptions in the calendar month

7. The System Information section contains the following fields:

Redemption ID
Business Name
Record Type
Created By

Last Modified By

8. The Redemption Annual Data is calculated and shown in the Annual Data record described in
section 7.1. After entering values for each field for a Redemption record, the Annual Data records
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will refresh, and the Total Redemption field will show the current sum of all redemptions for each

fiscal year.

Accounts > Bob’s Grocery
Annual Data

3items « Sorted by Fiscal Year » Updated a few seconds ago

Annual Data ID v | Fiscal Year ¢

1 AD-01514315 2022
2 AD-01514313 2021
3 AD-01514314 2020

v | Number of RMVs com... v

[oRS
Identified as highrisk? | Total Redemptions “/ | Authorized on Octobe...
$0.00
$800.00
$0.00

New
¢y
v
v
v
v

9. Clicking on each fiscal year in the Annual Data record will take you to the report page for that
year. The Number of Redemption Months field shows the count of redemption months for that
fiscal year. For example, we will look at the fiscal year 2021 for Bob’s Grocery and see that the

Number of Redemptions Months are 3.

E Annual Data
:]
Bob’s Grocery

State Agency Name FNSWICID

001Hv000003teQtIAl

State WIC ID

Test State Agency 12345

v Fiscal Year Related Data

Fiscal Year @ Total Redemptions @
2021 $800.00

Authorized on October 17 @ Number of Redemption Months @

3

Number of RMVs completed this year

v High Risk Evaluation

Identified as high risk? @

Edit Annual Data

Status
Authorized

a Annual Data History (6+)

Date Field User Original Value New Value
6/1/2023 6:2... Numberof Re... UAT Test User 2 3
6/1/2023 6:2... Total CVB Re... UAT Test User $1,500 $1,560
6/1/2023 6:2...  Total Redem... UAT Test User $700 $800
3/3/20232:2... NumberofRe... UAT Test User 1 2
3/3/2023 2:2... Total CVB Re... UAT Test User $1,000 $1,500
3/3/20232:2... Total Redem... UAT Test User $500 $700

View All
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8 Documenting Compliance Investigations

Food Delivery Entities (FDEs) that receive Compliance Investigations should have the Investigation
details documented in the Investigations, Violations, Sanctions, and Claim Collection records. These sub-
records only need to be filled out where it is applicable for that Investigation.

Compliance Investigation related data may be added or edited using the file upload templates or
manually entering the data on the screens.
e The Sanctions and Claim Collections records may be uploaded using the same upload template.
e Violation records may be uploaded using the Violation upload template.
e Sanction records may be uploaded using the Sanctions and Claims Collections upload template.

Records uploaded will need to include both the FDE WIC ID and an Investigation Start Date. For more
information on file uploading, please see Appendix: File Upload Instructions.

8.1 Investigations

This section discusses the fields that appear in the Investigations record.

The Investigation record documents the high-level information about the Investigation itself (e.g., start
date, end date, outcome, and any administrative review of the outcome). Violations and Sanctions
records are related sub-records and record data specific to their topics for a given Investigation.

When the Investigation ID is shown as the far-left option in a navigation or search feature, clicking this
ID will open the Investigation record.

The following steps can be taken to view the Investigations for a specific FDE account.
Our example uses our test record for “Bob’s Grocery.”

1. From the FDE account page, scroll to the right side of the Investigations related list.
2. Click either the “Investigations” or the “View All” button.

79



Investigations (2) New
Investigation ID Investigation Status  Investigation Star...  Investigation End ...
| 11 Open 2/2/2023 v
INV-00178012 Completed 3/3/2017 v
View All

3. The system will open the list of Investigation records, which shows more columns. The columns
shown in the image below are: Investigation ID, Investigation Status, Investigation Start Date
(Sort Descending), and Investigation End Date. Each unique Investigation ID provides details on
that investigation. By default, Investigations list view is sorted by Investigation Start Date in
Descending order. Clicking the Investigation ID will open the full record. In our example, we will
show the details as if we had clicked on Investigation ID “INV-00178011".

Accounts > Bob’s Grocery
Investigations

2items « Sorted by Investigation Start Date « Updated a few seconds ago

Investigation ID v | Investigation Status v | Investigation Start Date 4 “/ | Investigation End Date

1 INV-00178011 Open 2/2/2023

2 INV-00178012

Completed 3/3/2017

4. The Investigations details screen opens and shows information for the specific Investigation ID,
which is broken down into sections on Investigation Data, Administrative Reviews, and System
Information. There are three related lists that track data for the Investigation:

e The Violations list tracks the findings discovered during the Investigation.

e The Sanctions list tracks any penalties imposed after the Investigation is completed.
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v Investigation Data Violations (1)

Investigation Status @ Inventory audit completed? @ o o .

Violation ID Violation Deactivate record? Documented non-...
Open
Investigation Start Date Number of compliance buys @ PN000653 % State agency viola... v
2/2/2023 .

View All
Investigation End Date Reason Closed @
Investigation Outcome a Sanctions (2)
. ) . Sanction ID Disqualification D... ~ Origin WIC Sanction Type

v Administrative Reviews

SAN-00047385 WIC investigation v
Administrative review requested? Judicial review requested?

SAN-00047386 WIC investigation Mandatory federal... | w
Administrative Review Judicial Review Status/Outcome View All
Status/Outcome

v System Information

Business Name Created By

Bo b’s}G}r‘oic‘e’r‘y UAT Test User, 2/28/2023 4:48 PM
Investigation ID Last Modified By

INV-00178011 u Jser , 2/28/2023 4:48 PM

5. The Investigation Data section contains the following fields:

e Investigation Status: The current status of the Investigation. Please note that the
“Closed” status indicates that the Investigation was closed, but not completed per
246.12(j)(4)

e Investigation Start Date

e Investigation End Date

e Investigation Outcome

e Inventory audit completed?: Check this box if an inventory audit was conducted as part
of the Investigation

o Number of Compliance Buys: The total number of compliance buys conducted in the
Investigation

e Reason Closed: The reason the investigation was closed but not completed

6. The Administrative Reviews section contains the following fields:

e Administrative review requested?

e Administrative Review Status/Outcome

e Judicial review requested?

e Judicial Review Status/Outcome

7. The System Information section contains the following fields:

e Business Name

e |nvestigation ID

e Created By

e Last Modified By
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8.1.1 Investigation Related Lists

The Investigation record shows related lists for Violations and Sanctions on the right side of the screen.

These are the same related lists shown for the FDE but have been filtered only to show the respective

IDs relevant to the Investigation record. Each sub-record has its section within this chapter, and please

see those sections for more information on each sub-record.

| Investigation
Edit
State Agency Name FNSWICID State WIC ID Status
Test State Agency 001Hv000003teQtIAl 12345 Authorized
v Investigation Data a Violations (1)
Investigation Status @ Inventory audit completed? @ awiare . N
Violation ID Violation Deactivaterecord?  Documented non-...
Open
Investigation Start Date Number of compliance buys @ VENS00085°0 1 Statcagencyiola:; b4
2/2/2023 )
View All
Investigation End Date Reason Closed @
Investigation Outcome a Sanctions (2)
. X X Sanction ID Disqualification D... ~ Origin WIC Sanction Type
v Administrative Reviews
SAN-00047385 WIC investigation v
Administrative review requested? Judicial review requested?
SAN-00047386 WIC investigation Mandatory federal... w
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8.2 Violations

This section discusses the field that appears in the Violations record.

Both the FDE and the Investigation pages show Violations as a related list, as a Violation record can only
exist as a part of an Investigation for an FDE. When the Violations ID is shown as the far-left optionin a
navigation or search feature, clicking this ID will open the Violation record.

The following steps can be taken to view a specific Violation record.
Our example uses our test record for “Bob’s Grocery.”

1. From an FDE or Investigation record, scroll to the Violations-related list on the right side.
2. Click either the “Violations” or the “View All” button.

Violations (2) New
Violation ID Investigation Star...  Violation Pattern establishe...
VLN00065381 2/2/2023 State agency viola... v
VLN-00065432 2/2/2023 Trafficking v
View All

3. The system will open the list of Violations records, which shows more columns. The columns
shown in the image below are: Violations ID, Investigation Start Date, Violation, Pattern
established? and Notification sent? Violations list view is sorted by Investigation Start Date in
Descending order.

4. Each unique Violation ID details a single Violation. Clicking on a Violation ID will open the full

record. In our example, we will show the details as if we had clicked on the Violation ID “VLN-
00065381.”

Accounts > Bob’s Grocery
. . New
Violations
2items « Sorted by Investigation Start Date « Updated a few seconds ago &~ ¢ Y
Violation ID v | Investigation Start Date ¥ /| Violation v/ | Pattern established? v | Notification sent? v
il VLN-00065381 2/2/2023 State agency violation v
2 VLN-00065432 2/2/2023 Trafficking v
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5. The Violation details screen opens and shows information for the specific Violation ID, broken
down into sections on Violations Data, Investigation Data (Read Only), and System Information.
Violations do not have any related sub-records.

v Violations Data No related lists to display

Violation @ Notification sent? @
State agency violation

State agency violation @ Documented non-notification? @

Stock Minimum

Pattern established? @ Deactivate record? @

Number of Violations
1

v Investigation Data (Read Only)

Investigation Status Investigation Start Date
Open 2/2/2023

Investigation Outcome Investigation End Date

v System Information

Business Name Created By

Bob’s Grocery UAT Test User, 3/3/2023 10:48 AM
Violation ID Last Modified By

VLN-00065381 UAT Test User, 3/3/2023 10:48 AM

Investigation ID
INV-00178011

6. Violation records only need to be created when they are needed.
a. There are thirteen recognized Violations, which make up the selection values for the
Violation field. Each Investigation only needs a single Violation record for each type of
Violation found. For example:

i. Ifin the first compliance buy of the Investigation, two different findings were
observed, then the Investigation record in the Food Delivery Portal (FDP) would
have two total Violation records created, with each one showing just a single
number one in the “Number of Violations” field.

ii. Inthe second and third compliance buys, if only one of those findings was
repeated, then the value in the “Number of Violations” would be increased up
to three.

iii. If a pattern was established, you would also check the “Pattern established?”
checkbox only for the Violation that has the pattern.

iv. Inthe second or third compliance buy, if a new type of finding was observed,
then a new Violation record would be created to document the single instance
of that Violation.

b. Violation records may be created and edited as the actual Investigation outcomes
change over time or updated at the end of the FY.
7. The Violations Data section contains the following fields:

e Violation: The Violations that result in mandatory vendor Sanctions as outlined in
246.12(1)(2)(i-iv)
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e State agency Violation: The vendor Violations are not specified in 246.12(1)(1)(i-iv) but
are included in the State agency (SA) Sanctions schedule. SA Violations are defined in
the Policy Settings area

e Pattern established?: Check this box if a pattern of Violations has been established for
this Violation

e Number of Violations

e Notification sent: Check this box if a notification of Violation was sent for the initial
instance of this Violation

e Documented non-notification?: Check this box if a notification of Violation was not sent
to the vendor

o Deactivate record?: Check this box if this Violation was created in error. Checking this
box will deactivate this record and remove it from any reports

v Violations Data

Violation @ Notification sent? €@

Overcharging
State agency violation @ Documented non-notification? @

Pattern established? @ Deactivate record? @

Number of Violations
3

The Investigation Data (Read Only) section is provided as a reference only. This section contains
the following fields:
e Investigation Status
e Investigation Outcome
e Investigation Start Date
e Investigation End Date
The System Information section contains the following fields:
e Business Name
e Violation ID
e Investigation ID: Please select the corresponding Investigation
o Created By
e Last Modified By



9 Documenting Sanctions and Claim Collections

9.1 Sanctions

This section discusses the fields that appear in the Sanctions record.

Both the FDE and the Investigation records show Sanctions as a related list; as it can only exist as a part
of an Investigation for an FDE. When the Sanctions ID is shown as the far-left option in a navigation or
search feature, clicking this ID will open the Sanction record.

The following steps can be taken to view a specific Sanction record.

Our example uses our test record for “Bob’s Grocery.”
1. From an FDE or Investigation record, scroll to the Sanction related list on the right side.
2. Click either the “Sanctions” or the “View All” button.

Sanctions (3) New

Sanction ID Origin WIC Sanction T...  SA Sanction

SAN-00107454  SNAP investiga... v
SAN-00047386  WICinvestigati... Mandatory fed... v
SAN-00047385  WIC investigati... v

View All

3. The system will open the list of Sanctions records, which shows more columns. The columns
shown in the image below are: Sanctions ID, Origin, WIC Sanction Type, SA Sanction,
Disqualification Date and Created Date. Sanctions list view is sorted by Sanction ID in
Descending order.

4. Each unique Sanction ID details the penalties issued at the end of a completed Investigation. In
our example, we will show the details as if we had clicked on Sanction ID “SAN-00047386."
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Accounts > Bob’s Grocery
Sanctions

3items« Sorted by Sanction ID « Updated a few seconds ago

SanctionID ¥ v/ | Origin v | WIC Sanction Type Vv | SASancti...
1 SAN-00107454 SNAP investigation
2 WIC investigation Mandatory federal disqualification
3 SAN-00047385 WIC investigation CMP in lieu of disqualification

oRg

v/ | Disqualific... v | Created Date

5/29/2023 6/2/2023 2:19 PM

3/3/2023 10:49 AM

2/28/2023 4:48 PM

New
cllY
N
v
v
v

5. The Sanction details screen opens and shows information for the specific Sanction ID, broken

down into sections on Sanctions Data, Monetary Penalties, and System Information. Sanctions

do not have any related sub-records.

Mandatory federal disqualification

SA Sanction Date Referred to WIC @

Disqualification Date @

Disqualification Length @

v Monetary Penalties

Administrative Fine Amount @ CMP Amount @
$200.00

Claim Amount @
$200.00

‘v System Information

Business Name Created By

Bob’s Grocery UAT Test User , 3/3/2023 10:49 AM
Sanction ID Last Modified By

SAN-00047386 UAT Test User, 6/2/2023 2:19 PM

Investigation ID
INV-00178011

Migrated disqualification?

v Sanctions Data a Claim Collections (1)
Origin @ Date Referred to SNAP @
g. : Claim Collections ID
WIC investigation 5/29/2023
WIC Sanction Type @ SNAP Sanction Type @ SC20000007

Claim Payment Date Claim Amount Received

$100.00

v

View All

6. The Sanctions Data section contains the following fields:

¢ Investigation Origin: The originating Program (either SNAP or WIC) for this Sanction

e WIC Sanction Type: The WIC Sanction type being documented in this record

e SA Sanction

e Disqualification Date: The effective date of the disqualification

o Disqualification Length: The length of time of the disqualification
o Date Referred to SNAP: The date the WIC SA referred this disqualification to FNS SNAP
e SNAP Sanction Type: The SNAP Sanction type assessed by FNS SNAP
o Date Referred to WIC: The date FNS SNAP referred this disqualification to the WIC SA

7. The Monetary Penalties section contains the following fields:

e Administrative Fine Amount: The total amount of any fine(s) assessed. Please update

this field if the amount changes
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8.

Claim Amount: The total amount of all claims established in this sanction
CMP Amount: The total amount of any civil money penalty (CMP) assessed. Please
update this field if the amount changes.

The System Information section contains the following fields:

Business Name

Sanction ID

Investigation ID

Migrated disqualification?
Created By

Last Modified By
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9.2 Claim Collections

This section discusses the fields that appear in the Claim Collections record.

Both the FDE and the Sanction pages show Claim Collections as a related list; as it can only exist as a part
of a Sanction for an FDE. When the Claim Collections ID, is shown as the far-left option in a navigation or
search feature, clicking this ID will open the Claim Collections record.

The following steps can be taken to view the Claim Collections record.

Our example uses our test record for “Bob’s Grocery.”
1. From an FDE or Sanction record, scroll to the Claim Collections related list on the right side.
2. Click either the “Claim Collections” or the “View All” button.

Claim Collections (1) New

Claim Collections ID Claim Payment Date Claim Amount Received

CC-00000071 6/1/2023 $100.00 v
View All

3. The system will open the list of Claim Collections records, which shows more columns. The
columns displayed in the image below are: Claim Collections ID, Date Received and Amount.
Claims Collections list view is sorted by Claim Payment Date Descending order. Clicking on a
Claim Collections ID will open the full Claim Collection record.

4. Each unique Claim Collections ID details a payment collected from the FDE to offset the claim

established. The record tracks the date and amount of that payment. In our example, we will
show the details as if we had clicked on the Claim Collections ID “CC-00000071.”

Accounts > Bob’s Grocery

Claim Collections New

gv||C|Y

1item « Sorted by Claim Payment Date « Updated a few seconds ago

Claim Collections ID v | Claim Payment Date 4 v | Claim Amount Received v

1 CC-00000071 6/1/2023 $100.00 v

5. The Claim Collections screen opens and shows you information for the specific Claim Collections
ID, which is broken down into sections on Payment Collected and System Information. There is
one related list for the Claim Collections History, which tracks if certain field are changed within
the record.
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Claim Collections
i gop

State Agency Name
Test State Agency

v Payment Collected
Claim Amount Received @
$100.00

Claim Payment Date
6/1/2023

v System Information
Claim Collections ID
€C-00000071

Sanction @
SANT00017386

Business Name

Bob’s Grocery

FNSWIC ID State WIC ID
001Hv000003teQtIAl 12345
Created By
UAT Test User, 3/3/2023 10:50 AM

Last Modified By

UAT Test User, 6/2/2023 2:43 PM

Authorized

Claim Collections History (2)
Date Field User Original Value
6/2/2023 2:4... Claim Payme...  UAT Test User

3/3/202310:... Created. UAT Test User

Edit
New Value
2023-06-01 v
v
View All

6. The Payment Collected section contains the following fields:

e Claim Amount Received: The amount collected in this payment

e Claim Payment Date

7. The System Information section contains the following fields:

e (Claim Collections ID

e Sanction

e Business Name
e Created By
e Last Modified By
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9.2.1 Claim Collections History

The Claim Collections History documents any changes that were made to track fields within the Claim
Collections record. In our examples for this section, we will show screens from our test record for “Bob’s
Grocery” and have opened the detail screen for Claim Collections ID “CC-00000071.”

Claim Collections
B

Edit
State Agency Name FNSWICID State WIC ID Status
Test State Agency 001Hv000003teQtIAl 12345 Authorized
v Payment Collected B Claim Collections History (2)
Claim Amount Received @ . .
Date Field User Original Value New Value
$100.00
: 6 :4...  Claim P; T 3-06-0.
Claim Payment Date /2/2023 2 Claim Payme. UAT Test User 2023-06-01 v
6/1/2023 3/3/202310:... Created. UAT Test User v
v System Information View All
Claim Collections ID Created By

€C-00000071 @ UAT Test User, 3/3/2023 10:50 AM

Sanction @ Last Modified By
SAN-00047386 @ UAT Test User, 6/2/2023 2:43 PM

Business Name

Bob’s Grocery

The following steps can be taken to view the Claim Collections History details.

1. Toview the complete history, click on the “Claim Collections History” button or the “View All”
button.

Claim Collections History (2)

Date Field User Original Value New Value

6/2/2023 2:4...  Claim Payme... UAT Test User 2023-06-01 v

3/3/2023 10:... Created. UAT Test User A 4
View All

91



2. The system will open the list of Claims History records.

Claim Collections = CC-00000071
Claim Collections History

2items » Sorted by Date » Updated a few seconds ago

Date

1 6/2/2023 2:43 PM

2 3/3/2023 10:50 AM

v | Field v | User
Claim Payment Date UAT Test User
Created. UAT Test User

~ | Original value

| New Value

2023-06-01

o B

¢y

3. The Claim Collection History record contains the following fields:

Date: The date the change was made

Field: The field that was changed

User: Identifies the user who made the change
Original Value: value in the field before the change
New Value: value in the field after the change

92




10 Creating FDE Records with the Master
Workflow

The Master Workflow provides State agency (SA) users with an easy way to create sub-records for
individual Food Delivery Entities (FDEs), in a logical order, within the same flow.

10.1 Setting Entity Preference

The Master Workflow is accessible from any FDE Detail screen. To launch the Master Workflow, click on
the Master Workflow button.

HOME MY STATE AGENCY FOOD DELIVERY ENTITIES UPLOAD More v (Q Search. ) ‘_
E Account Edit Food Dell Entit Ret f SNAP Master Workfl
Y Bob’s Grocery it Food Delivery Entity etrieve from aster Workflow v
Parent Account FNS Region FNSWICID
Test State Agency MARO 001Hv000003teQtIAI
v Food Delivery Entity (FDE) G Annual Data (3) New
Business Name @ FNS Number (SNAP) @ ) . i
Annual Data ID Fiscal Year Number of RMVsc...  Identified as high ...
Bob’s Grocery
DBA @ State WICID @ AD-01514315 2022 v
12345 AD-01514313 2021 ¥
Chain Store Number @ Initial Authorization Date
AD-01514314 2020 v
Peer Group SNAP Store Information ID View All
v WIC Business Model m Trainings (2) New
ORI N tonsim bt d Vs iblamsimn ol CHnvad MR

This generates the Master Workflow window.
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Master Workflow

Your entity preferences for records to create in this Master Workflow are shown below:

¢ Annual Data
¢ Training

* Redemption
* Investigation
* Violation

e Claim

¢ Sanction

* Change these preferences?

O Yes

® No

Previous Continue

The Entity Preferences identified in the screenshot above determine which record types will be created
as part of the Master Workflow. FDP remembers the Entity Preferences that the user sets. The Entity
Preferences can be modified under the “Change these Preferences?” question by selecting the “Yes”
radio button and then clicking on the “Continue” button at the bottom right of the window.

Master Workflow

Your entity preferences for records to create in this Master Workflow are shown below: =

* Annual Data

Training

Redemption

Investigation

Violation

Claim

Sanction

* Change these preferences?
(@) Yes
No

Exit Previous Continue

This generates the Edit Entity Preference window. The Entity Preferences that are in the Chosen
Rectangle will be included as part of the Master Workflow.
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Master Workflow

Edit Entity Preference :

ﬂ To add new entity preferences, select one or more options in the Available rectangle and click the
arrow pointing to the Chosen rectangle to move them over. Likewise, to remove entity preferences,
click on one or more options from the Chosen rectangle and click the arrow that points to the
Available column to move them over. The chosen entity preference(s) will apply to the next FDE.

Entity Preference @

Available Chosen
M . =
Training
3 Redemption

Investigation

Claims

Exit Previous Continue

To modify the Entity Preferences, select the individual Entity Preference and utilize the arrows to move
the selection between the Chosen and Available columns. When finished, click on the “Continue”

button.

Master Workflow
Edit Entity Preference i

To add new entity preferences, select one or more options in the Available rectangle and click the
arrow pointing to the Chosen rectangle to move them over. Likewise, to remove entity preferences,
click on one or more options from the Chosen rectangle and click the arrow that points to the

Available column to move them over. The chosen entity preference(s) will apply to the next FDE.
Entity Preference @

Available Chosen
Training
Redemption
Investigation

Claims
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10.2 Creating Records

The Master Workflow has a logical order that dictates which record types are created first as part of the
record creation process. The logical order is as follows:

e Annual Data

e Training

e Redemptions

e Investigations
e Violations

e Sanctions

e C(Claims

This means that if the Training and Annual Data records are to be created within the Master Workflow,
the logical order will dictate that the Annual Data record will be created first. The dependencies within

the record types determine the logical order. For example, a Violation or Sanction cannot be created
without a corresponding Investigation.

As part of this section, we will demonstrate how to create the possible records within the Master

Workflow. When reading Sections 10.2.1 — 10.2.7, assume that the Master Workflow was opened and
that all records are being created within the same flow.

10.2.1 Annual Data

The following steps can be taken to create an Annual Data record within the Master Workflow. Our

example uses our test record for “Austin’s Market.” Launch the Master Workflow from the FDE detail
screen by clicking the “Master Workflow” button.

HOME MY STATE AGENCY FOOD DELIVERY ENTITIES More v <Q Search... ) a
[iif Account Edit Food Delivery E R from SNAP Master Workfl
. t Foo: eliver: ntit etrieve from Master Workflow
B Austin’s Market : IYEOEY LEVET v |'w
Parent Account FNS Region FNSWICID
Test State Agency MARO 001HV000005€VYIIAM

v Food Delivery Entity (FDE) a Annual Data (1) New
Business Name @ FNS Number (SNAP) @ ) ) X
Annual Data ID Fiscal Year Number of RMVsc... Identified as high ...
Austin’s Market
DBA @ State WICID @ AD-01675331 2021 2 v
123456
View All
Chain Store Number @ Initial Authorization Date
Peer Group SNAP Store Information ID a Trainings (1) New
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1. Ensure that Annual Data is included in the Entity Preferences for records to create.

* Annual Data

* Training

* Redemption

* [nvestigation

* Violation

+ Claim

* Sanction
*Change these preferences?

() Yes
® No

Master Workflow

Your entity preferences for records to create in this Master Workflow are shown below:

Exit Previous Continue

2. Click on the “Continue” button.

Annual Data

Training

Redemption

Investigation

Violation

Claim

Sanction

* Change these preferences?
() Yes

® No

Master Workflow

Your entity preferences for records to create in this Master Workflow are shown below:
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3. The Record a New Annual Data window is displayed as part of the Master Workflow. The
Business Name is “Austin’s Market, Inc” as we are creating records for this specific FDE. The
fields for the Annual Data record remain the same as they would be if created outside of the

Master Workflow: Fiscal Year, Authorized on October 1, and Number of RMVs Completed this
Year.

Master Workflow

Record a New Annual Data
Business Account Information

*Business Name

\7 Austin's Market Inc X

Fiscal Year Related Data

*Fiscal Year @

Authorized on October 1?2 @

Number of RMVs completed this year @

Exit Save & Next Skip

4. We will input 2021 into the Fiscal Year field, check the Authorized on October 1 checkbox, and
leave the Number of RMVs completed this Year blank.
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Master Workflow

Record a New Annual Data
Business Account Information
* Business Name

=y
L) Austin's Market Inc X

Fiscal Year Related Data

* Fiscal Year @

2021

Authorized on October1? @

v

Number of RMVs completed this year o

Exit Save & Next Skip

5. The Exit, Save and Next, and Skip buttons appear at the bottom of each record window
throughout the Master Workflow. The Exit button can be used to exit the Workflow and return
to the FDE detail screen. Any records that were created as part of the Workflow will be saved.
The Save and Next button will create the record and then move onto creating the next record
type. The Skip button can be used to skip past the creation of this record type and proceed to
the next record type. We will click on the Save & Next button to continue creating records
within the Master Workflow.

10.2.2 Training

1. After creating an Annual Data record, the Record a New Training window prompts us to create a
new training record.
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Master Workflow

Record a New Training

* Business Name

Bob’s Grocery

Training Data
* Training Date
&
* Training Applied to Fiscal Year @
*Training Type (i ]
--None-- v
* Training Format i ]
--None-- v
Exit Save & New

Save & Next

Skip

We will enter “September 01, 2023” as the Training Date, 2023 as Training Applied to Fiscal
Year, select “Interactive” as the Training Type, and select” Interactive - On-site cashier training”
as the Training format. The “Save & New” button would allow us to save this Training record and
then create another Training record. However, we will click the “Save & Next” button to proceed

to the next record type.
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Master Workflow

Record a New Training

* Business Name

E Bob’s Grocery

Training Data
* Training Date

Sep1,2023

* Training Applied to Fiscal Year @

2023

* Training Type ©@

Interactive

* Training Format @

Interactive - On-site cashier training

Exit Save & New Save & Next Skip

10.2.3 Redemptions

1. After creating a Training record, the Record a New Redemption window prompts us to create a
new Redemption record.
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Master Workflow

Record a New Redemption

*Business Name

m Austin's Market Inc X

Redemption Data
*Transaction Month @

--None-- v
* Calendar Year

*Non-CVB Redemptions [:]

CVB Redemptions @

Exit Save & New Save & Next Skip

We will enter “December” as the Transaction Month, “2021” as the Calendar Year, and “$5,000”
as the Non-CVB Redemptions. The “Save & New” button would allow us to save this Redemption

record and then create another Redemption record. However, we will then click on the “Save &
Next” button to create an Investigation record.

Master Workflow

Record a New Redemption

*Business Name

[ Austin's Market Inc X

Redemption Data
* Transaction Month @

December v

*Calendar Year

2021

* Non-CVB Redemptions @

$5,000.00

CVB Redemptions @

S pp—— Sk

102



10.2.4 Investigations

1. The Record a New Investigation window prompts us to create a new Investigation record. The
fields are separated into two categories: Investigation Data and Administrative Reviews.

Master Workflow

Record a New Investigation

* Business Name

Austin's Market Inc X

Investigation Data

Investigation Status @ Inventory audit completed? @
--None-- v
* Investigation Start Date Number of compliance buys @
=
Investigation End Date Reason Closed @
=
4
Investigation Outcome
--None-- v
Administrative Reviews
Administrative review requested? Judicial review requested?
Administrative Review Status/Outcome Judicial Review Status/Outcome
--None-- v --None-- v
Exit Save & New Save & Next Skip
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We will set the Investigation Start Date as "December 1, 2021,” set the Investigation Status to

“Open,” leave the non-required fields blank. The “Save & New” button would allow us to save

this Investigation record and then create another investigation record. However, we will click on

the “Save & Next” button to create a Violation record.

Master Workflow

Record a New Investigation

*Business Name

Austin's Market Inc

Investigation Data
Investigation Status @

Open

* Investigation Start Date

Dec 31, 2021

Investigation End Date

Investigation Outcome

--None--

Administrative Reviews

Administrative review requested?

Administrative Review Status/Outcome

--None--

Exit

Bt

Bt

Inventory audit completed? @

Number of compliance buys @

Reason Closed @

W
Judicial review requested?
Judicial Review Status/Outcome
--None-- v

Save & New Save & Next Skip
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10.2.5 Violations

1. AViolation record relies on the existence of a valid Investigation. If no such Investigation exists,
the Master Workflow will prompt the user to Create an Investigation before allowing a Violation
to be created. We will select the Investigation that we created in the previous step and then
click the “Continue” button.

Master Workflow o

Record a New Violation

Select Investigation

Investigation(s) [i ]

®) December 31,2021 - Open

i =

2. The Record a New Violation window allows us to populate data on the Violation. The “Change
Investigation” button would allow us to change the Investigation we just set. The “+ New”
button would allow us to add another Violation to the same Investigation. The “Save & New”
button would allow us to add a new group of violations to a different investigation for this same
FDE. We will set the specific Violation type to “Overcharging,” leave the non-required fields

blank, and click on the “Save & Next” button to proceed to the next record type within the
Workflow.

Master Workflow

Record a New Violation

Account Name Investigation Create New Violations
Austin's Market Inc December 31, 2021 - Open
<+ New

*Violation @ State Agency Violation Number of Violations

Overcharging v Select v
Pattern Notification sent? @ Documented non- o
established? notification?
o 0

Exit Change Investigation Save & New Skip
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10.2.6 Sanctions

1. The Record a New Sanction window allows us to create a new Sanction record.

Master Workflow

Record a New Sanction

Sanctions Information

" Business Name

a Austin's Market Inc x

Sanctions Data

*Origin @

SMNAP Sanction Type @

—-None-- L4

WIC Sanction Type @

Exit Save &New Save & Mext Skip

2. Sanctions, like Violations, rely on the existence of an Investigation. We will set the Origin field to

“WIC investigation,” which then allows us to select the Investigation we created in section

10.2.4. We will set the Claim Amount to $2,000, leave the remaining fields blank, and click on
the “Save & Next” button.

Master Workflow

Record a New Sanction

Sanctions Information

" Business Name

E Austin's Market Inc X
Sanctions Data
*origin @
WIC investigation v

* Investigation
® December31,2021-Open
SNAP Sanction Type (i ]

Nane. v

Exit Save & New Skip
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10.2.7 Claims

1. AClaim requires the existence of a corresponding Sanction with a Claim Amount. We will select
the Sanction that we created in Section 10.2.6 and click on the Continue button.

Master Workflow

Record a New Claim

Business Name: Austin's Market Inc

Select a Sanction

® WIC investigation created on January 31, 2022 - $2,000.00

2. This generates the Record a New Claim window. We are provided with the option of setting the
Claim Amount Received and the Claim Payment Date. We will leave both fields blank and click
on the “Save & Next” button.

Master Workflow

Record a New Claim
" Business Name

a Austin's Market Inc X

Sanction Date: WIC investigation created on January 31, 2022 -
$2,000.00

Payment Collected

Claim Amount Received @

$0.00
Claim Payment Date

Exit Change Sanction Save & New Skip
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Claims are the final record type that can be created within the Master Workflow. By clicking on

the “Save & Next” button in Step 2, we have completed the record creation process in the

Master Workflow. We will click the “Finish” button to exit the workflow. Any records that were

created as part of the Master Workflow have been saved.

Master Workflow

The Master Flow run has finished. Any data that was successfully created up to this point was saved.
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11 Creating or Editing Food Delivery Entity (FDE)
Records from User Interface (screens)

The FDP screens allow users to create or edit each entity individually. This section will walk users
through how to create or edit FDE and entity records within an individual FDE.

11.1.1 FDE Creation and Edit

The following steps can be taken to create an FDE Record from the Ul:
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1) Onthe FDP Home page, navigate to “Create a New Food Delivery Entity” section of the page.

The following fields on this page are required:

1.
2.

Business name is a required field for all new FDEs.
If the FDE you are creating is an authorized Retail FDE, then the State WIC ID will
also be required.

Create a New Food Delivery Entity

Food Delivery Entity Information

Please enter your information in the fields below to set up the new FDE.

*Business Name €

Test Market

StatewiciD €@

12345

DBA @

Test DBA

2) Click on Next and Enter additional information for the Food Delivery Entity. The following fields

on this page are required:

1.

2.
3.
4

Food Delivery Method is a required field for all new FDEs.

Status is a required field for all new FDEs.

Retail Category is conditionally required if you are creating a Retail FDE
Agreement Date (i.e., most current Agreement or Contract Start Date), and an
Initial Authorization Date (i.e., the oldest documented Agreement or Contract



Start Date) are conditionally required fields if you are creating an FDE with an
authorized status.

Create a New Food Delivery Entity

WIC Business Model Information

* Food Delivery Method @

s

Retail

4

Peer Group
—-None--
® FG1

Retail Category @
--None--
@ Repgularvendor
A50 - for profit
A50 - nonprofit
Pharmacy - only exempt infant formula/nutritionals
Commissary
Farmer

Farmers' market

Investigated Unauthorized Store? @@

Authorization Data

Agreement Start Date

Augl,2023 ]
Initial Authorization Date

Aug1,3023 o
~Status )

Authorized

P rel\"i o

3) Click on Next to Create the Food Delivery Entity

The following steps can be taken to Edit an FDE Record from the Ul (screens):
1) Click FOOD DELIVERY ENTITIES tab and select the FDE from the list view. This list view shows up
to 2000 records. If FDE is not accesible in the list view then use list view filters or search FDE via
global searach bar avaliable at top of the page as described in the Section 4.3
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USDA Food Delivery Portal HOME MY STATE AGENCY FOOD DELIVERY ENTITIES
S U s. DEPARTMENT OF AGRICULTURE

Accounts > Test State Agency
Food Delivery Entities

50+ items « Sorted by FNS WIC ID « Updated a few seconds ago

Account Name v | DBA v | StateWICID v | Status v

5 Test Market test 23434 Authorized

2) Once the record opens, click on “Edit Food Delivery Entity” Button in the upper right of the

screen.
USDA Food Delivery Portal More v (Q search.. ) a0
@l U s. DEPARTMENT OF AGRICULTURE - / =
Account i . i i
Em Test Market Edit Food Delivery Entity Retrieve from SNAP v
Parent Account FNS Region FNSWICID
Test State Agency MARO 001HvO00Q050RRTIAM
~ Food Delivery Entity (FDE) Annual Data (1) New
Business Name @ FNS Number (SNAP) [ ]
Test Market Annual Da...  Fiscal Year Numberof...  Identified a...
DeA @ StatewiCID @ AD-01524... 2023 v
Testl 1
View All
Chain Store Number @ Initial Authorization Date
1
Peer Group SNAP Store Information ID Trainings (1) New

3) This will open the Edit Food Delivery Entity screen. Update the necessary information and move
forward through the editing process using the Next or Previous buttons. Please see the Required
Fields document for details on what fields are required while editing a record.
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Edit Food Delivery Entity

Update FDE Account: Test Market
State Agency Information

" State Agency

‘ i) Test State Agency X

Food Delivery Entity (FDE)
*Business Name @

Test Market

FNS Number (SNAP) €@

4) Click on “Finish” to return to the FDE Details Screen.

Edit Food Delivery Entity

Update FDE Account: Test Market

Success!

The FDE Account has been successfully updated. Please click Finish to return to your FDE Account.

()

5) Your edits will now be visible on the FDE Details Screen.
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11.1.2 Annual Data Creation and Edit

The following steps can be taken to create an Annual Data Record from the FDE Detail Screen:

1) Click on “New” Button Next to Annual Data on the FDE Detail Screen.

- re Y
l;_’_l’IiS_Q_é Food Delivery Portal More v ( Q Search.. ) A
@ U.S. DEPARTMENT OF AGRICUITURE . iy -
Account X . i i
E Test Market Edit Food Delivery Entity Retrieve from SNAP v
Parent Account FNS Region FNS WICID
Test State Agency MARO 001HvO000050RRT7IAM
v Food Delivery Entity (FDE) Annual Data (1) New
Business Name @ FNS Number (SNAP)
Test Market o Annual.. FiscalYear Number... Identifie...
AD-01... 2023 v
DBA © StatewiCID @
Testl 1 View All
Chain Store Number Initial Authorization
F: 1 Date

2) The Record a New Annual Data window is displayed. The Business Name for the FDE used in this
example is “Austin’s Market, Inc”. The fields for the Annual Data record remain the same as they

would be if created in the Master Workflow: Fiscal Year, Authorized on October 1, and Number of
RMVs Completed this Year.
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Master Workflow

Record a New Annual Data
Business Account Information
*Business Name

a Austin's Market Inc X

Fiscal Year Related Data

*Fiscal Year @

Authorized on October 17 @

Number of RMVs completed this year @

Exit Save & Next Skip

3) We will input 2021 into the Fiscal Year field, check the Authorized on October 1 checkbox, and
leave the Number of RMVs completed this Year blank.

Record a New Annual Data
Business Account Information

*Business Name

a Austin's Market

Fiscal Year Related Data
(* Fiscal Year @ )

2021

Authorized on October 17 @
v

Number of RMVs completed this year @

. /

Exit Save

4) The Exit, and Save buttons appear at the bottom of window. The Exit button can be used to exit

and return to the FDE detail screen. The Save button will create the record and return to the FDE
Detail Screen.

The following steps can be taken to edit an Annual Data Record from the FDE Detail Screen:
5) Under the Annual Data Section, click on the auto generated ID for the record you want to edit.
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7) The Edit Annual Data Record window will be displayed.

115

F Account
& Austin's Market

Parent Account

Test State Agency

Business Name @

Austin's Market
DBA @

Chain Store Number @

Peer Group
PGl

FNS Region
NERO

FNSWICID

v Food Delivery Entity (FDE)

FNS Number (SNAP) @

State WICID @

12345

Initial Authorization Date

8/1/2023

SNAP Store Information 1D

Annual Data (3)

Annual Data ID

AD-01524526

AD-01524211

AD-01524210

6) Click on the Edit Annual Data button in the top right corner to edit the record.

E Annual Data

“v Fiscal Year Related Data

Fiscal Year @
2023

Authorized on October 17

Number of RMVs com-

Latod slol

Test Market
State Agency Mame FNSWICID State WIC ID
Maryland 001HV0000050RRTIAM 1

Total Non-CVB
Redemptions

0
$100.00

Number of Redemption
Months

1]
1

Annual Data History (4)

Date

11/20/...
11/20/...
11/20/...

11/20]...

Status
Authorized

Field

Created.

Number ...

Total CV...

Total No...

User

Monir K...

MonirK...

MonirK...

MonirK...

Original ...

0

50

Edit Annual Data

New Value
1 v
5100 v
5100 v
-
View All




Edit Annual Data

Edit Annual Data Record - AD-01524526
Business Account Information

Business Name

‘ Austin's Market X

Fiscal Year Related Data

Fiscal Year:
2023

Authorized on October 1?7 @@

Number of RMVs completed this year @

Next

8) Click on the Next button to select values for the remaining fields.
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Edit Annual Data

Edit Annual Data Record - AD-01524526

High Risk Evaluation
| | Identified as high risk? @

High Risk Reason(s) @

Redemption - Extremely small amount of variation in food instrument prices

Redemption - Large percent of food instruments redeemed at same price

Redemption - Unusually high average food instrument prices

Redemption - Redeemed prices are higher than their price list

Volume - Large percent of high-priced food instruments

Volume - Volume of WIC business

Volume - Large increase of dollar volume of food instruments redeemed over time

Volume - Large percent of the area’s total WIC redemptions

Volume - WIC sales are an unusually high percentage of vendor's total sales

Volume - High WIC to SNAP redemption ratio

Volume - WIC and SNAP Program sales are an unusually high percentage of total sales

Participant - Participant/other complaints

Participant - Large number of participants redeeming food instruments outside of their health
service area

Participant - Large number of participants redeeming food instruments who are considered to be
at high health risk

Non-EBT - Large number of food instruments with consecutive serial numbers

Non-EBT - Large percentage of manually issued food instruments

o e ] r . (- 1 1

Previous Next

9) Click on the Next button and Annual Data record will be created.
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Edit Annual Data

Edit Annual Data Record - AD-01524526

Success!

The Annual Data record has been updated. Click Finish to return to the previous page.

11.1.3 Training Creation and Edit

The following steps can be taken to create a Training Record from the FDE Detail Screen:
1) Click on “New” Button Next to Training on the FDE Detail Screen.

Account

Em Austin's Market Edit Food Delivery Entity Retrieve from SNAP Master Workflow v
Parent Account : FNS Region FNSWICID
Test State Agency NERO
v Food Delivery Entity (FDE) Annual Data (1) New
Business Name @ FNS Number (SNAP) @
Annual Data ID Fiscal Year Numberof RMVsco...  Identified as high risk?
Austin's Market
0BA @ State WIC 1D @ AD01524210 w0 v
12345 )
View All
Chain Store Number @ Initial Authorization Date
8/1/2023
Peer Group SNAP Store Information ID m Trainings (0) New
PGL

2) This will display the Record a New Training screen. All fields are required. We will enter “January
31, 2023” as the Training Date, Training Applied to Fiscal Year, select “Interactive” as the Training

Type, and leave the Training format field blank. Click on “Save” to create a new Training record
on FDE Details Screen.
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Record a New Training

*Business Name

Austin's Market

Training Data

*Training Date

Jan 31,2023

*Training Applied to Fiscal Year @

2023

*Training Type 0

Interactive v

*Training Format @

Interactive - Webinar v

The following steps can be taken to edit a Training Record from the FDE Detail Screen:
3) Under the Training Section of the FDE Details Screen, click on the auto generated ID for the
record you want to edit. This will bring you to the Training details screen. Click on the Edit button
in the top right corner to edit the record.
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E Training
i Test Market

Edit

State Agency Name FNSWICID State WIC ID Status
Maryland 001Hv0000050RRTIAM 1 Authorized
v Training Data No related lists to display
Training Date Training Applied to
2/26/2024 Fiscal Year
4]
2024
Training Type (] Training Format o
Interactive Interactive - On-site

cashier training

4) The Edit Window will be displayed where users are able to make Edits to that Training Record.

Please see the Required Fields document for details on what fields are required while editing a

record.

Edit TR-01447069

Training Data

* Training Date * Training Applied to Fiscal Year @
‘ 1/31/2023 e 2023
*Training Type @ *Training Format @

Interactive v Interactive - Webinar

System Information

Training 1D Created By
TR-01447069 Test Demo SA user, 8/11/2023 2:28 PM
* Business Name Last Modified By

Test Demo SA user, 8/11/2023 2:28 PM
i Austin's Market X

Cancel Save & New

Save
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Notes: User can use the “Cancel” Button to exit without making any changes, the "Save” Button to save
the updated changes and return to FDE Details page or the “Save &New” button to save changes made
to that Training Record and create a new Training record.

11.1.4 Redemptions Creation and Edit

The following steps can be taken to create a Redemptions Record from the FDE Detail Screen:
1) Click on the “New” Button Next to Redemptions on the FDE Detail Screen.

v Food Delivery Entity (FDE) B Annual Data (1) New
Business Name @ FNS Number (SNAP) @
) Annual Data ID Fiscal Year Number of RMVs co... Identified as high risk?
Austin's Market
DBA @ State WIC ID @ AD-01524210 2021 A4
12345 -
View All
Chain Store Number @ Initial Authorization Date
8/1/2023
Peer Group SNAP Store Information 1D B Trainings (1) New
PG1
) Training ID Training Date Training Type

v WIC Business Model

TR-01447069 1/31/2023 Interactive v
Food Delivery Method @ Investigated Unauthorized Store? @
Retail View All
Retail Category @ Identified as WIC Only? @
Regular vendor

B Redemptions (0) New
Contractor @ Authorized as Mobile Vendor? @

2) The Record a New Redemption screen will be displayed. All fields are required to have a value, but
you may use a zero or 0.00 for the redemption fields if this is appropriate for this record. We will
enter “December” as the Transaction Month, “2021” as the Calendar Year, and “$5,000” as the Non-
CVB Redemptions and CVB Redemptions as “$0.00” The “Save & New” button would allow us to
save this Redemption record and then create another Redemption record. However, we will then
click on the “Save” button to create new redemption record and return to the FDE Details Screen.
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* Business Name

B Austin's Market

Redemption Data
* Transaction Month @

December

* Calendar Year

2021

Non-CVE Redemptions @

$5,000.00

CVE Redemptions @

Record a New Redemption

Exit

Save & MNew Save

The following steps can be taken to edit a Redemptions Record from the FDE Detail Screen:
1) Under the Redemptions Section of the FDE Details Screen, select the auto generated ID for the

record you want to edit.

a Redemptions (2)

Redemption ID

it i

RD-03342549

Transaction Month
January

December

Calendar Year
2023

2021

New

Non-CVB Redemptions

$100.00 v

$5,000.00 v
View All

2) This will bring you to the Redemption Detail Screen. Click the Edit button.
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Redemption
Austin's Market

State Agency Name

Test State Agency

~ Redemption Data
Transaction Month @
December

Calendar Year

2021

Non-CVB Redemptions @
$5,000.00

CVB Redemptions @
$0.00

~ System Information

Redemption 1D
RD-03342549

Business Name

Austin's Market

Record Type
WIC Redemption

FNSWICID State WICID Status
001HVDODOOBXJEWIAD 12345 Authorized
Created By

Test Demo SA user, &/11/2023 2:4& FM

Last Modified By

TzsiDemo SAuser. 2/11/2023 2142 PM

No related lists to display

' Edit

3) The Edit Window will be displayed, and User are able to make edits to that Redemption Record.
Please see the Required Fields document for details on what fields are required while editing a

record.

Notes: User can use the “Cancel” Button to exit without making any changes, the "Save” Button to

save the updated changes and return to FDE Details page or the “Save &New” Button to save

changes made to that Redemption Record and create a new Redemption Record.

Edit RD-03342549

Redemption Data
*Transaction Month

December

* Calendar Year

2021

*Non-CVB Redemptions

o
$5,000.00

CVB Redemptions

o
$0.00

System Information

Redemption ID
RD-03342549

Created By
Test Demo SA user, 8/11/2023 2:48 PM

Cancel

Save & New
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11.1.5 Investigations Creation and Edit

The following steps can be taken to create an Investigations Record from the FDE Detail Screen:

1) Click on the “New” Button Next to Investigations on the FDE Detail Screen

Investigations (1) New
Investigation ID Investigation Status Investigation Start Date Investigation End Date
INV-00178149 Open 12/1/2022 -

View All

2) The Record a New Investigation screen will be displayed. Investigation Status, and Investigation
Start Date are required fields. If you set the Status to Closed or Completed, you will need to
provide an Investigation End Date. If this record was Closed, you will also need to provide a
Reason Closed. We will set the Investigation Start Date as “December 1, 2022,” set the
Investigation Status to “Open,” leave the non-required fields blank.

3) Notes: The “Save & New” button would allow us to save this Investigation record and then create

another investigation record. However, we will click on the “Save” button to create an
Investigation record and return to the FDE Details Screen.
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Record a New Investigation

* Business Name

u Austin's Market

Investigation Data

* Investigation Status @ Inventory audit completed? @
Open -
* Investigation Start Date Mumber of compliance buys @
Dec 1, 2022 I
Investigation End Date Reason Closed @
=]

Investigation Outcome

--None-- v

Administrative Reviews

Administrative review requested? Judicial review requested?
Administrative Review Status/Qutcome Judicial Review Status/Outcome
--None-- A4 --None-- A4
Exit Save & New Save

The following steps can be taken to edit an Investigations Record from the FDE Detail Screen:

1) Under the Investigation Section of the FDE Detail Screen, click the auto generated ID for the

record you want to edit.

D Investigations (1) Mew

Investigation ID Investigation Status Investigation Start Date Investigation End Date

INV-00178149 Open 12/1/2022 v
View All

2) This will bring you to the Investigations Detail Screen. Click on Edit button on top right corner of
the screen to edit the record.
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Investigation
Austin's Market

FNSWICID State WICID Status

001HvO00006XjEWIAO 12345 Authorized
v Investigation Data a Violations (1)
Investigation Status @ Inventory audit completed? @
o Violation ID Violation Deactivate record? Documented non-notific...
Open
Investigation Start Date Number of compliance buys @ LN OCEA Dmechaging hd
12/1/2022

View All

Investigation End Date Reason Closed @

3) The Edit Window will be displayed. On this screen, users can make edits to that Investigation
Record. Please see the Required Fields document for details on what fields are required while
editing a record.

4) Notes: User can use the “Cancel” Button to exit without making any changes, the "Save” Button
to save the updated changes and return to FDE Details page or the “Save & New” button to save
changes made to that Investigation Record and create a new Investigation Record.

|ll

Edit INV-00178149

The current status of the investigation. Please note the

“Closed” status indicates that the investigation was
closed, but not completed per 246.12(j)(4).

*Investigation Status @ Inventory audit completed? @
Open v
* Investigation Start Date Number of compliance buys @
12/1/2022 =
Investigation End Date Reason Closed @
G|

Investigation Qutcome

--None-- v

Administrative Reviews

Cancel Save & New
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11.1.6 Violations Creation and Edit

The following steps can be taken to create a Violations Record from the FDE Detail Screen:

1) Click on the “New” Button Next to Violations on the FDE Detail Screen.

~ Authorization Data Investigations (1)
Status @ Agreement Start Date

Investigation ID Investigation Status igs Start Date ion End Date
Authorized 6/4/2023

Assessed for participant access? @ Agreement End Date IMIEOn 1AL, Yzm B

View Al
Participant Access Reason @ Agreement Termination Date

Denial Reason @ Termination Reason @ B Violations (0) ' New '

2. The Record a New Violation screen will be displayed A Violation record relies on the existence of
a valid Investigation. If no such Investigation exists, FDP will prompt the user to Create an
Investigation before allowing a Violation to be created. We will select the Investigation that we
created in the previous step and then click the “Continue” button.

Record a New Violation
Select Investigation

Investigation(s) @

(@) December1,2022-Open

Exit Continue

3. The Record a New Violation window allows us to populate data on the Violation. The Validation
field is required. If you select the “SA violation” value, you will also need to select an option
from the State Agency Violation field.

4. Notes: The “Change Investigation” button would allow us to change the Investigation we just
set. The “+ New” button would allow us to add another Violation to the same Investigation. The
“Save & New” button would allow us to add a new group of violations to a different
investigation for this same FDE. We will set the specific Violation type to “Overcharging,” leave
the non-required fields blank, and click on the “Save” button to Return to the FDE Details Page.
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Record a New Violation

Account Name Investigation Create New Violations
Austin's Market December 1, 2022 - Open
*Violation @ State Agency Violation Number of Violations
Overcharging - Select -
Pattern estzblished? @ Notification sent? @ Documented non-notification? @ '

Exit Change Investigation Save & New

The following steps can be taken to edit a Violations Record from the FDE Detail Screen:

1) Under the Violations Section, of the FDE Detail Screen, click the auto generated ID for the record
you want to edit. This will bring you to the Violations detail page.

m Violations (1) New

Violation ID Investigation Start Date Violation Pattern established?

VLN-00065440 12/1/2022 Overcharging v
View All

2) Click on Edit button on top right corner of the screen to edit the record.
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Violation

Austin's Market

State Agency Name FNSWIC ID StateWIC ID
Test State Agency 001HvD000DEX]EWIA

Status

12345 Authorized

~ Violations Data No related lists to display

Violation @ Netification sent? @

Overcharging
State agency violation @ Documented non-notification? @

Pattern established? @ Deactivate record? @
Number of Viclations
1

~ Investigation Data (Read Only)
nvestigation Status nvestigation Start Date
Open 12/1/2022

nvestigation Outcome nvestigation End Date

v System Information

Business Name Created By

+B/11/2023 3:44 PM

Violation ID

VLN-00085440 1/2023 3:44 PM

nvestigation ID
INV-00178143

3) The Edit Window will be displayed, and User is able to make edits to this Violations Record.

Please see the Required Fields document for details on what fields are required while editing a
record.
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Edit Violation

Edit Violation - VLN-00065440
Violation Information

* Business Name

‘ Austin's Market

Violations Found Data

*Violation €@

Overcharging

*Number of Violation

1

Pattern established? €
Notification sent? @

Documented non-notification? @

4) Click on the Next button. If there are multiple investigations, then user can change the
Investigation selection for this violation record.
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Edit Violation

Edit Violation - VLN-00065440

Investigation Information

* Investigations @

® December1,2022-Open

Previous

5) Click on the Next button. Violation record is created. Click on Finish button.

Edit Violation

Edit Violation - VLN-00065440

Success!

The Violation has been successfully updated. Please click Finish to return to your Violation record.
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11.1.7 Sanctions Creation and Edit

The following steps can be taken to create a Sanctions Record from the FDE Detail Screen:

1) Click on the “New” Button Next to Sanctions on the FDE Detail Screen.

Denial Reason @ Termination Reason @ B Violations (1)
Other Denial Reason @ Other Termination Reason @ Violation ID Investigation Start Date Violation Pattern established?
VLN-00085440 12/1/2022 Qvercharging v

~ Physical Address

View All

Street Number No Physical Address? @

X a Sanctions (0) New
Street Name Location Description @
Suite/Unit/Other Coordinates @

B Claim Collections (0)

City Location Confirmation @

2) The Record a New Sanction window appears. Origin is a required field. If the Origin value is “WIC
Investigation” the application will also require the selection of a valid investigation record. If the
Origin is either “WIC investigation” or “Other WIC oversight activity”, the WIC Sanction Type
field will be displayed and be required. If the Origin is “SNAP investigation” then the SNAP
Sanction Type field will be displayed and be required. We will set the Origin field to “WIC
investigation,” which then allows us to select the Investigation we created in Section 11.1.5 We
will set the Claim Amount to $2,000, fill in all the remaining fields required fields, and click on
the “Save” button.
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Record a New Sanction

Sanctions Information

* Business Name

a Austin's Market

Sanctions Data
= Origin @
WIC investigation v
* Investigation

® December 1, 2022 - Open
WIC Sanction Type @

--None-- -

Exit Save & New Save

The following steps can be taken to edit a Sanctions Record from the FDE Detail Screen.

1) Under the Sanctions Section, of the FDE Detail Screen, click the auto generated ID for the
record you want to edit. This will bring you to the Sanctions detail page.

E Sanctions (1) New

Sanction ID Origin WIC Sanction Type SA Sanction

SAN-00047476 WIC investigation State agency sanction SA Sanctionl v
View All

2) Click on the Edit button on top right corner of the screen to edit the record.
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[ Sanction
Bl Austin's Market

State Agency Name

Test State Agency

v Sanctions Data

origin @

westigation

WIC Sanction Type @
State agency sanction
SA Sanction

SA Sanction1
Disqualification Date @
5/1/2023

Disqualification Length @

1 month
~ Monetary Penalties

Administrative Fine Amount @

Claim Amount @
52,000.00

~ System Information

Business Name

SanctionID

SAN-D004T476

Investigation ID
INV-00178149

FNSWICID StateWICID Status
001Hv0000DEXEWIAQ 12345 Authorized

E Claim Collections (1)

Date Referred to SNAP @
Claim Collections ID Claim Payment Date

SNAP Sanction Type @ 001 12

Date Referred to WIC @

CMP Amaunt @
52,000.00

Created By

@) TestDemo shuser, /112023 359 Pl
Last Modified By

0 Test Demo SA user, &/11/2023 4:05 P14

Claim Amount Received

50.00

v

View All

3) The Edit Window will be displayed. the User can make edits to this Sanctions Record. Click
Next button and Sanction record will be created. Click on Finish Button.

Edit Sanction

Edit Sanction Record - SAN-00047476

Sanctions Information

*Business Name

!'n Austin's Market

X
Sanctions Data
~origin €@
WIC investigation -

* Investigation
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Edit Sanction

Edit Sanction Record - SAN-00047476

Success!

The Sanction record has been updated. Click Finish to return to the Sanction record.

11.1.8 Claims Creation and Edit

The following steps can be taken to create a Claims Collections Record from the FDE Detail Screen:

1) Click on the “New” Button Next to Claims Collection on the FDE Detail Screen.

Denial Reason @ Termination Reason @ a Violations (1) New
Other Denial Reason @ Other Termination Reason @ Violation ID Investigation Start Date Violation Pattern established?
VLN-00065440 12/1/2022 Overcharging -

v Physical Address View All

Street Number Mo Physical Address? @

E Sanctions (0) New

Street Name Location Description @

Suite/Unit/Other Coordinates @
m Claim Collections (0) New
city Location Confirmation @

2) The Record a new Claim Collections screen will be displayed. A Claim relies on the existence of a
valid Sanction with a Claim Amount. We will select the Sanction that we created in Section 11.1.7
and click on the Continue button.
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Record a New Claim

Business Name: Austin's Market

Select a Sanction

IZ§j| WIC investigation created on August 11, 2023 - $2,000.00

Exit Continue

3) This generates the Record a New Claim window. We are provided with the option of setting the
Claim Amount Received and the Claim Payment Date. Enter the values and save the record.

Record a New Claim
T Business Name

B Austin's Market

Sanction Date: WIC investigation created on August 11, 2023 - 52,000.00

Payment Collected
Claim Amount Received @

$0.00

Claim Payment Date

&t

Exit Change Sanction Save & New

The following steps can be taken to edit a Claims Collections Record from the FDE Detail Screen:
1) Under the Claims Section, of the FDE Detail Screen, click on the auto generated ID for the record
you want to edit. This will bring you to the Claims Collection detail page.
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E Claim Collections (1)

Mew
Claim Collections ID Claim Payment Date Claim Amount Received
CC-00000112 50.00 v
View All

2) Click on Edit button on top right corner of the screen to edit the record.

Claim Collections
Fa

Austin's Market

State Agency Name FNSWICID StateWIC ID Status
Test State Agency 00LHV00000GX EWIAQ 12345 Authorized

: : ; 1)
~ Payment Collected E Claim Collections History (1)
Claim Amount Received @

Date Field User Original Value New Value

50,00
Claim Payment Date 8/11/20234:16PM  Created. Test Demo SAuser

v

View All
~ System Information

Claim Collections ID Created By

€C-00000112 Test Demo SA user, 8/11/2023 416 PM
sanction @

SAN-00047476

Last Modified By
Test Demo SA user, 8/11/2023 4:16 PN
Business Name

Austin's Market

3) The Edit window will be displayed, and the User is able to make edits to this Claims Record.
4) Notes: User can use “Cancel” Button to exit without making any changes, "Save” Button to save

the updated changes and return to FDE Details page or the “Save &New” button to save changes
made to that Claims Record and to create a new Claims record.
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The amount collected in this payment.

Pay

Claim Amount Received @

$0.00

Claim Payment Date

System Information

Claim Collections ID
CC-00000112

*Sanction @

-} SAN-00047476

Riucinace Mama

Edit CC-00000112

&t

Created By
Test Demo SA user, 8/11/2023 4:16 PM

Last Modified By
Test Demo SA user, 8/11/2023 4:16 PM

Cancel Save & New

Save
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12 Account Merge Functionality

Account Merge functionality allows SA users to combine two FDEs into one FDE within a State agency.
This feature is useful when a duplicate FDE has been accidentally created, or to clean up historic records.

12.1 Merge Account

The Merge account is accessible from any FDE Detail screen. In order to merge accounts, SA users will
need to select a “Receiving Account” and a “Transferring” account. The “Receiving Account” is the FDE
account that will keep all of its data and add data from the “Transferring Account” during the merge.
The FDE record associated with the “Transferring Account” will be deleted after the account merge.

To launch the Account Merge, go to an FDE Detail screen. This FDE will be considered the “Receiving
FDE”, by default but this can be changed in this screen. Click on the arrow top right side of the page and
click button Merge Account.

Account
Iﬂ Receiving FDE Edit Food Delivery Entity Retrieve from SNAP Master Workflow I v |
Merge Account
Parent Account FNS Region FNSWICID
Test State Agency MARO 001Hv000005€VYIIAM
v Food Delivery Entity (FDE) B Annual Data (1) New
Business Name @ FNS Number (SNAP) @ . X .
Annual Data ID Fiscal Year Number of RMVs c...  Identified as high ...
Receiving FDE
DBA o State WIC ID o AD-01675331 2021 2 v
123456
View All
Chain Store Number @ Initial Authorization Date
Peer Group SNAP Store Information ID a Trainings (1) New
. Training ID Training Date Training Type
v WIC Business Model
TR-01443272 5/1/2023 Interactive v
Food Delivery Method @ Investigated Unauthorized Store? @
Retail View All

1. The Account merge Screen is now displayed. Receiving FDE is prepopulated in the Receiving
Account textbox.

139




HOME MY STATE AGENCY

FOOD DELIVERY ENTITIES

More v

Accounts Merge

Receiving Account

Receiving FDE

Search for Food Delivery Entity...

Transferring Account

Business Name State WIC Id FNS Number (SNAP) Street Name City Zip Code
v v v v v v Clear Filters
Business Name DBA State WIC Id FNS Number (SNAP) FNSWICId Chain Store Number Address

In the search textbox, search for the FDE to be transferred by typing the FDE business name,

State WIC ID, FNS Number, FNSWICID, etc. All FDEs that match the search criteria will be

displayed in the list view. SA users can filter search results by Business Name, State WIC Id, FNS
Number (SNAP), Street Name, City, and Zip Code.

Accounts Merge

Receiving Account

Receiving FDE

Transferring Account

Transferrind

[
Business Name State WIC Id FNS Number (SNAP) Street Name City Zip Code
ALL v ALL v ALL v ALL v ALL ¥ ALL ¥ Clear Filters
Business Name DBA State WIC Id FNS Number (SNAP) FNSWIC Id Chain Store Number Address
Transferring FDE 123456

001Hv000005eVeJIAU

3. Select the Transferring account from the search results. Click on Set Transferring Account.
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Accounts Merge

Receiving Account

Receiving FDE

Transferring

Business Name State WIC Id FNS Number (SNAP)
ALL v ALL v ALL v
Business Name DBA

Transferring FDE

Set Receiving Account

Street Name City Zip Code
ALL v ALL ¥ ALL ¥ Clear Filters
State WIC Id FNS Number (SNAP) FNSWwICId
123456 001Hv000005eVeJIAU

Transferring Account

Set Transferring Accou

Chain Store Number

Address

4. Selected Transferring FDE is populated in the Transferring Account textbox. Click on Merge

Accounts.

Receiving Account

Receiving FDE

Transferring

Business Name State WIC Id FNS Number (SNAP)
ALL v ALL v ALL v
Business Name DBA

Transferring FDE

Street Name

ALL v

State WIC Id

123456

Transferring Account

Transferring FDE

City Zip Code
ALL ¥ ALL w Clear Filters
FNS Number (SNAP) FNSWICId

001Hv000005€eVeJIAU

Merge Accounts

Chain Store Number

Address

5. Confirmation message is displayed. Click on Yes.

141




Merge Accounts

'Transferring FDE' is transferring to 'Receiving FDE'. Account Merge is final and irreversible, do you
want to proceed?

6. If there is no conflicting data, then account will be merged. If there are conflicting records, then
conflicting records will be displayed. The left side displays the conflicting records from the
receiving account and right side displays the conflicting records from the transferring account. In
the example below both accounts have Annual data record for the FY 2021 and Training record
for the same Training Date.

Receiving FDE Transferring FDE

The following records could not be moved as they both share a unique key value. Please select which one of these to keep and the other one will be deleted. If you wish to keep both records, cancel the
merge and change the key value on one of the records.

Annual Data

Record 1 - Fiscal Year: 2021

Select Record to Keep

Annual Data ID AD-01675331 @ AD-01675332 O
Total Redemptions 0 0

Number of Redemption Months 0 0

Number of RMVs completed this year 2 3

Authorized on October 1? Yes Yes

High Risk Reason(s)

Identified as high risk? No No

Trainings

Record 1 - Training Date: 5/1/2023

7. Select the record to Keep. Click on Merge Accounts.
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Account Merge: Select Data to Keep

Account Receiving Account Transferring Account

Receiving FDE Transferring FDE

The following records could not be moved as they both share a unique key value. Please select which one of these to keep and the other one will be deleted. If you wish to keep both records, cancel the merge and change the key value on one of the
records.

Record 1 - Fiscal Year: 2021 -
Select Record to Keep

Annual Data 1D ADOI6T532 O

Total Redemptions 0 0
Number of Redemption Months 0 0
Number of RMVs completed this year 2 3
Authorized on October 12 Yes Yes

High Risk Reason(s)
Identified as high risk? No No
Trainings
Record 1 - Training Date: 5/1/2023
Select Record to Keep

Training ID TR01443272 O 43271 @

Training Date 5/1/2023 5/1/2023

Cancel Merge Accounts

8. Confirmation message is displayed. Click on Yes.

Merge Accounts

'Transferring FDE' is transferring to 'Receiving FDE'. Account Merge is final and irreversible, do you want to
proceed?

Mo Yes

9. Account Merge is completed. The SA user can either click on Receiving FDE link to see the FDE
details after merge or can click on Exit.
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Account Merge Completed

Transferring FDE is successfully transferred to Receiving FDE.

Exit

10. Merge information should be displayed in the Notes section of the Receiving Account.

Denial Reason @

Other Denial Reason @

v Physical Address

Street Number
123

Street Name

Happy Street

Suite/Unit/Other

City

Falls church
State

VA

Zip Code
22023

Participant Access Reason @

Agreement Termination Date

Termination Reason @

Other Termination Reason @

No Physical Address? @

Location Description @

Coordinates @

Location Confirmation @

GEOID @

RUCA Code @

B Hours of Operation (0)

E Contacts (0

Notes (1)

Title

Account Merge 0...

Text Preview

Account Merge: 0...

Created By

UAT Test User

Last Modified

5/31/2023 2:57 PM v

View All
m Files (1) Add Files
Account Merge 05-31-2023 14-57-14
May 31,2023 + 9KB » txt
View All

12.2 Merge Account Advance Functions

1. The Account Merge Screen will allow you to search for any FDE record. The search returns may
be used to set either the Receiving or the Transferring account.
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R At Transferring Adcount
Trasaberring o
Barsin e 5 Humber [SHAP SEret Mam 1 Canche
A - AL - L A - AL w AL w
Buringss Hame [a: 2 Sate WiC FHN5 Number (SHAF) FHSWIC i Chain Store Numbes Aeddresy
W) | Translesring FOO 1454

001 W OO0 Savie AL

2. Once you have set a value for either the Receiving Account or the Transferring account, you may
repeat the search to set the other value.

[}
g HAP Shneet Marme
A - - A - AL w AL w
Burinas Mame oBa, Sate WIC W FMNS Number (SZMAF) S WIC i Chain Shore Mumbesr Addness
. Trangheering FDI 113454

OO v iRO00 e ve manl

3. We recommend starting the merge using one of the records involved in the merge, until you
become more comfortable with the merge account features.
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13 Account Unmerge Functionality

The Account Unmerge functionality allows SA users to unmerge and restore FDEs that have been

previously merged into an FDE account.

13.1 Unmerge Account

Here we will discuss the scenario in which FDE B got merged into FDE A and now we are unmerging FDE

B from FDE A. In this example, FDE B was the transferring account and FDE A was the receiving account.

1. Select the FDE that the FDE B was merged into, otherwise known as the receiving account. In

our example, this is FDE A. In Notes section of the FDE details screen, users can see that FDE B

has been merged to FDE A.

Fairfax
v Other Stores Owned

Total Number of Stores Owned @

v System Information
Account Name
FDEA

Parent Account

TestStateAgency

Account Record Type
Food Delivery Entity

Integration Response

Number of WIC Authorized Vendors

Account Owner

Test SAUser

Created By
Test SAUser, 8/9/2023 2:51 PM

Last Modified By
Test SAUser, 8/9/2023 4:41 PM

CC-00060080 8/1/2023

a Hours of Operation (0)

Contacts (0)

$50.00

v

View All

New

New

D Notes (1)

Title Text Preview Created By

Account Merge 0... | Account Merge: 0...  Test SAUser

Last Modified

8/9/2023 4:41 PM v

View All

Files (1)

Account Merge 08-09-2023 16-41-14
Aug9,2023 + 22KB « txt

Add Files

2. The Unmerge accounts menu is accessible from the FDE Detail screen. To launch the Account

Unmerge. Click on the arrow top right side of the FDE details page and click the button Unmerge

Accounts.
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. 7 =
USDA Food Delivery Portal More v  ( Q Ssearch.. Joa 1]
Sl U .s. DEPARTMENT OF AGRICULTURE A i b
Account
Em Test Market Edit Food Delivery Entity Retrieve from SNAP v
Master Workflow
Parent Account FNS Region FNS WIC ID
Test State Agency MARO 001HvOO00050RRT7IAM Merge Account
“ Food Delivery Entity (FDE) Annual Data (1) New
Business Name @ FNS Number (SNAP)
T o Annual... FiscalYear ~Number... Identifie...
AD-Ol,,. 2023 v
DeA © StatewiCID @
Test1 1 View All
|- C4 Al Lo lamidiol A, bl H &

Users will be taken to the Account Unmerge screen. Merged FDEs are displayed in the Merged
FDEs section (in our example, FDE B is in the Merged FDE section). The “Latest Merged FDE”
option is selected by default. Click the button “Unmerge FDE(s)”.

%" Account Unmerge

Food Delivery Entity (FDE)

ess Name FNSWICID
001HVDO0006XSODIAY 123

Merged FDEs

Name FNSWICID State WICID DBA Store Number Merged Date

FDEB 001HVID000EXAIGIAD

1234 Tes 8/9/2023, 05:41 PM

4. The confirmation message will be displayed. Click on Yes.
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Unmerge Accounts

Account Unmerge is final and irreversible, do you want to proceed?

5. Success message will be displayed.

HOME MY STATE AGENCY FOOD DELIVERY ENTITIES ° Success

All merged FDEs have been unmerged.

5 Account Unmerge

There are no more merged FDEs for FDE A.

6. Select FDE A. Go to Notes section. Click on link View All.

Notes (1)

Title Text Preview Created By Last Modified

Account Merge 08/09...  Account Merge: 08/09/... Test SAUser 8/9/2023 5:30 PM v

View All

7. Users can see that the FDE B has been unmerged and restored from FDE A.

Accounts > FDEA
Notes

1 item « Sorted by Last Modified » Updated a minute ago

Title v | Text Preview

1 Account Merge 08/09/2023 16:41:16 | Unmerged Account Merge: 08/09/2023 16:41:16 Receiving Account Id: d

8. Now Users can see FDE B in the FDE list view with all its data and related records restored.
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Ee

Accounts
Recently Viewed v ¥

3items« Updated a minute ago

1

2

3

Account Name

FDEA

FDEB

AA A50 Non Profit Sample

Parent Account

TestStateAgency

TestStateAgency

TestStateAgency

v | StateWICID

123

1234

62320230006

\'%

Account Record Type

Food Delivery Entity

Food Delivery Entity

Food Delivery Entity




14 Report Functionality

The Report Functionality provides SA users and FNS users with an easy way to find created records for

all Food Delivery Entities (FDE).

For SA users, clicking the More tab will create a dropdown menu that includes “REPORTS”.

U.S. DEPARTMENT OF AGRICULTURE

UPLOAD

- 'd
l_JSDA Food Delivery Portal HOME MY STATE AGENCY FOOD DELIVERY ENTITIES More A KQ Search... ) a e Test Demo SA user

REPORTS

DASHBOARDS

REPORT SUMMARIES

Welcome!

(OMB Control Number: 0584-0401

Expiration Date: 12/31/2024

For FNS users, going to the reports tab at the top of the page allows for you to see the list of reports. For

both SA and FNS users, you will see a menu of Report views on the left tab (e.g., Recent, All Reports,

etc.) from the left tab, select All Folders, and then State Agency & FNS User Reports.

@ Compliance
= P User Reports

Created by Me State Agency & FNS

@ Data Checks
L User Reports

Private Reports

State A & FNS
B !dentify Duplicate FDEs ate Agency

Public Reports User Reports

All Reports BB Standard Reports Zt::f;eiinr;y e
FOLDERS

All Folders

USDA Food Delivery Portal P
i U.S. DEPARTMENT OF AGRICULTURE Q Search... <> ? $ ‘!‘
EES FNS WIC FDP Home  Accounts Reports v Dashboards v Report Summaries v/ File Upload Errors * Test SAUser | Contact ~ X

Reports

All Folders > State Agency & FNS User Reports Q_ Search all folders... [ New Report | New Folder | ¥ ][
4 items

REPORTS Name 1t v | Description v | Folder v ‘ Created By
Recent State Agency & FNS

System Update

System Update

System Update

System Update

This allows us to view all the SA and FNS User reports in the following subcategories:
e Compliance
e Data Checks
e Identify Duplicate FDEs
e Standard Reports
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14.1 Compliance

Compliance reports support and explain the results shown in the Report Summary page. The Report
Summary page, for a given period, provides State agency users with an official measure of their
performance for that period. State agencies are evaluated by the Compliance Reports. These Reports
will be calculated using the data provided by the State agency within FDP. Each State agency will be able
to run a Compliance Report to see their potential results at any time.

In this section we are viewing all the reports on the Compliance page of a SA and FNS User.
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14.1.1 No Training for New FDEs

The No Training for New FDEs report reviews the training records for newly authorized retail FDEs. It

provides a listing of the FDEs from this group who do not have any interactive training records.

Report: Accounts with Report Summaries Custom

No Training for New FDEs

FNS Region State Agency WIC ID State WIC ID

MARO Test State Agency v000005JQmXIAW A43215
v000005JQnUIAW A12345
v000005JQnylAG A23456
v000005JWFmMIAO A33224
v000005JWI2IAO A33789

& Enable Field Editing

Initial Authorization Date
4/20/2022

5/11/2022

5/1/2022

9/30/2022

9/15/2022

Q

& Add Chart Y c

Missing Interactive in first year

8 EEAO

Edit v

This reports all data related to the No Interactive Training for New FDEs compliance check. This shows a listing of all newly Authorized FDEs and identifies if...

Last Interactive
11/8/2021

No Training Rep
No Training Rep
No Training Rep

No Training Rep

This reports all data related to the No Interactive Training for New FDEs compliance check. This shows a
listing of all newly Authorized FDEs and identifies if the FDE was missing interactive training within their
first fiscal year. The report has the following columns and display data for each column:

FNS Region

State Agency

Business Name

FNS WICID

State WICID

Initial Authorization Date

Missing Interactive in first year

Last Interactive Training

Last Interactive Training Applied to FY
Total New FDEs in State Agency

New FDEs Without Interactive Training
% of New FDEs w/o Interactive Training
% of Overall Match
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14.1.1.1 No Training for New FDEs Summary and Detail

No Training for New FDEs Compliance reports also include Summary and Detail level reports as well.

Reports

15 items

REPORTS
Recent
Created by Me
Private Reports
Public Reports
All Reports

FOLDERS
All Folders

Created by Me

Shared with Me

Name

No Training for New
FDEs (Detail)

No Training for New
FDEs (Summary)

.| > State Agency & FNS User Reports > Compliance

Description v | Folder

for New FDEs compli-

ance check. This check

identifies the newly Compliance
Authorized FDEs that

did not receive any in-

teractive training within

their first fiscal year.

This is summary level
information related to
the No Interactive
Training for New FDEs
compliance check. This
check identifies the Compliance
count of newly

Authorized FDEs that

did not receive any in-

v

Q_ Search all folders

Created By

System Update

System Update

New Report

Created On v

6/23/2022, 2:03 PM

6/23/2022, 2:03 PM

New Folder

Subscribed

v fo R4

e No Training for New FDEs (Summary) shows a summary level information related to the No
Interactive Training for New FDEs compliance check. This check identifies the count of newly

Authorized FDEs that did not receive any interactive training within their first fiscal year.

e No Training for New FDEs (Detail) shows a detail level information related to the No Interactive
Training for New FDEs compliance check. This check identifies the newly Authorized FDEs that
did not receive any interactive training within their first fiscal year.

14.1.2 No Training for Fiscal Year

No Training for Fiscal Year report reviews the training records for all retail FDEs that have an Annual
Data record for the year requested. It provides a listing of the FDEs from this group who did not receive

any training during selected Fiscal Year irrespective of Training Type.

To arrive at this report, we will go to the Compliance page of State Agency & FNS User Reports.
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USDA Food Delivery Portal Q_ Search... ‘f* VJ A7 n P

U.5. DEPARTMENT OF AGRICULTURE

FNS WIC FDP Home  Accounts v Reports v Dashboards Report Summaries Va
Reports
... > State Agency & FNS User Reports > Compliance Q_ Search all folders.. New Report | New Folder | v || £~
15 items
REPORTS Name v | Description v | Folder v | Created By v | Created On v | Subscribe|
Recent This reports all data related to the No Training for

. . Fiscal Year compliance check. This shows a listing
No Training for Fiscal

Created by Me Vear of FDEs that were active in the fiscal year and Compliance System Update 6/23/2022, 5:03 PM
identifies if the FDE was missing training or not
Private Reports within the single fiscal year.

This is detail level information related to the No
Training for Fiscal Year compliance check. This
check identifies the Authorized FDEs that were Compliance System Update 6/23/2022, 5:03 PM

Public Reports
No Training for Fiscal

All Reports Year (Detail) . N . . L
active and that did not receive any training within
the single fiscal year.

FOLDERS 9 v
This is summary level information related to the
All Folders . . No Training for Fiscal Year compliance check. This
No Training for Fiscal ) . )
Vear (5 ) check identifies the count of Authorized FDEs Compliance System Update 6/23/2022, 5:03 PM
‘ear (Summan

Created by Me K that did not receive any training within the single

fiscal year.

e Detail & Summary reports exist for this report as well. This should display both compliant and
non-compliant records. This should display records with Interactive, Non-Interactive and no
Training.

We will select No Training for Fiscal Year. The default filter is set for fiscal year 2023. You can change the
filter at the top right button next to the Refresh button.

USDA Food Delivery Portal Q_ search... ;E\ N 25 P

S U5 DEPARTMENT OF AGRICULTURE b

222 FNS WIC FDP Home  Accounts v  Reports v  Dashboards \  ReportSummaries e

Report: Accounts with Report Summaries Custom
No Training for Fiscal Year
This reports all data related to the No Training for Fiscal Year compliance check. This shows a listing of FDEs that were active in the fiscal year and identifies if the FDE was missing training or not within the single ...

# Enable Field Editing Q & Add Chart Y ¢ Edit ¥

This report has more results than we can show (up to 2,000 rows). Summary information is calculated from full report results.

FNSRegion © v| StateAgency ¢ v | Business Name v FNSWICID v| StateWICID ¥ Missing any training this year | v  Last Training Provided ¥  fx Total FDEs in State Agency | ¥ fx T
MARO Test State Agency FDP Test #3 001HV000005JQMXIAW A43215 m} 11/8/2021 -
FDE Test #1 001Hv000005)QNUIAW A12345 No Training Reported -
FDE Test #2 001Hv000005JQnyIAG A23456 O 5/1/2022
FDP Test #4 001HV000005JWFMIAQ A33224 No Training Reported -
FDP Test #5 001HV000005JWI2IA0 A33789 No Training Reported -
A-1 FOODMART 001t000000ly8pUAAQ A32260 8/3/2021
Subtotal 6

The No Training for Fiscal Year reports page has the following columns and display data for each column:

o FNS Region

e State Agency

e Business Name

e FNSWICID

e State WICID

e Missing any training this year
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e Last Training Provided

e Last Training Applied to Fiscal Year
o Total FDEs in State Agency

e Total FDEs Without Training

e % of FDEs w/o Training

¢ % of Overall Match

14.1.3 No Interactive Training 3 FYs

This report reviews the training records for newly authorized retail FDEs. It provides a listing of the FDEs
from this group who do not have any interactive training records during a three fiscal year (FY) report.

This report shows all data related to the Authorized FDEs Missing Interactive Training for 3 Years

compliance check. This shows a listing of Authorized FDEs that were active for all 3 FYs and identifies if
the FDE was missing training or not for the last 3 FYs.

To arrive at this report, we will go the Compliance page of State Agency & FNS User Reports.

Reports

15 items

REPORTS
Recent
Created by Me
Private Reports
Public Reports
All Reports

FOLDERS
All Folders
Created by Me

barac itk N

Name v

No Interactive Training
3 FYs

No Interactive Training
3 FYs (Detail)

No Interactive Training
3 FYs (Summary)

.. > State Agency & FNS User Reports > Compliance

Description v
Reports all aata relatea 10 tne AUtnorizea rues
Missing Interactive Training for 3 Years compli-
ance check. This shows a listing of Authorized
FDEs that were active for all 3 FYs, and identifies
if the FDE was missing training or not for the last
3 FYs.

This is the detail level information related to the
Authorized FDEs Missing Interactive Training for
3 Years compliance check. The Authorized FDEs
in this report were active, but did not receive any
interactive training within the last 3 fiscal years.

This is summary level information related to the
Authorized FDEs Missing Interactive Training for
3 Years compliance check. This check identifies

the counts for FDEs that were active, but did not

Q_ Search all folders..

Folder

Compliance

Compliance

Compliance

Created By

System Update

System Update

System Update

New Report

New Folder

Created On

6/23/2022, 2:03 PM

6/23/2022, 2:03 PM

6/23/2022, 2:03 PM

v

v

fo

Subscribe

e Detail & Summary reports exist for this report as well.
Detail: This is the detail level information related to the Authorized FDEs Missing
Interactive Training for 3 Years compliance check. The Authorized FDEs in this report
were active but did not receive any interactive training within the last 3 FYs.
Summary: This is summary level information related to the Authorized FDEs Missing
Interactive Training for 3 Years compliance check. This check identifies the counts for
FDEs that were active, but did not receive any interactive training within the last 3 FYs

We will click on No Interactive Training 3 FYs to view the report.
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USDA Food Delivery Portal

Q Search x|~
S U5, DEPARTMENT OF AGRICULTURE

232 FNSWICFDP  Home Accounts ~ Reports v  Dashboards ~  ReportSummaries \/ s

Report: Accounts with Report Summaries Custom
No Interactive Training 3 FYs
Reports all data related to the Authorized FDEs Missing Interactive Training for 3 Years compliance check. This shows a listing of Authorized FDEs that were active for all 3 FYs, and identifies if the FDE was missing...

# Enable Field Editing Q @& Add Chart Y < Edit v

This report has more results than we can show (up to 2,000 rows). Summary information is calculated from full report results.

FNS Region 1 State Agency | Business Name v FNSWICID State WIC ID Missing Interactive in all 3 FYs Last Interactive Training fx Total FDEs in State Agency
MARO Test State Agency FDP Test #3 001HV000005JQMXIAW A43215 [m} 11/8/2021
FDE Test #1 001HV000005JQNUIAW A12345 No Training Reported
FDE Test #2 001HV000005JQnyIAG A23456 No Training Reported
A-1 FOODMART 001t000000ly8pUAAQ A32260 [m} 8/3/2021
Subtotal 4

This report has the following columns and displays data for each column:

o FNS Region

e State Agency

e Business Name

e FNSWICID

e State WICID

e Missing Interactive in all 3 FYs

e Last Interactive Training

e Total FDEs in State Agency

e Total FDEs Without Interactive Training
e % of FDEs w/o Interactive Training
e % of Overall Match

14.1.4 High Risk Vendors Identified

This is the summary level information related to the high risk vendors Identified compliance check. This
report shows if the WIC State agency identified any high risk vendors. This report can be found within
the Compliance reports folder. To view the report, we will click on High Risk Vendors Identified.
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USDA Food Delivery Portal HOME More (Q s

_ U.S. DEPARTMENT OF AGRICULTURE -

Report: Accounts with Report Summaries Custom
High Risk Vendors Identified

This is the summary level information related to the High Risk Vendor Identified compliance chg

# Enable Field Editin

Total Records

1

FNS Region © ¥ State Agency Name T ¥ | Fiscal Year ¥ High Risk Vendors Identified? ¥

MARO (1) Test State Agency (1) 2023 No

The High Risk Vendors Identified reports page has the following columns and display data for each
column:

e FNS Region

e State Agency

e Fiscal Year

e High Risk Vendors Identified?
e Total Vendors on Oct 1

e 5% Of Total Oct 1 Vendors

e Total High Risk Vendors

e High Risk Vendor Percentage

The default filter is set for fiscal year 2023. You can change the filter at the top right button next to the
Refresh button.
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Report: Accounts with Report Summaries Custom o - . a
g o orm # Enable Field Editin Q & Add Chart ¢ Export
High Risk Vendors Identified ¢ ° ’

This is the summary level information related to the High Risk Vendor Identified compliance check. This report shows if the WIC State agency identifi...

Filters -

Show Me

) : All accounts
FNS Region T ¥ State Agency Name © ¥ dorsonOct1 ¥ 5% of Total Oct 1 Vendors ¥ Total High Risk

Created Date

MARO (1) Test State Agency (1) 0 0
All Time

@ Record Type (Custom)
equals State Agency Summary

Fiscal Year
equals 2023

FNS Region
equals NERO, MARO, SERO,
MWRO, SWRO, MPRO, WRO, "

State WIC ID
not equal to ---

State Agency Name
not equal to ™"

When clicking on the Fiscal Year tab, we are then able to change the specific year or ranges we would
like to see.

QSDA Food Delivery Portal HOME MY STATE AGENCY More (q Search.. ) a e

U.S. DEPARTMENT OF AGRICULTURE

Report: Accounts with Report Summaries Custom o s - .

. - ge Enable Field Editing % Add Chart Export
High Risk Vendors Identified # Ebeheddng § Q B! M| © || e
This is the summary level information related to the High Risk Vendor Identified compliance check. This report shows if the WIC State agency identified any high risk vendors.

Total Records Filters -
1
Show Me

All accounts
FNS Region T |¥ State Agency Name T ¥ | Fiscal Year ¥ High Risk Vendors Identified? ~

Filter By X
MARO (1) Test State Agency (1) 2022 No eated Date
All Time
Field
Fiscal Year X imRecord Type (Custom)
equals State Agency Summary
Operator
Fiscal Year
equals v equals 2022
Use relative value FNS Region
equals NERO, MARO, SERO,
2022 ]

MWRO, SWRO, MPRO, WRO, ™"

State WIC ID
Cancel Apply 5 i
not equal to ---

State Agency Name
not equal to ™"
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14.1.5 Completed Investigations

The Completed Investigations report can be found on the Compliance page of Reports. Completed
Investigations allows us to view authorized High Risk FDEs without Investigations.

Reports

15 items
REPORTS Name
Recent Completed
Investigations
Created by Me (Summary)

Private Reports

Public Reports Completed

Investigations
All Reports

. > State Agency & FNS User Re...> Complia...

v | Description

(Detail)

Q_ Search all folders...

This is the summary level information related to
the Completed Investigations compliance check.

This report shows the percent of investigations

completed compared to the 5% requirement.

This is the detail level information related to the
Completed Investigations compliance check. This

report shows the high risk and investigation sta-

New Report New Folder AR © 34

v | Folder v | Created By v | Created On
Compliance System Update 9/19/2022, ¢
Compliance System Update 9/19/2022, -

tus for each vendor evaluated for the compliance

check.

Completed Investigations can be viewed through:

e Completed Investigations (Summary): A summary level information related to the Completed
Investigations compliance check. This report shows the percent of investigations completed
compared to the 5% requirement.

e Completed Investigations (Detail): A detail level information related to the Completed
Investigations compliance check. This report shows the high risk and investigation status for
each vendor evaluated for the compliance check.

For this example, we will click on Completed Investigations (Summary)

USDA Food Delivery Portal

U.S. DEPARTMENT OF AGRICULTURE

35 FNSWIC FDP Home  Accounts

Q Search

v Reports v Dashboards v

Report Summaries v

FNSRegion * |v| State Agency 1 v

TeststateAgency (2)

Test State Agency (2)

Report: Accounts with Report Summaries Custom
Completed Investigations (Summary)
This is the summary level information related to the Completed Investigations compliance check. This report shows the percent of investigations completed compared to the 5% requirement.

Fiscal Year

2021

2022

2021

2022

¥ Total VendorsonOct1 ¥ 5% of Total Oct 1 Vendors

4

2

546

5

# Enable Field Editing Q @& Add Chart Y c Edit ¥

¥ Total High Risk Vendors

0
1
a4

3

v Over 5% High Risk Vendors? ¥  Total Investigations Completed ¥
No 0
No 0
Yes 26
Yes 2

Completed Investigation Summary allows us to view the following columns and displays data for each

column:

o FNS Region
e State Agency
e Fiscal Year
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e Total Vendors on Oct 1

e 5% of Total Oct 1 Vendors

e Total High Risk Vendors

e Over 5% High Risk Vendors?

e Total Investigations Completed

e Total High Risk Vendor Investigations
e % Investigations on High Risk Vendors

The 5% of Total Oct 1 Vendors section rounds up decimals. For example, if there were 10 High Risk
Vendors, 5% would be .5. This would be rounded up to 1.
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14.2 Data Checks

We are now viewing all the reports on the Data Checks page of a SA and FNS User.

Reports
|...] > State Agency & FNS User Reports > Data Checks
2 items
REPORTS Name “ | Description
Recent Open FDE Appeals

Investigations Open for 3 Years or More
Created by Me PR 5

Private Reports

14.2.1 Investigations Open for 3 Years or More

To view investigations for FDEs open 3 years or more, we will go to the Data Checks folder shown on the

State Agency & FNS User Reports page.

Created by Me
BB Data Checks
Private Reports

BB !dentify Duplicate FDEs
All Reports BB Standard Reports

FOLDERS

All Folders

USDA Food Delivery Portal ( M
S Us. DEPARTMENT OF AGRICULTURE Q search. * v‘ - ’) $ ;
Ess FNS WIC FDP Home  Accounts v/ Reports v Dashboards v Report Summaries v File Upload Errors * Test SAUser | Contact ~v X
Reports
All Folders > State Agency & FNS User Reports Q_ Search all folders... [ New Report ’ New Folder | ¥ }[
4 items
REPORTS Name 1 v | Description v | Folder v | Created By
State Al & FNS
Recent i Compliance ate Agency System Update

User Reports

State Agency & FNS
User Reports

State Agency & FNS
Public Reports User Reports

State Agency & FNS
User Reports

System Update

System Update

System Update

Within the Data Checks folder, there are two reports:
e Investigations Open for 3 Years or More
e Open FDE Appeals
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Reports
..] > State Agency & FNS User Reports > Data Checks Q Search all folders.. { New Report ‘ New Folder | v ]E
2 items
REPORTS Name v | Description v | Folder v | Created By v
Recent Open FDE Appeals Data Checks System Update
Created by Me Investigations Open for 3 Years or More Data Checks System Update

We will click on Investigations Open for 3 Years or More

USDA Food Delivery Portal

Fﬁ U.S. DEPARTMENT OF AGRICULTURE Q SearCh“'

LN )

¢es  FNS WIC FDP Home  Accounts Reports v Dashboards ~  Report Summaries

Report: Accounts with Investigations
Investigations Open for 3 Years or More

State Agency Name ¢ | ¥ | Business Name T ¥ FNSWICID ¥ StateWICID ¥ Investigation Start Date ¥
Test State Agency (3) New 1 007Hv0000043n05IAA A34567 10/1/2017
New 1 007Hv0000043n05IAA A34567 10/1/2015
New 1 007Hv0000043n05IAA A34567 10/1/2016
Subtotal

The report shows information on the following columns and displays data for each column based on
current FY reporting cycle:

e State Agency Name

e Business Name

e FNSWICID

e State WICID

e Investigation Start Date

14.2.2 Open FDE Appeals

The Data Checks reports page has a reports tab for Open FDE Appeals. This report displays pending
Administrative and Judicial Review for completed investigations.
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Report: Accounts with Investigations # Enable Field Editing Q @ Add Chart v e it v
Open FDE Appeals
State Agency Name { | Y| | Investigation Start Date | Y | Investigation End Date Y| Administrative Review Status/Outcome | ¥ | Judicial Review Status/Outcome | ¥
Test State Agency (10) 10/1/2016 9/30/2017 Pending
10/1/2016 9/30/2017 Pending
10/1/2016 9/30/2017 Pending
10/1/2017 9/30/2018 Pending
10/1/2016 9/30/2017 Pending
10/1/2016 9/30/2017 Pending
10/1/2018 9/30/2019 Pending
10/1/2016 9/30/2017 Pending

The Open FDE Appeals reports page allows us to view these columns and data for each column:

e State Agency Name

e Business Name

e FNSWICID

e StateWICID

e Investigation Start Date

e Investigation End Date

¢ Administrative Review Status/Outcome
e Judicial Review Status/Outcome
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14.3 Identify Duplicate FDEs

We are now viewing all the reports on the Identify Duplicate FDEs page of a SA and FNS User.

Reports
-] > State Agency & FNS User Reports > Identify Duplicate FDEs
2 items
REPORTS Name ~ | Description ~ | Folder v
Recent FDEs by FNSNumber to Identify Duplicates Identify FDE duplicates by FNS Number Identify Duplicate FDEs
Created by Me FDEs by StateWICID to Identify Duplicate To identify duplicates in FDEs by State WIC Id Identify Duplicate FDEs

14.3.1 FDEs by FNS Number to Identify Duplicates

Potential duplicates in FDEs can be identified by FNS Number. To view this report, we will go to State
Agency & FNS User Reports. We will find the Identify Duplicate FDEs folder here.

USDA Food Delivery Portal ( A
i U.S. DEPARTMENT OF AGRICULTURE Q Search XE‘ - ? $ ;
Ess FNS WIC FDP Home Accounts v Reports v Dashboards v Report Summaries v File Upload Errors * Test SAUser | Contact ~ X
Reports
All Folders > State Agency & FNS User Reports Q Search all folders... { New Report ’ New Folder | v }[
4 items
REPORTS Name 1 v | Description v | Folder v | Created By
State A & FNS
Recent M Compliance ate Agency System Update

User Reports

Created by Me _ State Agency & FNS

B Data Checks User R X System Update
ser Reports

Private Reports P

State Agency & FNS

. @ |dentify Duplicate FDE: System Updat:
Public Reports = entily Duplicate ° User Reports ystem Update

State A & FNS
All Reports BB Standard Reports ate Agency System Update
User Reports

FOLDERS

All Folders

In this folder, we see that there are two available reports: FDEs by FNS Number to Identify Duplicates
and FDEs by State WIC ID to Identify Duplicates. We will first click on FDEs by FNS Number to Identify
Duplicates.
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This report has more results than we can show (up to 2,000 rows). Summary information is calculated from full report results.

Report: Accounts
FDEs by FNSNumber to Identify Duplicates
Identify FDE duplicates by FNS Number

FNS Number (SNAP) Parent Account FNS WIC ID

& Enable Field Editing

Q

& Add Chart Y (& Edit v
Business Name Status
| Authorize

This report has the following columns and displays data for each column:
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State WICID

Parent Account

FNS WICID

FNS Number (SNAP)
Business Name
Status

Agreement Start Date
Agreement End Date
Chain Store Number
Street Number

Street Name

City

State

Zip Code

Year of the Agreement Start Date




14.3.2 FDEs by State WIC ID to Identify Duplicates

FDEs by State WIC ID to Identify Duplicates shows us the same data and columns with the change of

State WIC ID instead of FNS Number.

Report: Accounts
FDEs by StateWICID to Identify Duplicate
To identify duplicates in FDEs by State WIC Id

2,699

State WIC ID Parent Account FNS WIC ID FNS Number (SNAP)

# Enable Field Editing

This report has more results than we can show (up to 2,000 rows). Summary information is calculated from full report results.

Business Name

Q

& Add Chart

Status

Authorized
Authorized
Authorized

Authorized

Y (& Edit

Agreement Start Date
10/1/2007
10/1/2011
10/1/2012

10/1/2013

v

Agreen

The report has the following columns and displays data for each of those columns:

e State WICID

e Parent Account

e FNSWICID

e State WICID

e Business Name

e Status

e Agreement Start Date
e Agreement End Date
e Chain Store Number
e Street Number

e Street Name

e City
e State
e Zip Code

e Year of the Agreement Start Date
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14.4 Standard Reports

In this section we are viewing all the reports on the Standard Reports page of a SA and FNS User.

| Q, Search... |
o0
se: FNS WIC FDP Home  Accounts v Reports Dashboards Report Summaries File Upload Errors
Reports
All Folders > State Agency & FNS User Reports Q_ search all folders...
4 items
REPORTS Name v | Description v | Folder v | Created By v | Created On
Recent B Compliance State Agency & FNS User Reports  System Update 6/23/2022, 2:03 PM
Created by Me B Data Checks State Agency & FNS User Reports  System Update 9/19/2022, 2:04 PM
Il Standard Reports State Agency & FNS User Reports  System Update 9/19/2022, 2:04 PM
Private Reports
B !dentify Duplicate FDEs State Agency & FNS User Reports ~ System Update 9/19/2022, 2:36 PM
Public Reports
All Reports
FOLDERS
All Folders
USDA Food Delivery Portal 2
G U DEPARTIENT OF AGRICULTURE Q Search.. [* v,‘ i o ¢ “
EEE FNS WIC FDP Home Accounts v/ Reports v Dashboards v Report Summaries v File Upload Errors * Test SAUser | Contact ~v X
Reports
All Folders > State Agency & FNS User Reports Q Search all folders... { New Report ’ New Folder | v }[
4 items
REPORTS Name 1t v | Description v | Folder v | Created By
State Agency & FNS
Recent B Compliance geney System Update
User Reports
Created by Me _ State Agency & FNS
BB Data Checks System Update
. User Reports
Private Reports
_ . . State Agency & FNS
. Identify Duplicate FDE: System Updat:
Public Reports = entily Buplicate s User Reports ystem Update
State A & FNS
All Reports BB Standard Reports ate Agency System Update
User Reports
FOLDERS
| All Folders

14.4.1 Potential A50 Vendors (Fiscal Year)

The Potential A50 Vendors (Fiscal Year) report provides WIC and SNAP redemptions for the FDEs that
potentially meet the A50 classification and includes those FDEs which do not participate with the SNAP
Program. To view the report, we will go to State Agency & FNS User Reports pages and click on Standard
Reports.
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Reports

. > State Agency & FNS User Reports > Standard Reports Q Search all folders.. New Report New Folder v | &~
6 items
REPORTS Name 1 v | Description v | Folder v | Created By v | Created On v
Recent Use Only. This report provides WIC and SNAP redemptions
Potential A50 Vendors . —
(Fiscal Year) for the FDEs that potentially meet the A50 classification and ~ Standard Reports System Update 9/19/2022, 5:04 PM
Iscal Year,
Created by Me ! includes those FDEs which do not participate with the SNAP
Program.
Private Reports
Sensitive but Unclassified (SBU) Information — For Internal
Public Reports Potential A50 Vendors Use Only. This report pr?vides WIC and SNAP r?qejpt\ons
(Monthly) for the FDEs that potentially meet the A50 classification and ~ Standard Reports System Update 9/19/2022, 5:04 PM
: v includes those FDEs which do not participate with the SNAP
All Reports
Program.

We are now on the Standard Reports page where we can see Potential A50 Vendors (Fiscal Year) and
Potential A50 Vendors (Monthly). We will first go over Potential A50 Vendors (Fiscal Year) by clicking on
the report.

Report: Accounts with Redemption Summaries (Custom)
Potential A50 Vendors (Fiscal Year)
Sensitive but Unclassified (SBU) Information — For Internal Use Only. This report provides WIC and SNAP redemptions for the FDEs that potentially meet the A50 classification an...

# Enable Field Editing @& Add Chart Y ¢ Export

13

State Agency * Fiscal Year Business Name 1 FNS WIC ID v| StateWICID |¥| FNS Number (SNAP) STARS Match? WIC Amount by SA

Test State Agency (13) | 2021 | ] I A32419 ] Yes | ]
2021 | O A32405 —— Yes |

This report page has the following columns and displays data for each of those columns:

e State Agency

e Fiscal Year

e Business Name

e FNSWICID

e State WICID

e FNS Number (SNAP)

e STARS Match?

e SNAP Status

e WIC Amount By SA

e WIC Amount Across SAs
e Other State Agencies

e SNAP Amount

e WIC Amt Across SAs over SNAP Amt (FY)

This report provides WIC and SNAP redemptions for the FDEs that potentially meet the A50 classification
and includes those FDEs which do not participate with the SNAP Program.
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WIC Amount by SA is calculated as the Total non-CVB Redemptions amount for the fiscal year for that
particular State agency. If WIC Amount is greater than 0.5 times SNAP Amount, then the data will be
displayed for that column.

It should be noted that the default Fiscal Year filter is set as Fiscal year 2023. This can be changed using
the top right button reviewed in 14.1.4

14.4.2 Potential A50 Vendors (Monthly)

This report instead shows Potential A50 Vendors in more details and shows the activities in months
rather than fiscal years. This report provides WIC and SNAP redemptions for the FDEs that potentially
meet the A50 classification and includes those FDEs which do not participate with the SNAP Program.
We will click on Potential A50 Vendors (Monthly) on the Standard Reports page to view the report.

Report: Accounts with Redemption Summaries (Custom)
Potential A50 Vendors (Monthly)
Sensitive but Unclassified (SBU) Information — For Internal Use Only. This report provides WIC and SNAP redemptions for the FDEs that potentially meet the A50 classification and i...

& Enable Field Editing Q @& Add Chart Y ¢ Edit v

This report has more results than we can show (up to 2,000 rows). Summary information is calculated from full report results.

8,968

State Agency Fiscal Year Business Name FNS WIC ID State WIC ID FNS Number (SNAP) STARS Match? Month

202G — I == No October (2021)
] || No November (2021)
N "_—s No December (2021)

This report has the following columns and displays data for each of those columns:
e State Agency Name
e Fiscal Year
e Business Name
e FNSWICID
e State WICID
e FNS Number (SNAP)
e STARS Match?
e SNAP Status
e Month
e Quarter
e WIC Amount by SA
e WIC Amount Across SAs
e Other State Agencies
e SNAP Amount
¢ Month (For Sort)
e WIC Amt Across SAs over SNAP Amt (FY)
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WIC Amount by SA is calculated as the Total non-CVB Redemptions amount for the fiscal year for that
particular State agency. If WIC Amount is greater than 0.5 times SNAP Amount, then the data will be
displayed for that column.

It should be noted that the default Fiscal Year filter is set as Fiscal year 2023. This can be changed in the
top right button gone over in 14.1.4

14.4.3 Violations for Investigations

The Violations for Investigations report provides list of all of the violations for one or more
investigations. To view the report, we will go to State Agency & FNS User Reports pages and click on
Standard Reports.

Violations for Investigations
Created by Me

Private Reports

Public Reports Potential A50 Vendors (Fiscal

Year)
All Reports

FOLDERS
All Folders
Created by Me

Shared with Me  potential ASO Vendors

(Monthly)
FAVORITES

All Favorites

Sensitive but Unclassified
(SBU) Information - For
Internal Use Only. This report
provides WIC and SNAP re-
demptions for the FDEs that
potentially meet the A50 clas-
sification and includes those
FDEs which do not participate
with the SNAP Program.

Sensitive but Unclassified
(SBU) Information - For
Internal Use Only. This report
provides WIC and SNAP re-
demptions for the FDEs that
potentially meet the A0 clas-
sification and includes those
FDEs which do not participate
with the SNAP Program.

Standard Reports

Standard Reports

Standard Reports

Zachary White

System Update

System Update

5/4/2023, 10:07 AM

9/19/2022, 2:04 PM

9/19/2022, 2:04 PM

USDA Food Delivery Portal - kv
s ukPANwwumyb‘mLuuuRL Q search Lol
23 FENSWICFDP  Home Accounts v  Reports ~  Dashboards v  ReportSummaries s
Reports

... > State Agency & FNS User Reports > Standard Reports Q_ Search all folders NewReport | NewFolder | v gt~

6 items

REPORTS Name v Description v Folder v Created By v | Created On v | Subscribed

Recent given StateAgency [ies].

We are now on the Standard Reports page where we can see Violations for Investigations report. We
will go over Violations for Investigations by clicking on the report.

Report: Accounts with Violations and Investigation ID

Violations for Investigations @& Add Chart Y il ¢

# Enable Field Editing Q Edit | ¥

FNS Region * |¥| State Agency Name 4 |¥| | Business Name Investigation Start Date | ¥| | Investigation Status |¥|  Violation
TestStateAgency (2) RecAccount (1) 3/31/2022 Open Trafficking
TestCache1 (1) 3/1/2022 Open Trafficking

This report page has the following columns and displays data for each of those columns:

e FNS Region
e State Agency Name
e Business Name
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FNS WICID

State WICID

DBA

Status

Investigation Start Date
Investigation Status
Violation

State agency violation
Number of Violations
Pattern established?
Notification sent?

Documented non-notification?

14.4.4 FDP Reports Investigations Records

The FDP Reports Investigations Records report provides list of current investigations.

We are now on the Standard Reports page where we can see FDP Reports Investigations Records. We

will go over FDP Reports Investigations Records by clicking on the report.

31

Total Records

FNS Region

NERO (12)

Report: Accounts with Investigations
FDP Reports Investigations Records

State Agency Name FNS WICID

TestStateAgency (12)

0013d0000075ZThAAM (3) | 123

State WICID

0013d000006EPRGAAD (1) | 99026

Business Name Investigation Start Date

FNS Pharmacy 6/28/2020
RecAccount 8/30/2022
RecAccount 6/28/2022

RecAccount 3/31/2022

# Enable Field Editing

ion End Date

Q @& Add Chart

ion Status

Open
Open
Completed

Open

Reason Closed

Expq

This report page has the following columns and displays data for each of those columns:
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FNS Region

State Agency Name

FNS WICID

State WICID

Business Name
Investigation Start Date
Investigation End Date
Investigation Status

Reason Closed
Investigation Outcome
Number of compliance buys
Inventory audit completed?



Administrative review requested?

Administrative Review Status/Outcome

Judicial review requested?
Judicial Review Status/Outcome

14.4.5 Currently Authorized FDEs

The Currently Authorized FDEs report provides list of the vendor records that are active.

We are now on the Standard Reports page where we can see Currently Authorized FDEs report. We will

go over Currently Authorized FDEs by clicking on the report.

Report: Accounts with Annual Data

Currently Authorized FDEs

Total Records Total Identified as WIC Only? Total Authorized on October 1?
20,026 0 15

FNS Region State Agency Name FNS WIC ID

NERO (20005) TestStateAgency (20005) 0013d0000075YxBAAU

0013d000006EPRGAAD
0013d000007ywsGAAQ

0013d0000072GXAAAU

This report has more results than we can show (up to 2,000 rows). Summary information is calculated from full report results.

Total Identified as high risk?

16

State WIC ID
123

99026

1234

123

Business Name

Release 3 account merge test
FNS Pharmacy

CompTest2

Test Rec Account

Fiscal Year

2022

2022

2022

2022

Status

Authorized

Authorized

Authorized

Authorized

# Enable Field Edit]

This report shows data for FDEs that have one of the four authorized statuses (Authorized, Authorized with CMP, Authorized for participant access, Authorized with disa

Peer Group
PG1
PG1
PG1

PG1

This report page has the following columns and displays data for each of those columns:

FNS Region

State Agency Name
FNS WICID

State WICID

Business Name

Fiscal Year

Status

Peer Group

Food Delivery Method
Retail Category
Identified as WIC Only?
Agreement Start Date
Agreement End Date
Authorized on October 1?
Identified as high risk?
Street Number
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Street Name
Suite/Unit/Other
City

State

Zip Code

County

14.4.6 FDEs by Retail Category

The FDEs by Retail Category report provides a list of all the FDEs by Retail category.

We are now on the Standard Reports page where we can see FDEs by Retail Category report. We will go

over FDEs by Retail Category by clicking on the report.

Report: Accounts

FDEs by Retail Category

Total Records

113

FNS Region Parent Account State Agency Id Retail Category FNS WIC ID

NERO (57) TestStateAgency (57) Regular vendor (53) 0013d0000075YxBAAU

0013d0000075ZThAAM
0013d0000075a15AAA

0013d000006EPRGAAD

State WIC ID

123

123

123455

99026

# Enable Field Editing

Business Name

Release 3 account merge test
RecAccount

Test WC

FNS Pharmacy

DBA

DEV Testing 228

This report page has the following columns and displays data for each of those columns:

FNS Region

Parent Account State Agency Id
Retail Category

FNS WICID

State WICID

Business Name

DBA

Chain Store Number

Food Delivery Method
Identified as WIC Only?

14.4.7 FDP Report SA Policy Settings

The FDP Report SA Policy Settings report provides a list of policy setting records.

We are now on the Standard Reports page where we can see FDP Report SA Policy Settings report. We

will go over FDP Report SA Policy Settings by clicking on the report.
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Report: Accounts with Palicy Settings

FDP Report SA Policy Settings

Total Records

12
FNS Region State Agency Name List Type
MARO (12) TestStateAgency (12) Peer group (7)

State sanction (1)
State WIC violation (1)

State risk reason (3)

Enter value to add to list
PG1

TestProd

Release 3 deployment
Large Vendors

Small vendors

NSL List

NPV

SA sanction

Violation1

Admin No background check
SR1

SR1

Description

Used for vendors with large redemption amounts
Used with vendors with small redemption amounts
Non Standard Locations List

Not for profit vendor group

Value for Release 8 testing

# Enable Fid

Disable?

O

OOoooOooooooao

This report page has the following columns and displays data for each of those columns:

State Agency Name

List Type

Enter value to add to list
Description

Disable?

14.4.8 FDP Report Vendor Training Records

The FDP Report Vendor Training Records provides a list of all trainings provided for the Vendors.

We are now on the Standard Reports page where we can see FDP Report Vendor Training Records

report. We will go over FDP Report Vendor Training Records by clicking on the report.

Report: Accounts with Trainings

FDP Report Vendor Training Records

Total Records

1

FNS Region State Agency Name FNS WIC ID State WIC ID

NERO (3) TestStateAgency (3) 0013d000007zDcOAAE (2) | 123456
123456

001Hv000004LChmIAG (1) | 1

Business Name DBA

REL 4 Test REL 4 Test
REL 4 Test REL 4 Test
Bulk test 1 Bulk test 1
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This report page has the following columns and displays data for each of those columns:
e FNS Region
e State Agency Name
e FNSWICID
e State WICID
e Business Name
e DBA
e Training Applied to Fiscal Year
e Training Date
e Training Type
e Training Format

14.4.9 Redemption Records

The Redemption Records report provides a list of all the redemption records for the FDEs.

We are now on the Standard Reports page where we can see Redemption Records report. We will go
over Redemption Records by clicking on the report.

Report: Accounts with Redemptions
Redemption Records
This standard report provides all the redemption records for the FDE(s)

This report has more results than we can show (up to 2,000 rows). Summary information is calculated from full report results.

Total Records

200,035

FNS Region State Agency Name Fiscal Year Business Name FNS WIC ID State WIC ID FFY_Month

NERO (200013) TestStateAgency (200013) 2021 (100008) RecAccount 0013d0000075ZThAAM 123 2021_04
RecAccount 0013d0000075ZThAAM 123 202105
TestCache1 0013d00000ABFROAAP 1 2021_04

This report page has the following columns and displays data for each of those columns:
e FNS Region
e State Agency Name
e Fiscal Year
e Business Name

e FNSWICID
e State WICID
e FFY_Month

e Calendar Year
e Transaction Month
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e Non-CVB Redemptions
e CVB Redemptions

14.4.10 All FDEs from recent FYs

The All FDEs from recent FYs report provides a list of all FDEs that have an Annual Data record for the

recent fiscal years.

We are now on the Standard Reports page where we can see All FDEs from recent FYs report. We will go

over All FDEs from recent FYs by clicking on the report.

Report: Accounts with Annual Data

All FDEs from recent FYs

This report has more results than we can show (up to 2,000 rows). Summary information is calculated from full report results.

Total Records Unique State WIC ID
40,063 20,019

FNS Region Parent Account Business Name State WIC ID FNS WIC ID FNS Number (SNAP)
NERO (40017) TestStateAgency (40017) | TestCachet 1 0013d00000ABFROAAP

TestCache1 1 0013d00000ABFROAAP

Bulk test 1 1 001Hv000004LChmIAG

# Enabl

This report shows all FDEs that have an Annual Data record for the 2021, 2022 or 2023 federal fiscal years. Sorted ascending by State WIC ID.

Food Delivery Method
Retail
Retail

Home Delivery

This report page has the following columns and displays data for each of those columns:
e FNS Region
e Parent Account
o FNS Region
e Parent Account
e Business Name
e State WICID
e FNSWICID
e FNS Number (SNAP)
e Food Delivery Method
e Retail Category
o Identified as WIC Only?
e Street Number
e Street Name
e Suite/Unit/Other

o C(City
e State
e Zip Code
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e Fiscal Year

e Status

e Created Date

e Last Modified Date

14.4.11 WIC and SNAP Redemptions (Yearly)

The WIC and SNAP Redemptions (Yearly) report WIC and SNAP redemptions for the FDEs and includes
those FDEs which do not participate with the SNAP Program. To view the report, we will go to State
Agency & FNS User Reports pages and click on Standard Reports.

Reports
|| > State Agency & FNS User Reports > Standard Reports
18 items
REPORTS Name J v Description v
Recent Sensitive but Unclassified (SBU) Infarmation — For Internal
WIC and SNAP Red tions (Vearly) Use Only. This report provides WIC and SNAP redemp-
Created by Me i an AT Redemptions (Yeary) tions for the FDEs and includes those FDEs which do not

. participate with the SNAP Program.
Private Reports

Sensitive but Unclassified (SBU) Information — For Internal

Public Reports . ~ ) , Use Only. This report provides WIC and SNAP redemp-
WIC and SNAP Redemptions (Monthly) . . .
’ tions for the FDEs and includes those FDEs which do not
All Reports participate with the SNAP Program.

We are now on the Standard Reports page where we can see WIC and SNAP Redemptions (Yearly) and
WIC and SNAP Redemptions (Monthly). We will first go over WIC and SNAP Redemptions (Yearly) by
clicking on the report.

Report: Accounts with Redemption Summaries (Custom)
WIC and SNAP Redemptions (Yearly)
Sensitive but Unclassified (SBU) Information — For Internal Use Only. This report provides WIC and SNAP redemptions for the FDEs and includes those FDEs which do not participate with

FNS Region State Agency Fiscal Year Business Name FNS WIC ID State WIC ID FNS Number (SNAP) STARS Match?
TestStateAgency (14) | 2023 FDEA 00THV000007FVY2IAQ 2345 - No
2023 FDEA 001Hv000006X90DIA0 123 - No
2023 FDEB 00THVO0000TFTSTIAW 345 - No

This report page has the following columns and displays data for each of those columns:

o  FNS Region

e State Agency

e Fiscal Year

e Business Name
e FNSWICID
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e State WICID

e FNS Number (SNAP)

e STARS Match?

e SNAP Status

e WIC Amount By SA

e Other State Agencies[s]

e WIC Amount Across SAs

e SNAP Amount

e  WIC Amt Across SAs over SNAP Amt (FY)

14.4.12 WIC and SNAP Redemptions (Monthly)

This report instead shows the activities in months rather than fiscal years. This report provides WIC and
SNAP redemptions for the FDEs and includes those FDEs which do not participate with the SNAP
Program.

We will click on WIC and SNAP Redemptions (Monthly) on the Standard Reports page to view the report.

Report: Accounts with Redemption Summaries (Custom)
WIC and SNAP Redemptions (Monthly)
Sensitive but Unclassified (SBU) Information — For Internal Use Only. This report provides WIC and SNAP redemptions for the FDEs and includes those FDEs which do not participate with the S

FNS Region State Agency Fiscal Year Business Name FNS WIC ID State WIC ID FNS Number (SNAP) STARS Match? q
TestStateAgency (54) 2023 (54) Release 9 test record 0002 001Hv000007qFJOIA2 120820230001 - No
Release 9 test 003 001Hv000007qFQfIAM 120820230002 - No

Release 9 test record 0002 001Hv000007gFJOIA2 120820230001 - No

This report has the following columns and displays data for each of those columns:
e FNS Region
e State Agency
e Fiscal Year
e Business Name
e FNSWICID
e State WICID
e FNS Number (SNAP)
e STARS Match?
e SNAP Status
e Month
e Quarter
e WIC Amount by SA
e Other State Agencies[s]
e WIC Amount Across SAs
e SNAP Amount
¢ Month (For Sort)
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e  WIC Amt Across SAs over SNAP Amt (FY)

14.4.13 Vendors by County and FY

This report shows the FDEs for each State agency and fiscal year.

We will click on the ‘Vendors by County and FY’ on the Standard Reports page to view the report.

:Ies;z::so%;éﬁ:r:;;a‘aﬁs = # EnableField Editing || Q. @ Add Chart Yy @ et | v
Total Records
21
FNS Region State Agency Name Fiscal Year County FNS WICID State WIC ID Business Name DpBA Chain Store Number |~ Street Numbe
NERO (16) TestSAT (1) 2023 (1) County 001HV000004LGaPIAS 12345 Sample2 Sample3 2389 123
Test State Agency (15) 2023 (15) Navajo 001Hv000007ZQMgIAC 1" FDE1 Status and initial auth date 1 Edit - 31
Navajo 001HV000007ZKCMIA4 1 FDE1 Status and nitial auth date 1 - 31
Navajo 001HV000007UDIAQ 1 FDE1 Release 9 FDE 1 - 31
Maricopa 001HV000007ZQMHAO 1112 FDE2 Status and initial auth date 2 Edit 445678 1
Maricopa 001HVO00007ZKCNIA4 11112 FDE 2 Status and initial auth date 2 /-#45678 1
Maricopa 001Hv000007flUEIAQ 11112 FDE 2 Release 9 FDE 2 [-#45678 1
Coconino 001HV000007ZQMSIAQ RE Status and nitial auth date 3 Edit - 3
Coconino 001HV000007ZKCOIA4 1113 Status and initial auth date 3 - 3
Coconino 001HV000007fILFIAQ 1113 Release 9 FDE 3 - 3
‘Coconino 001HVO00007ZKCXIA4 11123 FDE 13 Status and initial auth date 13 - 3
‘Coconino 001HvO00007ZQN11AQ 11123 Status and initial auth date 13 Edit - 3
Fair 001HV0000050GBOIAE 12 1 Test1
»
Row Counts Detail Rows Subtotals Grand Total

This report has the following columns and displays data for each of those columns:

o FNS Region

e State Agency Name
e Fiscal Year

e County

e FNSWICID

e State WICID

e Business Name

e DBA

e Chain Store Number
e Street Number

o Street Name

e Suite/Unit/Other

e City

e State

e Zip Code

e Status
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o Food Delivery Method
e Retail Category
o Identified as WIC Only?

14.4.14 Invalid FNS #s in a FDE file upload

This report provides the FDE records which are reporting an invalid FNS Number. The value shown can
be cross checked with other State agency information to confirm.

We will click on the ‘Invalid FNS #s in a FDE file upload’ on the Standard Reports page to view the report.

Report: Accounts > .
Invalid FNS #s in a FDE file upload o feble Fedtatng | Q J| & Aaa Crare J| ¥
This report provides the FDE records which are reporting an invalid FNS Number. Please check the value shown against your documentation and verify the SNAP number with the Vendor.

Total Records

15

FNS Region Parent Account State Agency Id FNS WIC ID State WIC ID Business Name FNS Number Integration Response

NERO (15) Test State Agency (15) 001Hv0000050G8OIAE (1) | 12 Te 2046 2022-12-16T11:00:23.9427 - ERROR: 0000001 was unmatched in STARS,
001Hv000007pkVRIAY (1) | 11111 Upload test7 1234367 2023-12-07T22:50:05.58Z - ERROR: 1234567 was unmatched in STARS,
001Hv000007pkVSIAY (1) | 22222 Upload test8 2023-12-07722:50:05.58Z - ERROR: 1234567 nmatched in STARS.
001Hv000007pKVTIAY (1) | 33333 Upload test9 2023-12-07722:50:05.58Z - ERROR: 1234567 was unmatched in STARS,
001Hv000007pkVUIAY (1) | 44444 Upload test10 2023-12-07722:50:05.587 - ERROR: 2222222 was unmatched in STARS,
001Hv000007pkVVIAY (1) | 55555 Upload test11 2023-12-07722:50:05.58Z - ERROR: 3333333 was unmatched in STARS,
001Hv000007pkVWIAY (1) | 66666 Upload test12 2023-12-07722:50:05.587 - ERROR: 2222222 was unmatched in STARS,
001Hv000007pWxulAE (1) | 11111 Upload test1 2023-12-07722:10:02.02Z - ERROR: 1234567 was unmatched in STARS.
001Hv000007pWxvIAE (1) | 22222 Upload test2 2023-12-07T22:10:02.021Z - ERROR: 1234367 was unmatched in STARS,
001Hv000007pWxwIAE (1) | 33333 Upload test3 1234567 2023-12-07722:10:02.021Z - ERROR: 1234567 was unmatched in STARS,
001HV000007pWIAE (1) | 44444 Upload test4 2023-12-07722:10:02.021Z - ERROR: 2222222 was unmatched in STARS.
001Hv000007pWxylAE (1) | 55555 Upload test5 2023-12-07722:10:02.021Z - ERROR: 3333333 was unmatched in STARS,
001Hv000007pWzIAE (1) | 66666 Upload test6 2023-12-07722:10:02.021Z - ERROR: 2222222 was unmatched in STARS.
001Hv000007tmHSIAI (1) | 123 TestDailybatch1 3456789 2023-12-13T720:40:27.301Z - ERROR: 3456789 was unmatched in STARS,

Row Counts Detail Rows Subtotals Grand Total

This report has the following columns and displays data for each of those columns:

o FNS Region

e Parent Account State Agency Id
e FNSWICID

e State WICID

e Business Name

e FNS Number

e Integration Response

14.4.15 State Agency Profiles

This report provides the State agency profile.
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We will click on the ‘State Agency Profiles’ on the Standard Reports page to view the report.

Report: Accounts

State Agency Profiles
Total Records
6
FNS Region State Agency Name Acronym Governing Agency
NERO (3) SAWF-2141 (1) SA2 Test
estSA 1 (1) SA1 Test
Test State Agency (1) DSA DSA Health Department
MARQ (3) nt Unmerge Demo (1) | aud TEST
NW Test
TS2 Test
4
Row Counts Detail Rows Subtotals Grand Total

Data Entry Method

Limiting criteria used?

O

O0o0aogoao

& Enable Field Editing Q @ Add Charf

Standard Agreement Length

SNAP authorization required?

O

O0o0aogoao

This report has the following columns and displays data for each of those columns:
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FNS Region

State Agency Name

Acronym

Governing Agency

Data Entry Method

Limiting criteria used?

Standard Agreement Length
SNAP authorization required?
A50 vendor authorization allowed
Additional vendor types authorize
Current shelf price exemption?
Current peer group exemption?
Current geography exemption?

Annual formula suppliers list provided?

Describe vendor approval process
RMVs conducted by
Compliance buys conducted by

Describe high risk assessment process



High risk criteria used

Pattern of violations definition
Participant access definition
Inventory audits conducted?
Inventory audits conducted by
Inventory audit: onsite visit required?
Common inventory audit products
Other common products

Describe inventory audit process
Top Latitude

Bottom Latitude

Left Longitude

Right Longitude
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15 Functions Unique to FNS Users

15.1 Creating a New State agency (PIMB Administrator only)

A Program Integrity and Monitoring Branch (PIMB) Administrator may create a new State agency (SA).
As an example, we will show the creation of a fictional SA called “Test Municipal Agency” in the NERO
region, using “TMA” as the acronym and “TMA Health Department” as the Governing Agency. Here are
the steps needed:
1. To create a new SA, the PIMB Administrator should first navigate to the home page and locate
the “FNS WIC New State Agency” box on the right side of the home page. Please Note: PIMB
Administrators should only create new State agencies from the home page.

USDA Food Delivery Portal 2 ~
] a s 18225 #@
331 ENS WIC FDP Home Accounts v  Reports v  Dashboards »  Report Summaries v s
eh JSNETEREN |
) X / 1\ S X e N
/ i
» » /| / - > ) ) g
M= *
is "‘ o
Welcome!
‘OMB Control Number: 0584-0401
Expiration Date: 12/31/2024
Today's Events g FDP Training Videos Update Links FNS WIC Create New State Agency

The following links are training videos intended to introduce FDP users to key
features of FDP,

State Agency Name

Looks like you're free and clear the rest of the day. FNS R
*FNS Region

NERO

* Governing Agency @

Today's Tasks v

2. The PIMB Administrator should fill in the required fields. After entering the information into the
required fields for each page, the PIMB Administrator should click on the “Next” button. The
required fields are:

e State Agency Name
e Acronym

e FNS Region

e Governing Agency

3. The new SA will now be created. After creation of the SA, PIMB Administrator needs to enable
this SA as a partner. After clicking on the Enable button, the PIMB Administrator will be taken to
the new SA Account menu.
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Account

Test Municipal Agency

FNS Region Goveming Agency

NERO TMA Department of Health

“ State Agency Data

State Agency Name

Test Municipal Agency
Acronym @

TMA

Governing Agency @

TMA Department of Health

FNS Region Or drop files
NERO
Data Entry Method
Related Contacts (0) New Contact
» Vendor Authorization Policies
Account History (1) v
Limiting criteria used? @ a Y @ ¢
1item : Updated 3 minutes ago
Standard Agreement Length @ Date ~ | Field v | User v | C
1 11/10/2020 2:57 PM Created. PIMB Admin
Annual formula suppliers list provided? @ n
View Al

+ Follow
Acronym
TMA

u Policy Settings (0)

Files (0)

View Account Hierarchy

&, Upload Files

Edit Enable As Partner

Add Files
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15.2 Adding a New State agency Contact (PIMB Administrator

only)

A PIMB Administrator may add a new SA Contact. As an example, we will add a new SA Contact named

“John Doe” for

the Test Municipal Agency we created in the example for section 13.1.

1. Navigate to the account of the SA that requires a new Contact.
2. Once on the SA’s account, click on the “New Contact” button on the right side of the screen.

~ State Agency Data
State Agency Name

Test Municipal Agency
Acrorym @

TMA

Governing Agency @
FNS Region

NERO

Data Entry Method

Limiting criteria used? @

TMA Department of Health

Standard Agreement Length

Annual formula suppliers list

[ Policy Settings (0)

Files (0)

& Upload Files

v Vendor Authorization Policies

Or drop files
Related Contacts (0)
[} Account History (1)
1 itemn « Updated a few secands ago
o Date ~ | Field v | User
1 11/10/2020 257 PM Created. PIMB Admin

provided? @

View Al

B Account

) Test Municipal Agency <+ Follow View Account Hierarchy Edit Enable As Partner
FNS Region Governing Agency Acronym
NERO TMA Department of Health TMA

Add Files

3. Populate the fillable text fields with the new Contact’s user information. This includes the
following fields:

Salutation: the title used to address the person, if known (e.g., Ms., Mrs., Mr.)
First Name

Middle Name
Last Name
Suffix: any legal suffix for this Contact, if known (e.g., Sr., Jr.)

Email Address: please only enter business email addresses in FDP.

4. When finished, click the “Save” button.
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New Contact:

State Agency User Information

*Name

Salutation
Mr.

First Name
John

Middle Name

*Last Name

Email

john.doe@tma.gov

System Information

Account Name

Test Municipal Agency

Contact Record Type
State Agency User

Cancel Save & New

5. John Doe will now be displayed under the Related Contacts box for Test Municipal Agency.

USDA Food Delivery Portal

—
R oo Devery b Mo Q search. A @288 @

FNS WIC FDP Home  Accounts »  Reports v  Dashboards ~  *JohnDoe ~ X

rd
i o Foll View A Hie h; Edi Enable As P
[} Test Municipal Agency + Follow lew Account Hierarchy it nable As Partner
FNS Region Governing Agency Acranym
NERO TMA Department of Health TMA
v State Agency Data m Policy Settings (0)
State Agency Name )
Test Municipal Agency g Files(D} A Fles
Acrorym @
™A s 2, Upload Files
Governing Agency @
TMA Department of Health Drdag s
FNS Region
NERO Related Contacts (1) B C New Contact
Data Entry Method
1item : Updated a few seconds ago
Afcount Qvimer Contact Na... v | AccountNa... v | Title v | Direct ~ | Email ~
@ PIMB Admin
[ 1, John Doe Test Municipal ... v john.doe@tma
' Vendor Authorization Policies
View All
Limiting criteria used? @
Account History (1) a-| ¢
Standard Agreement Length. @9 1item - Updated a few seconds ago
Annual formula suppliers list provided? @ Date ~ | Field ~ | User v | ori
1 11/16/2020 11:19 AM Created. PIMB Admin
Describe vendor approval process @ p »
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15.3 Enabling a State agency Contact as a State agency User
(PIMB Administrator Only)

A PIMB Administrator may enable a SA Contact as a SA user. As an example, we will show how to enable
the “John Doe” Contact we added as the example in section 13.2, for the “Test Municipal Agency”

shown as the example in section 13.1.

1. Navigate to the SA account and click on the existing Contact that you want to enable as an SA

user. If the Contact’s name does not appear, click on the “View All” link at the bottom, to see

the full list of Contacts.

USDA Food Delivery Portal All N —— % |~ o B (=
Sl ¢ s ov il Al w Search Accounts and more... x| LI A B
EEE FNS WIC FDP Home  Accounts W Reports Dashboards *JohnDoe v X Pa
) Account
= Follow fiew Acco i / E
| Test Mun'c'pal AgEUCy + Follow View Account Hierarchy Edit
FNS Region Governing Agency Acronyrr
NERO TMA Department of Health TMA
v State Agency Data Policy Settings (0)
State Agency Name E i
Test Municipal Agency Files (0) Add Files
Acrorym @
TMA 2, Upload Files
Governing Agency @
TMA Department of Health ORHp; e
FNS Region
NERO Related Contacts (1) - ¢ New Contact
Data Entry Method i
1 item - Updated & minutes ago
Account Qwner Contact Name v | Account Name v | Title v | Dirf
% PIMB Admin
1 Test Municipal Agency ;
~ Vendor Authorization Policies :
Limiting criteria used? @
Account History (1) a- &
Standard Agreement Length @ £ ltev- Upidalsd Aminutes ago
Annual formula suppliers list provided? @ Date v | Field v | User v
1 11/16/2020 11:19 AM Created. PIME Admin

2. Once the SA Contact’s account is pulled up, click the “Enable Partner User” button, in the upper

right.
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SDA Food Delivery Portal s 3 a bl
S < ocrusTew oF ccuue ¥ S o ®
ESE FNS WIC FDP Home  Accounts v  Reports v  Dashboards v  *JohnDoe wv X e
Contact z ba
Mr. John Doe & + Foliow Edit Clone able Partner User

Account Name
Test Municipal Agency
Vv State Agency User Information
Name Mr. John Doe
Emai john.doe@tma.gov
“ System Information

Account Name Test Municipal Agency Created By # PIME Admin, 11/16/2020 11:20 AM

Contact Record Type State Agency User Last Modified By # PIMB Admin, 11/16/2020 11:31 AM

3. You will then be taken to the Setup Users page. Verify that the following fields have been filled
in automatically with the prepopulated information in the Contact record (See screenshot in
Step 5).

e Last Name

e Alias

e Email

e Username

e Nickname

e User License

e Email Encoding

4. Under the Profile dropdown, select “FNSWIC_State Agency User Profile.”

5. The User License field will be prepopulated to “Partner Community,” while the Email Encoding
field will be prepopulated to “General US & Western Europe (ISO-8859-1, ISO-LATIN-1).
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Setup Home

Q Quick Find

Setup Home

Release Updates

ADMINISTRATION

v Users
Permission Set Groups
Permission Sets
Profiles
Public Groups
Queues
Roles
Users

5 Data

> Email

PLATFORM TOOLS

> Apps

v

Feature Settings

v

Obijects and Fields

Process Automation

v

User Interface

v

|/

Custom Code

Object Manager

SETUP
Users

New User

Search Setup

Help for this Page &

User Edit

General Information

Save | | Cancel

FirstName | John
Middle Name /—‘
LastName | Doe ‘
Suffix
aias [idoe

I“doe

|

Email | john.doe@tma.gov |

Username |‘ john.doe@tma.gov |
vomne [ndee |1s

Title ‘

compary [ |

Department ’——‘

Division

User License

1 = Required Informatian

|Partner Community

E file

| FNSWIC_State Agency User Profile ~ & I

Active
Marketing User
Knowledge User

Quick Access Menu

Salesforce CRM Content User
Receive Salesforce CRM
Centant Email Alerts

Recsive Salesforcs CRM
Content Alerts as Daily Digest

Allow Foracasting
Phone

Extension

Fax

Mobile

Email Encoding

Individual

&
1B

| General US & Western Europe (ISO-8853-1, ISO-LATIN-1) ~

--None-- v il

6. Scroll to the bottom of the page. Enter eAuth Username and click on the “Save” button.

SETUP
Users

Single Sign On Information

Additional Information

City

State/Province
ZiplPostal Code

Country

Federation ID

eAuth Username

UAT Test User

Locale Settings

Approver Settings

Time Zone

Locale | English (United States)

Language | English v

| (GMT-05:00) Eastern Standard Time (America/Panama)

v

Delegated Approver

Manager

Receive Approval Request Emails

2

1 Only if 1am an approver ~

() Generate new password and notify user immediately

FNS Region

~None- v

7. The following screen will then appear. To navigate back to the PIMB Administrator home page,

click the icon in the top-left corner and then select “FNS WIC FDP” from the dropdown list.
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Setup Home

Object Manager
Tup
[ Search apps and items...
sers
s, APps
R
FNS WIC FDP Conscle pe
A sion Sat Assigaments [0]
View All QAUth Connected ADps (9]
Permission Set Groups User Detail
Permission Sets Rl
Alias
Profiles Email
Public Groups Usernarme
Nickname
Queues
Title
2l Company
Users Department
Division
> Data
Address
Enall Time Zone
Locale
PLATFORM TOOLS
Language

~

Apps

~

Feature Settings

2

Objects and Fields

Process Automation

~

User Interface

2

Custom Code

7

Parmission Sat Assignmants: Activation Requirad (0] |

Parmissior

n Sat Group Assi o

Pamission Sat Licans

Help for this Pags &)

0] | Managers in the Rele Hiararchy [5+] |

Third-Party Account Links [g] | Installed biobile Anps 4]

Authentication Settings for External Systems [

Login History [g=] | User Provisioning Accounts (g]

Delagated Approver

Manager

Receive Approval Request Emails
Federation ID

App Registration: One-Time
Password Authenticator

App Registration: Salesfores
Anthanfiratar

Edit  Sh,

John Doe
jdoe
jehn.dee@ima goy

Jjohn.doe@tma.gov

jehn.dog |

(GMT-08:00) Pacific Standard Time (America/Los_Angeles)
English (United States)

English

Cnly if | am an approver

g | |Reset Password

Freeze

Role

User License

Profile

Active

Partner User

Customer Portal User
Contact

Marketing User
Knowledge User

Mobile Push Registrations
Salesforce CRM Content User

Receive Salesforce CRM Content
Email Alerts

Receive Salesforce CRM Content
Alerts as Daily Digest

Allow Forecasting
Phone

Extension

Fax

Mobile

Email Encoding

Test Municipal Agency Partner User

Partner Community

ENSWIC State Agency User Profiie
v
v
John Doe
View
v
v
v

General US & Western Europe (1S0-8858-1, ISO-LATIN-1)

8. A Welcome Packet with instructions on how to log in will need to be sent to the new user via

email.
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15.4 Deactivating a State Agency User (PIMB Administrator

Only)

The following steps can be taken by a PIMB Administrator to deactivate a SA user. As an example, we

will deactivate “John Doe,” who we enabled as a SA user in section 13.3.

1. Navigate to the SA account and click on the SA user that you would like to deactivate, which will

appear under the Contact section.

USDA Food Delivery Portal
-

U5, DEPARTMENT OF AGRICULTURE

Al w

Search Accounts and mor

FNS WIC FDP Home  Accounts v  Reports v  Dashboards

*John Doe v X

-'1
i A o)

o

W Account

Ll Test Municipal Agency

FNS Region
NERO

Governing Agency
TMA Department of Health

Acronym

T™MA

“ State Agency Data

State Agency Name

Test Municipal Agency
Acrorym @

TMA

Goverriing Agency @

TMA Department of Health
FNS Region

NERO

Data Entry Method

Account Owner
3 PIMB Admin

v Vendor Authorization Palicies

Limiting criteria used? @

Standard Agreement Length @

Annual formula suppliers list provided? @

<+ Follow View Ac

(= " .
L Policy Settings (0)

Files (0)

2, Upload Files

Ordrop files

Related Contacts (1)
1 item - Updated & minutes ago
Contact Name w | Account Name v

Test Municipal Agency

@ Account History (1)

1 item + Updated 4 minutes ago

Date v | Field v

1 11/16/202011:19 AM Created.

count Hierarchy Edit

Add Files

@ New Contact

Title v | Dir|

User v

PIMB Admin

2. From the Contact screen, click on the “View Partner User” button.

USDA Food Delivery Portal Al w

U5, DEPARTMENT OF AGRICULTURE

Search...

EEE FNS WIC FDP Home  Accounts Dashboards

Reports

*John Doe ~ X

Contact

Mr. John Doe &

Account Name
Test Municipal Agency

~ State Agency User Information

Mr. John Doe

Name

Email john.doe@tma.gov

~ System Information

Account Name Test Municipal Agency

Contact Record Type

State Agency User

+ Follow Edit

Created By % PIMB Admin, 11/16/2020 11:20 AM

Last Modified By # PIMB Admin, 11/16/2020 11:31 AM
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3.

From the Users page, click on the “Edit” button.

Home

Setup

Q, Quick Find

Setup Home

Release Updates

ADMINISTRATION

v Users
Permission Set Groups
Permission Sets
Profiles
Public Groups
Queues
Roles
Users

5 Data

> Email

PLATFORM TOOLS

~

Apps

Feature Settings

~

~

Objects and Fields

Process Automation

~

User Interface

v

Search Setup

Object Manager v
SETUP
Users

User Detail
Name
Alias
Email
Username
Nickname
Title
Company
Department
Division
Address.
Time Zone

Locale
Language

Dalsgated Approver
Manager

Receive Approval Request Emails.
Federation ID

App Registration: One-Time
Password Authenticator

App Registration: Salesforce
Authenticator

Security Key (UZF)
Lightning Login

Temporary Verification Code
(Expires in 1 to 24 Hours)

John Doe
jdoe
john doe@ima.gov

john doe@tma.gov

Jjohn.doe ' 1

(GMT-08:00) Pacific Standard Time (AmericalLos_Angeles)
English (United Stales)

English

Only if | am an approver

i

(Generate] ' *

Sharing | |Reset Password  Freeze

Role
User License

Prafile

Active

Partner User

Customer Portal User
Contact

Marketing User

Knowledge User

Mobile Push Registrations
Salesforce CRM Content User

Receive Salesforce CRM Content
Email Alers

Recsive Salesforcs CRM Contant
Alerts as Daily Digest

Allow Forseasting
Phone

Extension

Fax

Mobile

Email Encoding

Used Data Space
Used File Space

Last Login

-]

258

Test Municipal Agency Partner User
Partner Community
ENSWIG State Agency User Profile
v
v

John Dog

=
iz
I=

% R

General US & Western Europe (1ISO-8859-1, ISO-LATIN-1)

0B [View]
0B [View]

4,

From the User Edit page, uncheck the “Active” box.

Home

Setup

Q Quick Find

Setup Home

Release Updates

ADMINISTRATION

~ Users
Permission Set Groups
Permission Sets
Profiles
Public Groups
Queues
Roles
Users

5 Data

> Email
PLATFORM TOOLS

> Apps

Feature Settings

v oW

Objects and Fields

Process Automation

v

User Interface

v

Search Setup

Object Manager v

SETUP
Users

User Edit

John Doe

Help for this Page €@

User Edit
General Information
First Name
Middle Name
Last Name
Suffix
Alias
Email
Username
Nickname
Title
Company

Department

John

L 1
| Coe

| jdoe L

| john.doe@tma.gov

] iohn doe@tma.gov

| john.doe

Save | | Cancel

| Role

1 =Required Information

| Test Municipal Agency Partner User v |+

User License

[Partner Community

Profile

Marketing User

l Knowledge User |

Salesforce CRM Content User
Receive Salesforce CRM
Content Email Alerts

Receive Salesforce CRM
Content Alerts as Daily Digest

Allow Forecasting
Phone

Extension

Fax

Mobile |

Email Encoding

| FNSWIC_State Agency User Profile ~ | &

| General Us & Western Europe (ISO-8859-1, ISO-LATIN-1) v

5. Atext box will then appear which details the actions that occur when a State agency user is
deactivated. Click the “Ok” button.
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An embedded page at fncs--wicga.my.salesforce.com says

Deactivating users removes them from all delegated groups and
sharing privileges. The following page prompts you to remove this user
from any teams. You can still transfer this user's records to an active
user and view the user's name under Manage Users.

6. The Active box is now unchecked

. Click the “Save” button.

HH Setup Home
Q Quick Find

Setup Home

Release Updates

ADMINISTRATION
~ Users
Permission Set Groups
Permission Sets
Profiles
Public Groups
Queues
Roles
Users
5 Data

> Email

PLATFORM TOOLS
Apps

Feature Settings
Objects and Fields
Process Automation

User Interface

v v v v v

Object Manager v

e 25a®

Search Setup
SETUP
Users
User Edit Help for this Page @
John Doe
User Edit i
General Information 1 = Required Information
First Name

Middle Name
Last Name
Suffix

Alias

Email
Username
Nickname
Title
Company
Department

Division

IR
I
| Doe

]
|idoe |
| iohn.doe@tma.gov |
| john.doe@tma.gov ‘
Jiohn.doe ‘

|
]
]

i

Rale | Test Municipal Agency Partner User ~ |
User License | Partner Community

Frofile | ENSWIC_State Agency User Profile ~ |

Active

Marketing User [

Knowledge User

Salesforce CRM Content User
Receive Salesforce CRM g
i EmiiAR:
Receivs Salasforcs CRM
%
Content Alerts as Daily Digest &

Allow Forecasting

Phone |
Extension |
Fox |
Mobile |

Email Encoding | General US & Western Europe (ISO-8859-1, ISO-LATIN-1) v

7. The former SA user will now be deactivated. To navigate back to the PIMB Administrator home
page, click the icon in the top-left corner and then select “FNS WIC FDP” from the dropdown list.
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15.5 Deactivating a State Agency (PIMB Administrator Only)

The following steps can be taken by a PIMB Administrator to deactivate a SA. As an example, we will

deactivate the “Test Municipal Agency” that we created in section 13.1.

1.
page.

USDA Food Delivery Portal

LS. DEPARTMENT OF AGRICULTURE

Al w Search Accounts and more.

Navigate to the SA account and scroll down to the System Information box at the bottom of the

i3 FNSWICFDP  Home

| Account

Accounts v Reports v

Dashboards

< Test Municipal Agency
Inventory audits conducted by @
Common inventory audit products @
Other common products 3
Describe inventory audit process @
v State Geographic Information
Top Latituce @

Bottom Latitude @

v System Information ]

Deactivate SA? @
v
Account Record Type
State Agency
Account Name

Test Municipal Agency

Left Longitude @

Right Longitude @

Parent Account

Created By
# PIMB Admin, 11/10/2020 2:57 PM
Last Modified By

# PIMB Admin, 11/11/2020 10:48 AM

e - 't. .
x|~ 2 A
£

~+ Follow View Account Hierarchy Edit

2. Click on the “Edit” button next to the Deactivate SA? box.
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USDA Food Delivery Portal

Inventory audits conducted by @
Common inventory audit products @
Other common products @

Describe inventory audit process @

v State Geographic Information

Top Latitude @ Left Longitude @

Bottom Latitude @ Right Longitude @

~ System Information

Deactivate SA? @

Parent Account
< D

Account Record Type Created By

%4 PIMB Admin, 11/10/2020 2557 PM

Last Modified By

State Agency
Account Name

Test Municipal Agency #4 PIMB Admin, 11/11/2020 10:48 AM

Al w Search Accounts and more.. ][+ ?2 @A @)
U5, DERARTMENT OF AGHICULTURE | (o
FNS WIC FDP Home  Accounts v  Reports v  Dashboards

Account

Test Municipal Agency + Follow Wiew Account Hierarchy Edit

3. Uncheck the checkbox for Deactivate SA? and then click on the “Save” button.

DA Food Delivery Portal

Al w
U5, DEPARTMENT OF AGRICULTURE

Search Accounts and maore.

23 FNSWICFDP  Home Accounts v

Reports Dashboards

Other common products @

Describe inventory audit process @

~ State Geographic Information

Top Latitude @ Left Longitude @@

Bottom Latitude @ Right Longitude @
~ System Information

Deactivate SA? @

Parent Account

Account Record Type

Created By
State Agency

# PIMB Admin, 11/10/2020 2:57 PM

* Account Name Last Modified By

Test Municipal Agency % PIMB Admin, 11/11/2020 10:48 AM

Cancel

#
Account
P llow w " E
Test Municipal Agency + Follow View Account Hierarchy dit
LOMMon INventory auart procucts &
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4. The “Test Municipal Agency” has now been successfully deactivated.

USDA Food Delivery Portal Al w Search Accounts and more [*x]+)
1S DEPATAENT OFAERULTLAE
131 FNSWICFDP  Home Accounts v Reports v Dashboards v ’
Account
+ Foliow View Account Hierarchy Edit

Test Municipal Agency

Inventory audits conducted by @
Commen inventory audit products @
Other comman products @

Describe inventory audit process @

v State Geographic Information

Top Latitude @ Left Longitude @

Bottom Latitude @ Right Longitude @

~ System Information

Parent Account

Created By

Aceount Record Type

State Agency =~
Last Modified By
7 PIMB Admin, 11/17/2020 8:58 AM

1, 11/10/2020 2:57 PM

Account Name

Test Municipal Agency
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15.6 Adding Training video (PIMB Administrator Only)

The following steps can be taken by a PIMB Administrator to add new training video.

1. To add training video, the PIMB Administrator should first navigate to the home page and locate
the “FDP Training Videos” box on the home page. Click on the Update Links button.

USDA Food Delivery Portal . , ()
R o ey el Q searh ee20 @@
FNSWICFDP  Home Accounts v  Reports  Dashboards v  Report Summaries v/ P

OMB Control Number: U584-04071 |
Expiration Date: 12/31/2024

Today's Events B FDP Training Videos FNS WIC Create New State Agency

The following links are training videos intended to introduce FDP

users to key features of FDP. *State Agency Name

o Correcting File Upload Errors

o Creating a New FDE

* Acronym
o Creating a Redemption Record
Looks like you're free and clear the rest of the day. o Creating an Annual Data Record NS Region
View Calendar o Creating State Agency Policy NERO 3
e Creating Training Record * Governing Agency @
Today’s Tasks v o Editing an FDE
o File Upload

o Navigating within FDP m

® Retrieve From SNAP and View SNAP Store Information

2. Click on Add Row button top right side of the wizard. Scroll to the bottom of the page. Click on
the pencil icon near each column one by one. Add new "Display Text" and "URL". Click on Save
button. Close the wizard.

2l
FDP Training Videos
Display Text URL
1 Correcting File Upload Errors https://www.youtube.com/watch?v=C4Sy_KIfzzw v|S
2 Creating a New FDE https://www.youtube.com/watch?v=-ksBjU5z0ke v
Creating a Redemption Record https://www.youtube.com/watch?v=WuH8U8pM39M v
4 Creating an Annual Data Record https://www.youtube.com/watch?v=VVs4RQjqfdw v
5 Creating State Agency Policy https://www.youtube.com/watch?v=I5eiZselsX0 v
6  Creating Training Record https://www.youtube.com/watch?v=SW-B7BEgTys v
7 Editing an FDE https://www.youtube.com/watch?v=H1Z3xGY0zW8 v
8 File Upload https://www.youtube.com/watch?v=HSBRPprGkCA v
9 Navigating within FDP https://www.youtube.com/watch?v=CCql02C1ZUs v
10 Retrieve From SNAP and View SNAP Store Information https://www.youtube.com/watch?v=03nRJ-q02ME v
ﬂ -
Cancel
Close

3. “Test Video” now will be displayed in the FDP training videos list on the home page.
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USDA Food Delivery Portal rch A
> e Q s ‘@a2u @
FNSWICFDP  Home Accounts v Reports v  Dashboards v  Report Summaries v/ ’
Today's Events G FDP Training Videos Update Links FNS WIC Create New State Agency

The following links are training videos intended to introduce FDP

users to key features of FDP. * State Agency Name

o Correcting File Upload Errors

o Creating a New FDE

* Acronym
o Creating a Redemption Record
Looks like you're free and clear the rest of the day. « Creating an Annual Data Record —
View Calendar o Creating State Agency Policy NERO o
o Creating Training Record * Governing Agency @

Today's Tasks =

Editing an FDE

.

File Upload
* Navigating within FDP

* Retrieve From SNAP and View SNAP Store Information

Nothing due today. Be a go-getter, and check back soon.
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15.7 Editing Training video (PIMB Administrator Only)

As an example, we will show how to enable the “Test Video” we added as the example in section 13.6.
The following steps can be taken by a PIMB Administrator to edit training video.

1. To edit training video, the PIMB Administrator should first navigate to the home page and locate
the “FDP Training Videos” box on the home page. Click on the Update Links button.

USDA Food Delivery Portal - ~ (=
2 bt i Q searh ee20 @@
330 FENSWICFDP  Home Accounts v Reports v Dashboards v ReportSummaries v ,

OMB Control Number: U584-0407 |
Expiration Date: 12/31/2024

Today's Events G FDP Training Videos FNS WIC Create New State Agency

The following links are training videos intended to introduce FDP

users to key features of FDP. “State Agency Name

* Correcting File Upload Errors

o Creating a New FDE

* Acronym
o Creating a Redemption Record
Looks like you're free and clear the rest of the day. o Creating an Annual Data Record —
View Calendar ® Creating State Agency Policy NERO
e Creating Training Record * Governing Agency @
Today's Tasks - o Editing an FDE
o File Upload

e Navigating within FDP

o Retrieve From SNAP and View SNAP Store Information

2. Scroll to the bottom of the page. Select the row that you want to edit. Click on the pencil icon
near each column one by one. Edit "Display Text" and "URL". Click on Save button. Close the

wizard.
FDP Training Videos

Display Text URL

Correcting File Upload Errors https;//www.youtube.com/watch?v=C4Sy_Klfzzw v &

Creating a New FDE https://www.youtube.com/watch?v=-ksBjU5z0kc v
3 Creating a Redemption Record https://www.youtube.com/watch?v=WuH8U8pM3oM v
4 Creating an Annual Data Record https://www.youtube.com/watch?v=VVs4RQjqfaw v
5 Creating State Agency Policy https://www.youtube.com/watch?v=ISeiZselsX0 v
6  Creating Training Record https//www.youtube.com/watch?v=SW-B7BEgTys v
7 Editing an FDE https://www.youtube.com/watch?v=H1Z3xGY0zW8 v
8 File Upload https//www.youtube.com/watch?v=HSBRPprGkCA v
9 Navigating within FDP https://www.youtube.com/watch?v=CCql0zC 1ZUs v
10 Retrieve From SNAP and View SNAP Store Information https://www.youtube.com/watch?v=03nRJ-q02ME v
n Test Update Video https://testupdate.com v
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3. “Test Update Video” now will be displayed in the FDP training videos list on the home page.

USDA Food Delivery Portal Search a
oo kchn Q. Search @8
eoe
FNSWICFDP  Home Accounts v Reports v  Dashboards v  Report Summaries v 7
Today's Events g FDP Training Videos Update Links FNS WIC Create New State Agency
The following links are training videos intended to introduce FDP
users to key features of FDP T .-
o Correcting File Upload Errors
o Creating a New FDE
* Acronym
o Creating a Redemption Record
Looks like you're free and clear the rest of the day. « Creating an Annual Data Record — [
View Calendar * Creating State Agency Policy NERO .
o Creating Training Record *Governing Agency @

Today's Tasks - o Editing an FDE

o File Upload

® Retrieve From SNAP and View SNAP Store Information
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15.8 Deleting Training video (PIMB Administrator Only)

As an example, we will show how to enable the “Test Update Video” we edited as the example in

section 13.7. The following steps can be taken by a PIMB Administrator to delete training video.

1. To delete training video, the PIMB Administrator should first navigate to the home page and
locate the “FDP Training Videos” box on the home page. Click on the Update Links button.

USDA Food Delivery Portal
I U5 DEPARTMENT OF AGRICULTURE

eoe

s2s FNSWIC FDP Home  Accounts v  Reports v

Q Search

Dashboards v Report Summaries v/

Today's Events

Looks like you're free and clear the rest of the day

View Calendar

Today’s Tasks

g FDP Training Videos

The following links are training videos intended to introduce FDP
users to key features of FDP.

o Correcting File Upload Errors

Creating a New FDE

ng a Redemption Record

o Creating an Annual Data Record

ing

o Editing an FDE
o File Upload

o Navigating withi

 Retrieve From SNAP and View SNAP Store Information

OMB Control Number: 0584-0401

Expiration Date: 12/31/2024

FNS WIC Create New State Agency

* State Agency Name

* Acronym

FNS Region

NERO

* Governing Agency @

2. Scroll to the bottom of the page. Select the “Test Update Video” row that you want to Delete.
Click on the Dropdown arrow at the end of the row. Click on Delete button. Warning message is

displayed. Click OK.

Display Text
1 Correcting File Upload Errors
Creating a New FDE
Creating a Redemption Record
4 Creating an Annual Data Record
5  Creating State Agency Policy
6  Creating Training Record
7 Editing an FDE
8  File Upload
Navigating within FDP
Retrieve From SNAP and View SNAP Store Information

11 Test Update Video

FDP Training Videos

URL
https://www.youtube.com/watch?v=
https://www.youtube.com/watch?v=

https://www.youtube.com/watch?v=

https:// v.youtube.com/watch?v=

https.// youtube.com/watch?v=
https://www.youtube.com/watch?v=
https://www.youtube.com/watch?v=

https://

ww.youtube.com/watch?v=

htty ww.youtube.com/watch?v=
https://www.youtube.com/watch?v=

https://testupdate.com

C4sy_Klfzzw
-ksBjUSzOke
WuH8U8pM3oM
VVs4RQjqfdw
I5eiZselsX0
SW-B7BEgTys
H1Z3xGY0zW8
HSBRPprGkCA
CCql0zC1ZUs

03nRJ-qO2ME

Delete
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3. “Test Update Video” now will be deleted.
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15.9 Creating a New List View (FNS Users only)

FNS users can create a new list view by performing the following steps from the Accounts menu. As an

example, we will create a new list view that only displays SAs from the FNS Western Regional Office
(WRO) region.

1. From the Accounts menu, click on the List View Controls button and select “New.”

USDA Food Delivery Portal r Searchihc ) x|~ @ 2 4 -~
BRI = i o e Al w Search Accounts and more - @ ? &
232 FNSWIC FDP  Home Accounts » Reports ~  Dashboards v
p

Accounts

 Recently Viewed v ¥

3 items - Updated 3 minutes ago

Search this list 2y e
Account Name

v | Account Record Type | FNS Region

“ | Governing Agency LIST VIEW CONTROLS v
1 Maryland State Agency MARO MD Department of Health s v
2 Fresh Markettt Food Delivery Entity MARO v
3 Grocery Qutlet Food Delivery Entity MARO -
2.

On the “New List View” box, type in whatever you would like to name the new list view in the List
Name field. As an example, we will use “WRO Region” as the List Name. When finished, click the

“Save” button. Please Note: Users must select the “Only | can see this list view” option under
“Who Sees this list view.”

New List View

* List Name

WRO Region

Who sees this list view?
® OnlyI can see this list view
All users can see this list view €@

Share list view with groups of users @
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3. The “WRO Region” list view will now be created.

) i T | - - o (=i
USDA Food Delivery Portal Al w Search Accounts and more. | 6B a
W | 5. DEPARTMENT OF AGRICULTURE

i1 FNS WIC FDP Home Accounts v  Reports

Dashboards

) Accounts = . T
B 0 iscover Companies rintable View
l |WRO Region | # 2z i
Search this list v || B )
0 itemns » Sorted by Account Name - Filtered by My accounts - Updated a minute ago Searchithist @ = cjle|Y
Account Name ~ | Account Owner Alias v

4. The next step is to select which fields to display by using the List View Controls button and
selecting the “Select Fields to Display” option.

USDA Food Delivery Portal
|

A i 2 T m A
Al w Search Accounts and more...
U5, DEPARTMENT OF AGRICULTURE

sz FNS WIC FDP Home  Accounts v  Reports v

Dashboards v

Accounts

WRO Region v #

Discover Companies Printable View

arch this list = 5
0 items - Sorted by Account Name - Filtered by My accounts - Updated 3 minutes ago Search this list.. EH cj|le| Y

Account Name T v | Account Owner Alias LIST VIEW CONTROLS

v
New

Clone

Rename

Edit List Filters

Select Fields to Display

Delete

No items to display.

5. Now, review the list of Available Fields in the column on the left and select which fields to display
by highlighting the available field and using the left arrow to add them into the Visible Fields
column. As an example, we will select “SA Name” and “FNS Region” from the Available Fields
column and use the left arrow to add them to the Visible Fields column. The upward and

downward facing arrows can be used to determine the hierarchy that the Visible Fields appear in.
When finished, click the “Save” button.
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Select Fields to Display

Available Fields Visible Fields
D state AgenCy Name
Account Owner Alias FNS Region
4

Account Record Type
Acronym
Agreement End Date

Agreement Start Date

Cancel Save

6. The next step is to filter the FNS Regions column to only display State agencies from the WRO

region. To do this, click on the “Show Filters” button. Then ensure that All Accounts are displayed
under the Filter by Owner option. Then click on the “Add Filter” button.

" - - 4
KODR Food Delivery Portal Al w Search Accounts and more... *|~] ?2 &Y
232 FNSWICFDP  Home Accounts v Reports v  Dashboards v s
Wﬁglaegion v # Discaver Companies Printable View
504 items « Sorted by State Agency Name - Filtered by All accounts - Updated 5 minutes ago Seary syt #w- E- C €
State Agency Name T ~ | FNS Region v Filters x
1 Maryland MARO v
5 MARO b Filter by Owner
; ARG -
13 Alabama SERO - e
5 SERO -
6 Colorado NERO v
y? Ute Mountain MPRO v
g Maine NERO v
9 Passamaquaddy Tribe at Pleasant Point NERO -
10 llincis MWRO v
11 Wisconsin MWRO v
12 District of Columbia MARO v
13 Alaska WRO v
14 Washington WRO v
15  Louisiana SWRO v
16  Choctaw Nation of Oklahoma SWRO v
17 Puerto Rico MARO v

7. Then select FNS Region using the dropdown under “Field.” You will then be able to select WRO
under the Value option, which will limit the State agencies that appear in the WRO List View to
only those State agencies that are in the WRO region. When finished, click the “Done” button.
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USDA Food Delivery Portal

U5, DEPARTMENT OF AGRICULTURE

>
4

e

FNS WIC FDP Home  Accounts v  Reports ~  Dashboards

see

Search Accounts and more...

Accounts

WRO Region v #

50+ items - Sorted by State Agency Name - Filtered by All accounts - Updated 10 minutes ago

State Agency Name T

1 Maryland
2

& Alabama

5

6 Colorado

7 Ute Mountain

8 Maine

9 Passamaguoddy Tribe at Pleasant Point
10 Illinois

1 Wisconsin

12 District of Columbia

13 Alaska

14 Washington

15 Louisiana
16 Choctaw Nation of Oklahoma
17 Puerto Rico

v | FNS Region

Search this list

Field

FNS Region

Operator

equals

Value

1 option selected

TVTYVROT o
MARO A
WRO v
WRO v
SWRO v
SWRO v
MARO v

Discover Companies

o

Filters

Filter by Owner
All accounts

Matching all of these filters

New Filter*

Add Filter

Add Filter Logic

Printable View

Remove All

8. To save the new filter, click the “Save” button.

USDA Food Delivery Portal

1.5, CEPARTMENT OF AGRICULTURE

FNS WIC FDP Home Accounts ~  Reports “  Dashboards w

Al - Search Accounts and more.

- @ ? a

Accounts

WRO Region v #

50+ iterns - Sarted by State Agency Name - Filtersd by All accounts - Updated 14 minutas ago

State Agency Name T

1 Maryland
2

3

4 Alabama

5

6 Colorado

b2 Ute Mountain

8 Maine

9 Passamaquoddy Tribe at Pleasant Point
10 Tllincis

11 Wisconsin

12 District of Columbia
13 Alaska

16 Washington

15 Louisiana
16 Choctaw Nation of Oklahoma
17 Puerto Rico

v | FNS Region
MARO
MARO
MARO
SERO
SERO
NERO
MPRO
NERO
NERO
MWRO
MWRO
MARO
WRC
WRO
SWRO
SWRO

MARO

Search this list

Discover Companies

B~

Cancel

Filter by Owner
All accounts

Matching all of these filters

FNS Region®
equals WRO

Add Filter

Add Filter Logic

Printable View

Remove All

9. The list view has now been updated to only display SAs within the WRO region and is accessible

from the Accounts menu.
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F @ 2 a

USDA Food Delivery Portal Al w Search Accounts and more...
4.5, DEPARTMENT OF AGRICULTURE
FNS WIC FDP Home  Accounts »  Reports v  Dashboards v
Accounts
L] WRO Region v #
14 items - Sorted by State Agency Name - Filtered by All accounts - FNS Region - Updated a few seconds ago
State Agency Name T
i Alaska
2 Washington
3 American Samoa
4 California
5 Guam
6 Hawaii
7 Nevada
8 Inter-Tribal Council of Nevada
9 Oregon
10 Commonwealth of the Northern Mariana Islands
11 Idaho
12
13
14

~

FNS Region

WRQ
WRO

WRO

Discover Companies

&~

Printable View

cgle|Y
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15.10 Cloning a List View (FNS Users only)

Cloning a list view refers to making an identical copy of a list view. Cloning allows the user to use the
original list view as a template and modify the clone, all while preserving the original list view. As an
example, we will be cloning the Active State Agencies list view. The following steps can be taken by any
FNS user to clone a list view.

1. From the Accounts menu, click on the downward facing arrow and select the “Active State
Agencies” list view.

USDA Food Delivery Portal

—
Al w Search Accounts and more... L £
SR 1 EPARTUENT OF AGRICULTURE e el X . =
n
221 FENSWICFDP  Home Accounts v  Reports ~  Dashboards v

B Accounts

L5 Recently Viewed [¥] *

3items

. Search this fist... &r =E. ¢
Q|
RECENT EIST VIEWS tegion v | Governing Agency v
1 - D MD Department of Health and Mental Hygiene v
Active State Agencies
2 D v
Agency Food Delivery Entities

o
My Accounts

+ Recently Viewed (Pinned list)
WRO Region
ALL OTHER LISTS
All Accounts
All Food Delivery Entities
All State Agencies
All Unautherized FDE

Foad Delivery Entity - All Direct Distr.

Food Delivery Entity - All Home Delivery

2. From the Active State Agencies list view, click on the List View Controls button and then select
“Clone.”
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USDA Food Delivery Partal Al v Search Accounts and more... [+ ? 4@

U5, DEPARTMENT OF AGRICULTURE

232 FNSWICFDP  Home Accounts » Reports »  Dashboards s
E Accounts Discover Companie: Printable View
. . i ies intable View
Active State Agencies v P

50 items - Sorted by FNS Region - Filtered by All accounts - Deactivate $4%, Account Record Type - Updated a few seconds ago Searchihisiist.. “eje|Y
State Agency Name ~ | Acronym w | FNS Region T v | Governing Agency LIST VIEW CONTROLS vate SA? W
1 Colorado co NERO CO Department of Public Health and Environment  New v
2 Maine ME NERO ME Department of Health and Human Services -
3 Passamaquoddy Tribe at Pleasant Point P1 NERO Passamaquoddy Indian Reservation A
4 Connecticut cT NERO CT Departrment of Public Health v
5 Massachusetts MA NERO MA Department of Public Health v
6 Passamaquaddy Tribe at Indian Township n NERO Indian Township -
7 New Hampshire NH NERO NH Department of Health and Human Services v
8 New York NY NERO NY Department of Health v
] New Test Gy NERO MART Bk St Wy v
10 Test State AGENCY V1 NERO test1234 v v
a Ohio center oc NERO test blip v -

3. The Clone List View box will then be displayed. Type in what you would like to name the clone in
the List Name field. As an example, we will use Copy of Active State Agencies as the List Name.
When finished, click the “Save” button. Please Note: Users must select the “Only I can see this
list view” option under “Who sees this list view?”

Clone List View

*List Name

Copy of Active State Agenciesl

Who sees this list view?
® Only I can see this list view
All users can see this list view @

Share list view with groups of users @

Cancel

4. The clone has now been created and is viewable in the list view dropdown.
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USDA Food Delivery Portal Al w

U5 DEPARTMENT OF AGRICUITURE

FNS WIC FDP Home  Accounts ~  Reports s~  Dashboards

Search Accounts and more...

(*I+]

Accounts

Copy of Active State Agencies w»| #

50+ iter { a ‘

RECENT LIST VIEWS

Active State Agencies

2

Agency Foad Delivery Entities
3
% +/ Copy of Active State Agencies
5 My Accounts
6 Recently Viewed (Pinned list)
&l WRO Region
8

ALL OTHER LISTS

9

All Accounts
10
11 All Food Delivery Entities
12 All State Agencies
12 All Unauthorized FDE
14

Food Delivery Entity - All Direct Distr.

Test Agency One AY NERO
16 Testltem MY NERO
17 Test AgentP UR NERO

‘es ago

Search this list..

Governing Agency

CO Department of Public Health and Environmen

ME Department of Health and Human Services
Passamaquoddy Indian Reservation

CT Department of Public Health

MA Department of Public Health

Indian Township

NH Department of Health and Human Services
NY Department of Health

MART

test1234

test blip

test1234

Gov Agency

test1234

test1234

GOvVSs

test1234

Discover Companies

o

Filters

Filter by Owner
All accounts

Matching all of these filters

Deactivate SA?
equals True

Account Record Type
equals State Agency

Add Filter

Add Filter Logic

Printable View

Remove All
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15.11 Utilizing the Display as Feature (FNS Users only)

The following steps can be taken by FNS users to utilize the “Display as” button within list views to show

list views as either Tables, Kanban, or Split View.

1. From the Accounts menu, click on the downward facing arrow and select the “Active State

Agencies” list view.

l’!iDﬂ Food Delivery Portal Al v Search Accounts and more...
W 5. DEPARTMENT OF AGRICULTURE

FNS WIC FDP Home  Accounts “  Reports »  Dashboards v

*[+]

@ 7?7 A

Accounts

Recently Viewed @ ¥

3items| [ 1

Q|

RECENT LIST VIEWS

1 D
Active State Agencies

3 ]
Agency Food Delivery Entities

3 >
My Accounts

1 tegion

+ Recently Viewed (Pinned list)

WRO Region

ALL OTHER LISTS
All Accounts
All Food Delivery Entities
All State Agencies
All Unauthorized FDE
Food Delivery Entity - All Direct Distr.

Foad Delivery Entity - All Home Delivery

Search this list...

“ | Governing Agency

MD Department of Health and Mental Hygiene

2. From the Active State Agencies list view, click the “Display as’” button to view the Table,

Kanban, and Split View options.

USDA Food Delivery Portal

Al w Search Accounts and more...
U5, DEPARTMENT OF AGRICULTURE

i35 FNSWICFDP  Home Accounts v  Reports v  Dashboards v

@ 2 a @

&

J Accounts

Active State Agencies v #

50+ items - Sorted by FNS Region - Filtered by All accounts - Deactivate SA?, Account Record Type - Updated 2 minutes ago

Search this list...

Discover Compani:

ies Printable View

#-(2]c e~

State Agency Name v | Acronym ~ | FNSRegion T “ | Governing Agency v | Deactiy DISPLAY AS

1 Colorado co NERO CQ Department of Public Health and Environment v ~ Table

2 Maine ME NERO ME Department of Health and Human Services ; Kanban i
3 Passamaquoddy Tribe at Pleasant Point P1 NERO Passamaquoddy Indian Reservation split View ZH
4 Connecticut cT NERO CT Department of Public Health v
5 Massachusetts MA NERO MA Department of Public Health A
6 Passamaquoddy Tribe at Indian Township 1 NERO Indian Tewnship -
7 New Hampshire NH NERO NH Department of Health and Human Services -
8 New York NY NERO NY Department of Health v
9 New Test GY NERO MART v v
10 Test State AGENCY V1 NERO test1234 v v

3. The below image reflects a Table View, which is the default view within FDP.
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!_JSDA Food Delivery Portal

LS. DEPARTMENT OF AGRICULTURE

FNS WIC FDP Home  Accounts v

Reports

Search Accounts and more.

Dashboards

(*[) ? A4

()

£

Accounts

Active State Agencies v #

50+ items - Sorted by FNS Region - Filtered by All accounts - Deactivate SA2, Account Record Type - Updated 9 minutes ago

State Agency Name

1 Colorado

2 Maine

3 Passamaquoddy Tribe at Pleasant Paint
&4 Connecticut

5 Massachusetts

& Passamaquoddy Tribe at Indian Township
7 New Hampshire

: New York

9 New Test

10 Test State AGENCY
i Ohio center

12 TATA

13 New State Agency
14 test Age

15 Test Agency One
16 Test Item

17 Test AgentP

v | Acronym

co

ME

P1

c1

MA

11

NH

NY

GY

vl

oc

T

YA

B

AY

MY

UR

v | FNS Region T
NERO
NERO
NERO
NERO
NERC
NERO
NERO
NERO
NERO
NERO
NERO
NERO
NERO
NERO
NERO
NERO

NERC

Search this list.

v | Governing Agency

CO Department of Public Health and Environment
ME Department of Health and Human Services
Passamaquoddy Indian Reservation

CT Department of Public Health

MA Department of Public Health

Indian Township

NH Department of Health and Human Services
NY Department of Health

MART

test1234

test blip

test1234

Gov Agency

test1234

test1234

GOV5

test1234

Discover Companies

ox -

v | Deactivate SA? ~

v

Printable View

cle|Y

4. The Kanban view can be used to show a graphical view of detail records in a list view. To use the

Kanban setting of any list view, the user will need the System Administrator to configure the

Kanban view prior to use.

5. The below image reflects a Split View. The FNS user can click on any of the accounts on the left

side of the page to then have the details of that account displayed on the right side of the page.

6. The user can toggle through to different accounts as needed.

USDA Food Delivery Portal Search [ A
- et A Q, Search. *|~ S 7?70 A
FNS WIC FDP Home Accounts Reports Dashboards User Provisioning Requests Report Summaries ra
Active State Agencies v | # ‘ v Account
— TestStateAgem:y + Follow View Account Hierarchy Edit Refresh Report Summary
91 items » Updated a few seconds ago m- c
Qs ‘ FNS Region Governing Agency Acronym
earch this list.
bl MARO Test TST
State Agency Name T
Tennessee TN > State Agency Data g Files (6+)
SERO TN Department of Health
<| > Vendor Authorization Policies WF-1471 Demo W
TestStateAgency 15T [ Jun 30, 2023 - 2KB - csv S u
MARO Test .
> Vendor Management Policies StWF-2050 Al
. - IS Jun 30,2023 - 1KB - csv Ju
exas
SWRO TX Health and Human Services Commission > Inventory Audit Policies Annual and Training Data Tr
Jun 30, 2023 « 3KB » xml csv
Three Affiliated Tribes It > State Geographic Information
MPRO View All

Three Affiliated Tribes of Mandan, Hidatsa and Arikara Nation

Utah ut

> System Information

A policy Settinas (8)
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7. The “Display as” button is visible on all list views should the user wish to revert to another list
view.
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15.12 Accessing the FNS WIC Users Report (FNS Users only)

The following steps can be taken by any PIMB Administrator or PIMB user to access the “FNS WIC Users”
report.

1. Click on the Reports menu.

USDA Food Delivery Portal o (>
B . orionorsmorne Q seacch |+ aA?2n% D )
332 FNS WIC FDP Home Accounts v | Reports \ | Dashboards v  Report Summaries v e

FOOD

DELIVERY
PORTAL

Welcome!

‘OMB Control Number: 0584-0401
Expiration Date: 12/31/2024
Today's Events g FDP Training Videos

Update Links FNS WIC Create New State Agency

The following links are training videos intended to introduce FDP users to key
features of FDP.

* State Agency Name
o Correcting File Upload Errors

o Creating a New FDE

* Acronym
o Creating a Redemption Record
Looks like you're free and clear the rest of the day. » Creatinig an Anniial Data Record *FNS Region
e Calaniir State Agency Policy NERO,

* Governina Acencv @

2. From the left tab, select All Folders. Select folder FNCS FDP Reports. Select folder User Reports

and then Select report FNS WIC Users.

USDA Food Delivery Portal . . ( () \
- i Al Q. /Search *" 8?7244 ':‘
EEE FNS WIC FDP Home  Accounts »  Reports v  Dashboards »  Report Summaries Vi
Reports

... > FNCS FDP Reports > User Reports Q Search all folders... NewReport  NewFolder =¥  fx~
1 item

REPORTS "~ Name v | Description v Folder v  Created By v | Created On v | Subscribed

Recent FNS WIC Users

User Reports System Update 2/21/2023, 9:06 AM

Created by Me
Private Reports
Public Reports
All Reports

FOLDERS

I All Folders

3. The “FNS WIC Users” report is now displayed. This report displays all FNS and State agency
users. This report has the following columns:
e Full Name

e eAuth Username
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Last Login
First Name
Last Name
Email

User ID
Username
Role

Profile
Created By
Created Date
Active
Inactive Held License

USDA Food Delivery Portal

U.S. DEPARTMENT OF AGRICULTURE

FNS WIC FDP

Q_ Search

Home Accounts \  Reports \  Dashboards \/  ReportSummaries v/

Report: Users

FNS WIC Users

Full Name

]
eAuth Username Last Login ¢ First Name Last Name
I 55020237204V NN W

Email

# Enable Field Editing

Q

User ID

O

YHC Edit

Username

—————

v
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15.13 Accessing the File Uploads Report (FNS Users only)

The following steps can be taken by any PIMB Administrator or PIMB user to access the “File Uploads”
report.

1. Click on the Reports menu.

USDA Food Delivery Portal B =
i Cociparey portd Q seacn Fee?2@@
32 FENSWICFDP  Home Accounts v | Reports v | Dashboards v Report Summaries v ,

FOOD

DELIVERY
PORTAL

Welcome!

OMB Control Number: 0584-0401
Expiration Date: 12/31/2024
Today's Events G FDP Training Videos Update Links FNS WIC Create New State Agency
The following links are training videos intended to introduce FDP users to key
features of FDP.

* State Agency Name
o Correcting File Upload Errors

o Creating a New FDE

* Acronym
o Creating a Redemption Record
Looks like you're free and clear the rest of the day. + Creating an Annual Data Record .
= g i3 * egion
View Calendar o Creating State Agency Policy NERO

« Creatina Trainina Record

* Governina Acencv @

2. From the left tab, select All Folders. Select folder FNS WIC FDP Reports. Select folder Standard

Reports and then Select report File Uploads.

USDA Food Delivery Portal [ Q Search..
= U DEPARTHENT OF AGRICULTURE

see
s2: FNS WIC FDP Home  Accounts v Reports v Dashboards Report Summaries File Upload Errors

Report:
] >{[FNS WIC FDP Reports > Standard Reports | Q Search all folders..
2 items
REPORTS Name v | Description v | Folder v | Created By v | Created On
Recent Standard Reports Monir Kahi 3/20/2023, 12:08 PM
Created by Me State Agency Uploaded Files Standard Reports Monir Kohi

9/19/2023, 8:05 AM
Private Reports

Public Reports

All Reports

FOLDERS

All Folders

Created by Me
Shared with Me
FAVORITES

All Favorites
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USDA Food Delivery Portal

Q_ Search *
S DEPARTMENT OF AGRICULTURE

22288

Created by Me
Private Reports
Public Reports

All Reports

FOLDERS

| All Folders

FNS WIC FDP Home  Accounts v Reports v Dashboards v Report Summaries v v
Reports
>i FNS WIC FDP Reports > Standard Reports Q search all folders NewReport | NewFolder v | gt~
1item
REPORTS v | Description v  Folder v | Created By v | Created On v Subscribed
Recent Standard Reports Zachary White 5/4/2023, 10:07 AM v

3. The “File Uploads” report is now displayed. This report displays all files uploaded by State

agency users. This report has the following columns:
e State Agency Name
e Version Title
o File Extension Type
e File Format Type
e Does File Have Errors?
e Status
e Processed
e Size (KB)
o Created By
e Published Date

USDA Food Delivery Portal S— T p i
oo wacona Q Search *|v Y 0 9 )
330 ENSWICFDP  Home Accounts v  Reports v  Dashboards v ReportSummaries v

d

Report: Content Report

o # Enable Field Editing Q & Add Chart Y ile Edit ¥
File Uploads
State Agency... ¥ | Version Title v File Extension Type ¥ File Format Type v DoesFileHave Errors? ¥ Status ¥ Processed ¥ Size(KB) ¥ CreatedBy ¥ Published Date
Test State Agency | FDE Invalid Date v FDEs Processed 192 UAT Test User 5/5/2023 1123 AM
ViolationsAddCSV asv Violations Processed 029 UAT Test User 5/5/2023 1211 PM
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ISDA Food Delivery Portal
U.5.DEPARTMENT OF AGRICULTURE

FNS WIC FDP Home  Accounts

v

Reports v/

Q search

Dashboards v Report Summaries

File Upload Errors

X @22 ma

P
m Re";“ﬁc’;’ﬂ;e;éiwm # Enable Field Editing Q||  Addchar Yy | Edit | v
4
State Agency Name 7 ¥ Version Title ¥ File Extension Type v  File Format Type ¥ DoesFile Have Errors? v  Status v Processed v Size (KB) v Created By ~ Published Date
Maryland test_FDE_10 v FDES Processed 09  QATestUser 4/26/2023 244 PM
test_FDE_11 €SV, FDEs Processed 0.96 QA Test User 4/26/2023 3:09 PM
Training test v Annual and Training Data Processed 086  QATestUser 4/27/2023 6:34 AM
Test 00 FDE v FDEs Processed 097 QATestUser 4/27/2023 8:26 AM
Training test v Annual and Training Data Processed 069 QATestUser 4/27/2023 848 AM
SanctionsandClaimCollectionsTestWF-1910 esv Redemptions Processed 304919 QATestUser 4/27/2023 3:45 PM
TestSpecialCharacterCSV €SV, FDEs Processed 1.42 QA Test User 4/27/2023 3:41 PM
ViolationsAddCSV v Violations Processed 028 QATestUser 4/27/2023 338 PM
TestSpecialCharacterXML (1) sl FDEs Processed 207 QATestUser 4/27/2023 352 PM
Training Invalid Date €SV, Annual and Training Data Processed 0.63 QA Test User 5/2/2023 5:10 PM
FDE Invalid Date v FDEs Processed 103 QATestUser 5/2/2023 448 PM
Training Invalid Date v Annual and Training Data Processed 057 QATestUser 5/2/2023 5:36 PM
Training Invalid Date v Annual and Training Data Processed 058 QATestUser 5/2/2023 5:14 PM
FDE Invalid Date v FDES Processed 133 QATestUser 5/2/2023 609 PM
ViolationsAddCSV csv Violations Processed 0.29 QA Test User 5/2/2023 5:28 PM <
»
Row Counts Detail Rows Subtotals Grand Total
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15.14 File Upload Errors (PIMB Administrator Only)

The File Upload Errors report displays the details of file uploads along with their corresponding error
files generated via file upload.

To view this report, click on the File Upload Errors menu and enter the name of the State agency in the
search text box.

USDA Food Delivery Portal emrc 7
o oomserLET Q search. *x[- @2
EE; FNS WIC FDP Home  Accounts v  Reports v/ Dashboards “  Report Summaries File Upload Errors
File Upload Errors
Search Files
Q Test state Agency| )
State Agency Name 1 Title Created By Status Last Modified Date

1 Test State Agency CreateRedemptions Demo SA user, Test Processed Nov 29, 2023, 10:52 AM

2 Test State Agency CreateRedemptions Demo SA user, Test Processed Nov 17, 2023, 5:40 PM

3 Test State Agency Create Sanctions Demo SA user, Test Processed Nov 16, 2023, 8:45 PM

4 Test State Agency Create Sanctions Demo SA user, Test Processed Nov 16, 2023, 8:29 PM

5 Test State Agency WF-2180EditFDE Demo SA user, Test Processed Oct 27, 2023, 12:09 PM

6 Test State Agency WF-2180EditFDE Demo SA user, Test Processed Oct 27, 2023, 12:01 PM

7 Test State Agency WE-2180Createf DE Demo SA user, Test Processed Oct 26, 2023, 3:14 PM

8 Test State Agency WF-2180CreateFDE Demo SA user, Test Processed Oct 26, 2023, 10:20 AM

9 Test State Agency WF-2180CreateFDE Demo SA user, Test Processed Oct 24, 2023, 3:03 PM

10 Test State Agency NishaTest 2 Demo SA user, Test Processed Oct 16, 2023, 10:21 AM
USDA Food Delivery Portal Saarch | P2 ™~
TR U5 0£PARTMENT OF AGRICULTURE Q Search * |- 7246048 r:‘
wee

FNS WIC FDP Home  Accounts ~ Reports  wv Dashboards Report Summaries File Upload Errors s
File Upload Errors
Search Files
Q TestStateAgency [}
State Agency Name T Title Created By Status Last Modified Date

1 TestStateAgency Test SA2 UAT-CreateSanctionDaterefferedtoSNAP WF-1786, Test Processed Sep 21,2023, 12:12PM View Errors

2 TestStateAgency Test SA1 UAT-CreateSanctionDaterefferedtoSNAP WF-1786, Test Processed Sep 21, 2023, 11:54 AM View Errors

3 TestStateAgency Test SA1 UAT-CreateSanctionDaterefferedtoSNAP WF-1786, Test Processed Sep 21,2023, 11:49 AM View Errors

This report page has the following columns and displays data for each of those columns:
e State Agency Name
o Title
e Created by
e Status
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e Last modified Date
e View Errors: User should be able to download error file by clicking on View Errors button.
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16 Report Summary

The Report Summary displays the evaluation of the data provided by the State agency within FDP for the
fiscal year and provide each State agency with a record of their annual compliance with federal WIC
Program regulations. Data in the Report Summary is refreshed on a nightly basis to reflect the most
current data in FDP. Each State agency can review the Report Summary page at any time to ensure the
Report Summary is accurate.

At the end of a reporting period, State agencies will indicate that their data submission is final.
Submitting the Report Summary will freeze the data results and signal to their Regional Office the data is
ready for review. Regional Offices can indicate to FNS National Office that they have finished their
review. Once fully approved, the results in the Report Summaries will provide a lasting record of results
for each State agency for a particular reporting period.

16.1 Report Summary Records
16.1.1 Record Types

There are 3 different types of Report Summary records. Each Report Summary record has its own page
where the information for the record is displayed. The following are the 3 record type pages:

e Food Delivery Entity Summary Page: This page displays the data values for an FDE Summary
record. We can hover over the help text icon next to the field to find more information about
the field and how its value is calculated. Each FDE will have 1 FDE Summary record for each fiscal
year. An FDE Summary for a given fiscal year contains summarized information about the FDE
for that fiscal year. The FDE Summary for the active fiscal year is refreshed and updated with the
latest summarized data from its related FDE once per night. If reviewed, this will show exactly
the elements used within the calculations for this record.
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E Report Summary
@ Test-2022

v Information

Name

Test-2022

Fiscal year for this summary record.

Fiscal Year @
2022

Pericd @
Yearly

AuthOnOctl @

v Key Indicators for SA Report Summaries

Authorized €@ Is a New FDE this FY )
Has Annual Data records for 3 FYs @ Last Training Provided @
v Mo Training Reported
Missing any training this year @ Last Interactive Training €@
v MNo Training Reported
Missing Interactive in first year @@ Identified as High Risk €@

o

e State agency Summary Record Page: This page displays the data values for an SA Summary
record. Each State agency will have 1 SA Summary record for each fiscal year. An SA Summary
for a given fiscal year contains summarized information about the SA for that fiscal year that are
derived from all the FDE Summaries under the SA for the fiscal year. The SA Summary for the
active fiscal year is refreshed and updated with summarized data from its related FDE
Summaries once per night. The data displayed for a State agency Summary Record is detailed in
the Compliance reports that relate to the individual checks (see Section 16.2 below).
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Pl Feportsummary
LY Demo State Agency 2- 2022

v Information

Name

Demo State Agency 2 - 2022
Account @

Demo State Agency 2

Fiscal Year @

2022

Period @

Yearly

Parent Report Summary @
Nationwide for FY 2022

v All FDEs Missing Training This FY
Total Auth FDEs @

2

Auth FDEs Without Training @
2

v Initial Interactive Training Missing

Total New FDEs @

0

New FDEs Without Training @
0

Status @
Pending

Reported @

Not Available @

9% FDEs with Training @
0.00%

9% FDES Without Training @
100.00%

9 New FDEs With Training @
100.00%

9 New FDEs Without Training @
0.00%

Submit for Review

g Approval History (0)

Notes & Attachments (0) Upload Files

2, Upload Files

Ordrop files
Related Report Summaries (2)
Name
test2-2022 v
Test-2022 v

View All

e Nationwide Summary Record Page (FNS Users only): This page displays the data values for a

Nationwide Summary record. There will be 1 Nationwide Summary record for each fiscal year. A

Nationwide Summary for a given fiscal year contains summarized information about all the State

agencies for that fiscal year. The Nationwide Summary for the active fiscal year is refreshed and

updated with the latest summarized data form all the State agency summaries once per night.

To view the Nationwide Report Summary records, click on ‘Report Summaries’ tab and then

select ‘All Nationwide Reports’ from the Report Summaries List Views dropdown menu.

After clicking on the ‘All Nationwide Reports’ menu option you will see a list of Nationwide

Report Summaries. Click on a Nationwide Report Summary to navigate to the record page.
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USDA Food Delivery Portal
U Q, Search..

U.5. DEPARTMENT OF AGRICULTURE

ae e
s FNSWIC FDP Home  Accounts v Reports Dashboards /| Report Summaries File Upload Errors

Repert Summaries

Recently Viewed v ¥

3items| LIST VIEWS

I All Nationwide Reports I

1 All SA Reports
2 All SA Reports
3

+/ Recently Viewed (Pinned list)
SA Current Report Summaries

SAs by FY

Report Summaries

All Nationwide Reports v

3 items « Sorted by Name « Filtered by All report summaries - Record Type » Updated 3 minutes ago

|:| Name T ~ | Fiscal Year ~ | Created Date
1 [] Nationwide for FY 2021 2021 8/3/2023 1:00 AM
2 |:| Nationwide for FY 2022 2022 7/31/2023 10:45 AM
3 I:‘ Nationwide for FY 2023 2023 11/20/2023 1:05 PM
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Report Summary

Nationwide for FY 2022

v Information

Name
Nationwide for FY 2022

Fiscal Year @
2022

v All FDEs Missing Training This FY

Total Auth FDEs €@
&)

Auth FDEs Without Training @
A

v Initial Interactive Training Missing

Total New FDEs @)
0

New FDEs Without Training @
0

v Missing Interactive Training in Last 3 FYs

Period @
Yearly

% FDEs with Training €@
33.33%

% FDEs Without Training @
66.67%

% New FDEs With Training @
100.00%

% New FDEs Without Training @
0.00%

16.1.2 Record Statuses

The following 3 statuses are controlled by the Status field on the SA Summary record. The status
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is only applicable for the State agency Summary record type. To view the Status of a SA Report

Summary record, navigate to the record page and look for the Status field.




USDA Food Delivery Portal HOME MY STATE AGENCY FOOD DELIVERY ENTITIES UPLOAD More v (Q searcn ) A
U, DEPARTHENT OF AGRICULTURE \ )

Report Summary wiew
G Test state Agency - 2023 Submit for Reviev

« Information EY Approval History (0)

Name Status @
Test State Agency - 2023 Pending

Account @ Reported @
Test State Agency

| Notes & Attachments (0) Upload Files

Fiscal Year @ Not Available @ &, Upload Files
2023

Or drop file:
Period @ raropties
Yearly
Parent Report Summary @

Nationwide for FY 2023 Related Report Summaries (6+)

Al FDEs Missing Training This FY Name

Total Auth FDEs @ % FDEs with Training @ TestWF-2078 - 2023 v
32 25.00% Test Market - 2023 v
Auth FDEs Without Training @ 9% FDEs Without Training @

i 15005 Training FDE 2-2023 v

Austin's Market - 2023 v
Vv Initial Interactive Training Missing
FDE3-2023 v

Floco Foods Lic - 2023 v

Total New FDEs @ 9% New FDEs With Training @

o Pending: The status of an SA Summary is initially set to pending. When the SA Summary
record is in this status it will be updated and refreshed with summarized data from its
related FDE Summaries once per night.

o Under Review: When the State agency users are done with their data submission for the
fiscal year and are satisfied with the results of their compliance reports, they will submit
the SA Summary record for review and the status of the SA Summary will be changed
from Pending to Under Review. It is important to note that when the SA Summary
record is Under Review, neither of the SA Summary record itself or any of its related FDE
Summary records will be updated or refreshed.

o Results Locked: After the State agency users submit the SA Summary record the
Regional Users will either reject the SA Summary record which goes back to Pending or
approve it in which case the status changes to Under Review.

The following two fields are controlled by FNS Admins to set the SA Summary records as
reported or not available.

o Reported: Used for State Agency summary to identify that the summary has been
marked as Reported by headquarter user.

o Not Available: Used for State Agency summary to identify that the summary has been
marked as Not Available by headquarter user.
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16.2 Report Summary Reports
Report Summary reports are identified as compliance reports. All the compliance reports are generated
from the FDE Summary and SA Summary records. These reports provide State agency users the ability to

measure their performance.

SA and FNS users can access the compliance reports by navigating to Reports -> All Folders -> State
Agency & FNS User Reports -> Compliance. Refer to section 14.1 Compliance (report functionality) for

the details of compliance reports.
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16.3 Report Summary Approval Process

This section discusses the end of year report summary approval process.

16.3.1 State agency users: Submit Report Summary for Approval

1. For State agency users, the approval status can be viewed through the Report Summaries tab
from the home page.

USDA Food Delivery Portal HOME MY STATE AGENCY FOOD DELIVERY ENTITIES More A (q Search.. ) A 9 Test Demo SA user
U.5. DEPARTMENT OF AGRICULTURE N

UPLOAD

REPORTS

DASHBOARDS

I 00 D REPORT SUMMARIES

DELIVERY

Welcome!
OMB Control Number: 0584-0401
Expiration Date: 12/31/2024
E FDP Training Videos S validate FNS Number
The following links are training videos intended to introduce FDP users to key features of FOP. FNS Number
« Correcting File Upload Errors
+ Creating a New FDE
= Creating a Redemption Record
+ Creating an Annual Data Record
Create a New Food Delivery Entity
= Creating State Agency Policy
USDA Food Delivery Portal HOME MY STATE AGENCY More A (Q search.. > ]
U.S. DEPARTMENT OF AGRICULTURE
FOOD DELIVERY ENTITIES

UPLOAD

REPORTS

DASHBOARDS

REPORT SUMMARIES

Welcome!

OMB Contrd
Expira
Create a New Food Delivery Entity

Food Delivery Entity Information

Please enter your information in the fields below to set up the new FDE.

*Business Name @

StateWICID @
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2. Recently Viewed records are displayed by default. Click the dropdown arrow near the Recently
Viewed option and select the value All SA Reports from the dropdown.

USDA Food Delivery Portal HOME MY STATE AGENCY FOOD DELIVERY ENTITIES UPLOAD More v (Q ses I 3
= U.S. DEPARTMENT OF AGRICULTURE N -

Report Summaries

Mark as Reported tark as Not Available
Recently Viewed » ¥ :

-

Search this list...

All Nationwide Reports 7

i All SAReports v

QEA Food Delivery Portal HOME MY STATE AGENCY FOOD DELIVERY ENTITIES More v CQ search )
U.S. DEPARTMENT OF AGRICULTURE

Report Summaries

Recently Viewed v ¥
Oitemss LIST VIEWS Search this list.. o4 E - ¢
All SAReports o

All SAReports

V' Recently Viewed (Pinned list)

You haven't viewed any Report Summaries recently.
Try switching list views.

3. Here you can verify that the report has the following columns and display data for each column:

e Name
e Fiscal Year
e Period
e Status

e Reported
e Not Available
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HOME MY STATE AGENCY FOOD DELIVERY ENTITIES UPLOAD

More v (Q search N a 0
- . J - -
Zelf‘gl\sgggg”:é v (? MarkasReported | Mark as Not Available
2items « Sorted by Name « Filtered by All report summaries - Record Type « Updated 30 minutes ago Search this list... o ¢ ev
Name T v | Fiscal Year v | Period Vv | Status Vv | Reported v | NotAvailable v
1 Test State Agency - 2021 2021 Yearly Pending v
A Food Delivery Portal HOME MY STATE AGENCY FOOD DELIVERY ENTITIES UPLOAD More s i'/Q Sea A
U, DEPARTMENT OF AGRICULTURE —_— ‘ -
X[TE;{R:ISZ;; - [ Mark as Reported Mark as Not Available
3 items « Sorted by Name s Filtered by All report summaries - Record Type + Updated a few seconds 3go Search this st o cleyv
Name T | Fiscal Year ~  Period v | Status ~ | Reported | NotAvailable v
1 Test State Agency - 2021 2021 Yearly Results Locked v
2 Agency -2022 2022 Yearly Pending -
3 Test State Agency - 2023 Yearly Pending -

4. From this page, you will select a record by clicking on the SA name in the Name column. For this
example, Test State Agency - 2021 will be selected.

~ Q a
Report Summary
Test State Agency - 2021
v Information B Approval History (6+)
Status @
= Step Name Date Status Assigned To
Reported @ — -
A E il v
F Available @
5 M em— -
! P B ] v
Period @ ¥
Yearl ut B e -
~ All FDEs Missing Training This FY R er ApE —— =
stal Auth FDEs @ FDEs with Training @ Vie
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Test State Agency - 2021
Account @

Test State Agency
Fiscal Year @

2021

Period @

Vearly

Parent Report Summary @
Nationwide for FY 2021

v AllFDEs Missing Training This FY

Total Auth FDEs @
9

Auth FDEs Without Training @
6

Vv Initial Interactive Training Missing

Results Locked

Reported @

Not Available @

% FDEs with Training @
33.33%

% FDEs Without Training @
66.67%

Notes & Attachments (0)

Related Report Summaries (6+)

Name

TestWF-2078 - 2021

Test WF-2046 - 2021

FDE A Rec Account - 2021
FDE C Rec Account -2021

TestWE 19332091

&, Upload Files

Ordrop files

:SDA Food Delivery Portal HOME MY STATE AGENCY FOOD DELIVERY ENTITIES UPLOAD More w (Q Search... ) a0
U.S. DEPARTMENT OF AGRICULTURE
Report Summary . .
Submit for R
Ll Test State Agency - 2021 uhmitiorieniaw
v Information e Approval History (0)
Name Status @

Upload Files

5. The summary contains information on the State Agency and on the top right, the Submit for
Review button is available. We will click on the button.
6. On this screen, you may leave a comment in the section before submitting. The comments are

optional.
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Submit for Review

Comments

7. Once the Report Summary is submitted, the Submit for Review button should not be visible
anymore. To verify the approval process was successful, you can check the status of the State
Agency Report Summary and it should be changed from “Pending” to “Under Review”. After
submission, a notification will be sent to the Regional user.

a. This step will freeze the Report Summary results. Any data added or changed with FDP
will not be picked up if the Report Summary is not in the “Pending” status.

b. If an update needs to be made the State agency should contact their Regional Office and
request that the Report Summary be returned to “Pending” status.

HOME MY STATE AGENCY FOOD DELIVERY ENTITIES UPLOAD More v Q a0

Report Summary
Test State Agency - 2021

w Information E Approval History (6+)
Name " i " —

tep Name ate tatus Assi o
Test State Agency - 2021 i o

Jser Appr 5/22/2023 4:41 PM ending —

Account @ Reported © Regional User Approval 5, 23 4:41 PM Pending -
Test State Agency Approval Request Sub. E— v
Fiscal Yea Not Availabls
Tscal Year @ ot Available @ Reglonal User Approval e— v
2021

Approval R E -
Period @ \pproval Request Sub. ——— v
Yearly Regional User Approval ——— -
~ All FDEs Missing Training This FY Regional User Approval — v
Total Auth FDEs @ % FDEs with Training @ View All
559 98,039
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USDA Food Delivery Portal HOME MY STATE AGENCY FOOD DELIVERY ENTITIES UPLOAD More v (a s . oA
I 5. DEPARTMENT OF AGRICULTURE h J/ §

. Report Summary
Gl Test State Agency - 2021

v Information e Approval History (2)
Name Status @
StepNa Date Status Assigned To

Test State Agency - 2021 Under Review
Account @ Repored © Regional User Approval  12/26/202312:58 PM Pending [ ) v
Test State Agency Approval Request Sub...  12/26/202312:58 PM Submitted ) v
Fiscal Year @ Not Available @
2021 View All
Period @
Yearly y

Notes & Attachments (0) Upload Files
Parent Report Summary @
Nationwide for FY 2021

2, Upload Files
v All FDEs Missing Training This FY
Or drop files
Total Auth FDEs @ % FDEs with Training @
9 33.33%
. . o . s )

Auth FDEs Without Training @ % FDEs Without Training @ Related Report Summaries (6+)
6 66.67%
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16.3.2 FNS Regional users: Report Summary Rejected or Approved

Regional users can either approve the SA report summary once submitted or reject if further changes

need to be made from the SA. Once a SA submits their Report Summary for Regional review, the
Regional office contacts will receive an email that the Report Summary is now available for them to

review.

1. From the All SA Reports page, regional users can select the approval record from the report

summaries list view. We will select the record with the status as “Under Review. Alternatively,
users can select the approval record from their email as well. For this example, we will select
Test State Agency — 2021, which has the status Under Review.

USDA Food Delivery Portal Q n . © =
F U, DEPARTMENT OF AGRICULTURE H 1 & 2
332 FNS WIC FDP Home Accounts \  Reports \  Dashboards v  Report Summaries / s
Report Summaries Mark as Reported a
All SA Reports v # o il i
1 item selected *- |8 cv
- Name 1 v | Fiscal Year v Period v | status v | Reported v | Not Available
ILI"’ o ety >
154 Test State Agency - 2022 2022 Yearly Pending v
Yearly Pending v
2022 Yearly Pending v
USDA Food Delivery Portal e 1] -~
S 5. 0EPARTHENT OF AGRICULTURE Q search =
aee
s FNS WIC FDP Home  Accounts v/ Reports \/ Dashboards v Report Summaries File Upload Errors P
Report Summaries - ‘ ]
Mark as Reported Mark as Not Available
All SA Reports v | #] ( J
|l e
| @ Testtte ofs-|&-|lc|ls]e|r]
=] Name 1 ~ | Fiscal Year ~ | Period v | status v | Reported ~ | Not Available v
2 est State Agency - 2022 2022 Yearly pending =)
E [ Test state Agency - 2023 2023 Yearly pending 2]

2. We are now on the Test State Agency — 2021 Reports Summary page. Regional user should be
able to view the buttons Approve or Reject which are available in the Approval History section.
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USDA Food Delivery Portal a m oA Dy -~
R e ey a ‘ae2u @B
FNS WIC FDP  Home Accounts »» Reports v  Dashboards v  Report Summaries v e
Test State Agency - 2021
Under Review 5/22/2023 2:41 PM
v Information Y Approval History (6+)
. 0
Test State Agency - 2021 Under Review St M L i At o
o Reported © 41PM Pending I =
. ————— v
L] o
2021 — s
i 0 e -
Yearly — v
—— v
v All FDEs Missing Training This FY .
o o
559 9803
USDA Food Delivery Portal ( Q, Search...
S 5. 05FARTVENT OF ACRICULTURE (
Ef' FNS WIC FDP Home  Accounts Reports v  Dashboards \/  Report Summaries / File Upload Errors 3
Report Summary
Test State Agency - 2021
Account Status SA Report Submission Date
Test State Agency Under Review 12/26/2023 10:26 AM
v Information e Approval History (4)
Name Status @
Test State Agency - 2021 Under Review e S D g2 e
Account @ Reported @ Regional User Approval ~ 12/26/2023 10:26 AM Pending [ ] +
S ency s —
Test State Agency Approval Request Sub...  12/26/2023 10:26 AM Submitted ] (v)
EPS

3. From here, Regional users should verify the data and either reject or approve the reports. When
clicking on either option, users can see a comment box before finishing. Note that when
rejected, Region offices should note which records need improvement.

4. When the Report Summary is approved, the status of the Report Summary is changed to Result

Locked, and the Approval History data is updated. Note: Mark as Reported button won’t be
available to Regional users.
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USDA Food Delivery Portal

38 FNS WIC FDP

Home

Accounts v

Reports v/

Dashboards v/

Q

Report Summaries

Report Summary

Test State Agency - 2021

Results Locked

A Report
5/22/202

n Dat
241PM

v Information B Approval History (6+)
Test State Agency - 2021 Step Name Date Status Assigned To
[ Approved — v
t S a8 5 Submitted sssmema— -
% [ N able @
2021 4/5/2 112 AM Approved e -
P i 0 4/5/2023 6:31 AM Submitted D -
Yearly 475, Rejected — v
5/20 0 Response E——— v
~ All FDEs Missing Training This FY 4 No Respon
y s O FDES with Training ©
559 98,03
DA Food Delivery Portal Seard N I 2 )
S L orrmve o AR Q Search.. ‘EE‘ a?2%8 \ B/
™ 1
::2  FNS WIC FDP Home  Accounts v  Reports v  Dashboards “  Report Summaries File Upload Errors 2
Report Summary [ ok o Femortod ‘ cotorm 1o bondi J
Test State Agency - 2021 Mark as Reporte eturn to Pending
Account Status SA Report Submission Date
Test State Agency Results Locked 12/26/2023 10:26 AM
v Information Approval History (4)
Name
Test State Agency - 2021 ’ Step Name Date Status Assigned To
Account @ Reported @ Regional User Approval  12/26/2023 10:33 AM Approved ) )
S ency 4
Test State Agency Approval Request Sub..  12/26/2023 10:26 AM Submitted O ¥
Cecaven @ Newpiae @

5. Regional users could change report summary status back to Pending from the Results Lock
status if required to do so. To change the status users should click on Return to Pending button.
Note: Mark as Reported button won’t be available to Regional users.

USDA Food Delivery Portal Q
S . 5 oeoeTuENT OF AGRCUTURE

FNSWIC FDP  Home Accounts ~  Reports ~  Dashboards v  ReportSummaries -

Report Summary

Test State Agency - 2021

Results Locked 5/22/2023 2:41 PM

v Information B Approval History (6+)

Test State Agency - 2021 Step Name Date

Status

Assigned To
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USDA Food Delivery Portal Q_ Search..
S .. OESARTHENT OF AGRICULTURE L

@220 @

222 FNSWICFDP  Home Accounts v  Reports »  Dashboards v  ReportSummaries v File Upload Errors

K

Mark as Reported | Return to Pending ‘

Report Summary

Test State Agency - 2021

Account Status SA Report Submission Date

Test State Agency Results Locked 12/26/2023 10:26 AM

Vv Information

Q Approval History (4)

Name Status @
Test State Agency - 2021 s Results Locked s Splimm D g Lo

Account @ Reported @ Regional User Approval  12/26/2023 10:33 AM Approved C ) (+)
Test State Agency s

W«

Approval Request Sub...  12/26/2023 10:26 AM Submitted [ ]
Cecalver @ Mes i o

6. After clicking on Return to Pending button user should get success message and report summary

status should change back to Pending. Note: Mark as Reported button won’t be available to
Regional users.

USDA Food Delivery Portal

33 ENSWICFDP  Home Accounts v Reports v

Report Summa
Test State Agency - 2021

Pending

v Information Y Approval History (6+)

Test State Agency - 2021 SAee N s

Status Assigned To
t @ Ap — v
: —— =
f o e @
475, 112A e v
2021
viod @ 4 31 AM e v
arly 4 29 AM ] remcccmcnn v

16.3.3 FNS Admins: Report Summary Mark as Reported or Not Available

FNS Admins can mark Report Summaries as Reported or Not Available.

1. We will select Report Summaries and change the displayed records from Recently Viewed to All
SA Reports (see 14.1 State agency users: Submit Report Summary For Approval). The buttons
Mark as Reported and Mark as Not Available are displayed on the top right side of the page.
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Report Summaries

All SA Reports v # Mark as Reported Mark as Not Available
50+ iters » Sorted by Narme « Filterad by All report summaries - Record Type + Updated 2 minutes ago I &~ cjlelY
Name T v | Fiscal Year v | Period Vv | Status v | Reported v | Not Available v
1 ACL -- Acoma, Canoncito, and Laguna - 2021 2021 Yearly Pending v
2 ACL -- Acoma, Canoncito, and Laguna - 2022 2022 Yearly Pending v v
3 Active State Agency - 2021 2021 Yearly Pending v
4 Active State Agency - 2022 2022 Yearly Pending v v
5 Alabama - 2021 2021 Yearly Pending v
6 Alabama - 2022 2022 Yearly Pending v v
7 Alaska - 2021 2021 Yearly Pending v
8 Alaska - 2022 2022 Yearly Results Locked v
9 American Samoa - 2021 2021 Yearly Pending v
10 American Samoa - 2022 2022 Yearly Pending v v
1 Arizona - 2021 2021 Yearly Pending v
12 Arizona - 2022 2022 Yearly Pending v v
13 Arkansas - 2021 2021 Yearly Pending v
14 Arkansas - 2022 2022 Yearly Pending v v
15 Austin test - 2021 2021 Yearly Pending v
16 Austin test - 2022 2022 Yearly Pending v
17 Austin Test Agency - 2021 2021 Yearly Pending v
18 ot =202, 2022 Yearly Pending v v

2. To mark report Summary as Reported, Report Summary status should be Results Locked, and
the Reported check box should be unchecked. For this example, we will select Mississippi - 2021
and Vermont — 2021, both have a status as Results Locked. Click on Mark as Reported.

S Pty ot a @2 @
FNS WIC FDP Home Accounts »  Reports \ Dashboards »  Report Sur v y
Report Summaries i ;
All SA Reports v # 5
2 items selected i1} c eY

- Name v | Fiscal Year v Period v | Status & v | Reported v Not Available v
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3. The page will refresh. Mississippi - 2021 and Vermont — 2021 should now have a Reported

checkbox selected.

o s nen e a @22 a @
FNSWICFDP  Home Accounts v Reports v  Dashboards v  Report Summaries s
Report Summaries G .

All SA Reports v #
50+ items » Sorted by Status « Filtered by All report summaries - Record Type » Updated 2 minutes ago ol = c eV
Name | Fiscal Year v Period Status 4 v | Reported v Not Available v
2021 Yearly Results Locked [ v
2021 Yearly Results Locked ; v
2022 Yearly Under Review v
2021 Yearly Under Review v

4. To Mark as Reported PIMB Admin can also select a specific report summary with Results Lock

status. Here we will select Mississippi - 2021.

USDA Food Delivery Portal @2 ? @,
= oo et Q - @22 aa
FNS WIC FDP  Home Accounts v  Reports v  Dashboards v  ReportSummaries v/ s
Report Summaries
Mark as R as Not Availal
All SA Reports v #
50+ items » Sorted by Status « Filtered by All report summaries - Record Type « Updated 9 minutes ago ®- B C €Y
Name v | Fiscal Year v | Period Status 4 v | Reported v Not Available v
1 2021 Yearly Results Locked v
2021 Yearly v
2022 Yearly v
2021 Yearly Under Review v
2021 Yearly Under Review v
ISDA c A
USDA Food Q *x[- Ba ? a @3
4

FNS WIC FDP  Home Accounts »  Reports v  Dashboards v  Reports

Mississippi -2021

Results Locked 1171772

v Information

Approval History (2)

Date Status

| E—

Assigned To

4

6. Success Message is displayed, and report summary is marked as Reported.
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USDA Food Delivery Portal ‘ 8
LSDA Food Delivery Porta ) L AN+ - Jr R

FNS WIC FDP | —

@ success (x|

Report Summaries marked as Reported -

Mississippi - 2021
Results d 1 PN
v Information Approval History (2)
o
p—— ts Lock Step Name Date Status Assigned To
o LSS
e—————
o D

7. Forthe Mark as Not Available option, we will select Pennsylvania - 2021 and Virginia — 2021 as
an example, both have a Pending status. Click on Mark as Not Available.

USDA Food Delivery Portal Search v a (@,
{504 roodetver portal Q s A ea2sa @
ENSWICEDP  Home Accounts v Reports v Dashboards ~  Report Summaries ’
:;ﬁms‘;“;z:":_ts < |3 Mark as Reported | Mark as Not Available ’
2 items selected Search this list ol B ¢ eY
- v | Fiscal Year v Period v | Status 4 “ | Reported v Not Available v
o v 2021 Yearly Pending v z
st v 2021 Yearly Pending v
52 2021 Yearly Pending v
53 2021 Yearly Pending v

8. The page will refresh. Pennsylvania - 2021 and Virginia — 2021 should now have a Not Available
check box selected.

USDA Food Delivery Portal Search - ~ -~
- Pt Al Q Sem * a?2aa
ENSWIC FDP  Home Accounts v  Reports \v Dashboards v  ReportSummaries s
Report Summaries
Mark as Reported Mark as Not Available
All SA Reports v # i
. om- >
50+ items » Sorted by Status « Filtered by All report summaries - Record Type « Updated a minute ago - By ¢ €Y
Name v | Fiscal Year v Period v | status 1 | Reported V| Not Available v
a 2021 Yearly Pending v v
s 2021 Yearly Pending v v
2021 Yearly Pending v
Montana - 2021 2021 Yearly PEHd‘V\Q v

9. To Mark as Not Available PIMB Admin can also select a specific report summary with Pending
status. Here we will select Michigan - 2021.
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USDA Food Delivery Portal Search o
L] as i @e? ol
FNS WIC FDP ~ Home Accounts s Reports v+ Dashboards v  Report Summaries v/ ’
Report Summaries
Mark as Reported | Mark as Not Available
All SA Reports v # i
—— v N
92 items » Sorted by Name » Filtered by All report summaries - Record Type « Updated a few seconds ago Search thi o c eV
Name * « | Fiscal Year v | Period v | status v | Reported v | Not Available v
34 2021 2021 Yearly Under Review v -
3 Kentuck 2021 Yearly Pending v
36 Louisiana 2021 Yearly Under Review v
37 Maine - 2021 2021 Yearly Pending v
3 2021 Yearly Pending =
] 2021 Yearly Pending =
40 2021 Yearly Pendin v
y 9
" 2021 Yearly Pending v
2 2021 Yearly Results Locked v v
3 2021 Yearly Pending v
24 2021 Yearly Under Review v

10. User should click on Mark as Not Available.

Michigan - 2021 | : |

Pending 1/10/2023 5:43 AM

v Information Approval History (4)
~ 2 Step Name Date Status Assigned To
] cm—— v
43 AM 4 emm——— v
o o L]
. 3 AM emmr— v
° 707 AM . P—— v
Yearly
A Food Delivery Portal . 2
Q s ee?a @
22 FNSWICFDP  Home Accounts \ Reports v  Dashboards \/  Report Summaries ~ File Upload Errors s

Report Summary

Michigan - 2021 Mark as Not Available
Account Status SA Report Submission Date
Michigan Pending 12/26/2023 10:26 AM
v Information g Approval History (4)
Name Status @
Michigan - 2021 7 Pending 7 Step Name Date Status Assigned To
Account @ Reported @ onal User Approval  12/26/2023 10:33 AM Approved aa—— 2]
rd rd
Michigan 12/26/2023 1026 AM  Submitted caEE—— &3]
Fiscal Year @ Not Available @
2021 d Va 12/26/2023 10:14 AM Approved ) 2]
Period @ Approval Request Sub...  12/26/2023 9:58 AM Submitted aE— )
Yearl s
Y View All

Parent Report Summary @

11. Success Message is displayed, and report summary is marked as Not Available.
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A Food Delivery Portal
» cemamaut o aua

FNSWICFDP  Home Accounts v Reports v  Dashboards

Yearly

Approval History (4)

Step Name Date

Status
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16.4 Save SA Report Summary page as PDF

State agency users can save SA Report Summary page as PDF. Navigate to SA Report Summary page and
click on ‘Save as PDF’ button to create a printable version of the SA Report Summary page.

USDA Food Delivery Portal vore v Q. search..
_ U.5, DEPARTMENT OF AGRICULTURE \‘

Report Summary ) )
Submit for Review Save as PDF
B Maryland - 2023 |

v Information g Approval History (0)

Name Status @

Maryland - 2023 Pending

Account @ Reported © L} Notes & Attachments (0) Upload Files

Test State Agency

Fiscal Year @ Not Available @ 2, Upload Files
2023

. Ord fil
Period @ rdrop files
Yearly

After clicking the ‘Save as PDF’ button you will be directed to a new browser tab which will display a
printable version of the SA Report Summary page.
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¢ Close Window

FNS WIC FDP Portal « Print This Page

« Expand All | Collapse All

Maryland - 2023

¥ Information

Name  Maryland - 2023 Status  Pending
Account  Test State Agency Reported
Fiscal Year 2023 Mot
Available

Period Yearly

¥ All FDEs Missing Training This FY

Total Auth 8 % FDEs 0.00%
ENFE= with

Click on ‘Print This Page’ and follow the directions to either print the page or save it as PDF.
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FNS WIC FDP Portal » Eunt This Page

« ExpandAll | Collapse All

Maryland - 2023

¥ Information

Name  Maryland - 2023 Status  Pending
Account  Test State Agency Reported
Fiscal Year 2023 Not
Available

Period Yearly

w All FDEs Missing Training This FY

Total Auth 8 % FDEs 0.00%
FNF= with
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17 Appendix: File Upload Instructions

The file upload instructions are located on PartnerWeb (https://partnerweb.usda.gov/sites/SFP/WIC-

FMNP-SFMNP) in the Vendor and Technology Branch Section- Vendor Management & Food Delivery-
Category Food Delivery Portal (FDP)-Sub-Topic- Other.
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